
New Mexico ATODA Prevention Workforce Training System 

ONLINE TRAINING QUICKSTART GUIDE  
Finding your way around the Online Training System is quite easy once you get the hang of it!  

Use this guide to get up and running quickly.  

 

To get to your course:  

1. Click the Online Training Login in the upper right 

corner of the Training System website:  

 

 

2. After you log in, click the Online Trainings 

link at the top of the website window. 

 

 

 

3. Click the Open Course button 

or the name of the course you 

are registered for.  

 

 

 

 

 

 

Trainings begin at 9 a.m. the day they are scheduled to begin. Courses are not available before then.  

If you are registered for a training, but do not see the course listed, contact support at 

support@nmpreventionworkforce.org.   

 

 

  



 

To get to the course materials:  

The course materials are located in the Learning Paths section of the course. The materials are 

organized in modules, similar to folders. Click the learning paths link in the blue menu to see the list of 

modules. Click the title of the module to begin working through it. At any time, you can click the 

Contents button to see a list of all the steps in the module.  

If you want to return to a module you have already completed, click Resume and then click Restart. 

You will be taken back to the first stop of the module. Once again, you can click the Contents button to 

see a list of steps and click the name of the step to go directly to it. (Note that the completion bar will 

be reset, but that is for your information only. The instructor does not use that to gauge your 

completion.)  

 

Training System Menu 

 

Use the links in the blue menu to get to sections 
of the course: 

• Learning Paths is where you find the course 
materials and instructions for completing the 
steps. 

• The Assignments area is where you will 
upload your completed documents.  

• Look in the Gradebook for your quiz results 
and to print out results. 

• Announcements may include messages 
from the facilitator. 

 

TIP! To see the names of the links, click the top 
double arrows at the top of the menu to expand 
and collapse the menu. 

 

 

QUIZ RESULTS: The pre- and post-test printouts show how you answered the questions, and 
whether you got it right (0/1 means you got the answer incorrect; 1/1 means you were correct).  

Printouts do NOT include the correct answers. If you believe you were not graded correctly or 
believe you got the answer correct, it is your responsibility to contact the facilitator to discuss. The 
facilitator will be able to see if you got the answer correct, and you can also explain why you 
believe you answered the question correctly.  

 



 

Trainings will also include a Discussion Forum. There are links to 
the forum in the Course, but you can also get to it from the Online 
Trainings menu at the top of the main Training System website. 
(Note that you must be logged in to see the Online Trainings 
menu.) 

 

 

 

 

To work through the course materials:  

Use the green “Prev” and “Next” buttons to go through the steps in the modules.  

IMPORTANT – When you return to a module, the system will automatically take you to where you left 

off. So, if you need to go back to a step you have already completed, click the Contents button to 

see all the steps in the module. Click on the step you want to go to.  

To get back into a module you have completed, click Resume, Restart, and 

then the Contents button to see the steps.  

 

 

 

 



 

The Discussion Forum: 

Follow these four steps to participate in the discussion forum. 

 

1. Click the name of the discussion. 

  
 

 

2. Click on the topic within the discussion to read other students’ posts and to submit your own 

message. You do NOT need to create a new topic, unless you want to take the discussion in 

a different direction. 

  

  

1. Click the name 

of the Discussion  

2. Click the Topic 

 

 
You do not need to create a new topic unless you want the 

discussion to go in a different direction.  

 



3. Click Reply to post, or Quick Reply to respond to another person’s post.  

 
 

4. Type your message in the text box, and then click the “Submit” button 

 

 

 

 

 

 

 

TIP! To return to the training, click the “Return to the Online Training” link. 

 
 

 

TIP! Remember, you can go directly to the Discussion Forum from the 
Online Trainings menu at the top of the main Training System website. 
(You must be logged in to see the Online Trainings menu.) 

 

 

 

Enter your message 

and click the 

“Submit” button.  

3. Click the “Reply” Button to 

submit a post, or select “Quick 

Reply” to respond specifically to 

an individual person’s post.  

 

4. Click Submit 

 



 

To upload Assignments: 

Click the Assignments link in the blue menu, then click the name of the Assignment you are 

responding to.  

 

 

1. Click Browse to locate your file to upload  

2. Click Upload a file 

3. Finally, click the Submit Assignment button 
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3 



 

 

When you go back to the Assignments area, 

you will see your Grade (e.g., Complete) and 

any comments made by the instructor. 

 


