Online Certification Directions:

Print out these directions first.

Hold the “Ctrl” button and Click on the link below: 




www.ConstitutionLife.WebCE.com
1. On the top right side find the words “Ordering Is Easy” under that you will see “Course Catalog”, click on it and you be taken to the next page.

2. Now click on the first option labeled “Today's Options Acknowledgement Forms”

3. On this page you will need to click the button labeled “Add to Cart”.  This is in the blue box on the right hand side of your screen.

4. Now click the second option labeled “Today's Options Training & Certification - Course & Exam”
5. On this page you will need to click the button labeled “Add To Cart”.  This is in the blue box on the right hand side of your screen.

6. You should now be on a page showing the two items you have selected.  Click on the button “Go to Checkout”
7. On this page click the “Process Order” button.

8. In the “New User ID:” box enter your first initial and last name such as “jsmith” then click the “Go” button.  
9. Note:  If that user ID is already taken then enter your first name and last initial such as “JohnS” and then click the “Next” button.

10. You will then be asked to enter in your name and details that will identify that you have taken and passed the certification course.

11. After you have entered in all of your information click the “Next” button.

12. You will then be taken to the next page to confirm your information.  Just go to the bottom of the page and click the “Next” button.

13. On the following page click the “Finish” button. (Click “Yes” on the pop up box if there is one.)

14. Then click on the “Pay” button and wait for the order o process.  There is no cost to you take the certification course and you will see the Total Invoice Amount is $0.00.
15. You will be taken to a page titled “Course Status For Your Name”.  Click “Today's Options Acknowledgement Forms”

16. Then click where it says “Click here to view the course and take the test online. “

17. At the bottom of the next page click “Final Exam”. There are only four questions in this section.

18. Click the “Next” button after you have read the statement above.

19. You must click “I Agree” to all four questions to pass and then click “Next” 

20. On the following page click the blue words “Grade the exam”.

21. You can then either choose to take a quick survey or not, it is not required.  If you click “No” your exam will then be graded and go can click the green “Continue” button.

22. You must now take the second half of the certification course.  Click on the words “Today's Options Training & Certification - Course & Exam”

23. Like last time you have to click “Click here to view the course and take the test online” You will be taken to a page that shows you a breakdown of the course material.  You can choose to go ahead and click the blue words at the bottom of the page “Final Exam”.  

24. After you have entered in all of your information click the “Next” button.

25. The exam is 33 questions.  Next to each question on the exam there is a lick in blue words “search Chapter xyz” that will show you where the correct answer can be found.
26. After you have completed all 33 questions click the final “Next” button and then click on the blue words “Grade the exam” on the next page.
27. You can skip the survey if you want and see your final grade.  If your score is 80% or higher you are now Certified and you can click the green “Continue” button and you are all done.
