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CASH HANDLING WEB TRAINING

This is basically an open book test!

· Sign on to the Internet

· Type in http://weblearn.ucsf.edu

· Click on Create My WebCT

· Enter your name and e mail address

· Enter a WebCT ID  (6 characters)

· Enter a password

· ReEnter the password

· Type in a question in case you forget your password

· Type in the answer to the question

· Log in

· Click on Add Course

· Click on Accounting & Finance

· Click on Add Effective Cash Handling

· Click on Continue

· Click on Go to Course

· Click on Syllabus & Content

· Click on Course Content

· Click on Purpose of the Course

· Follow prompts

· Click on next to move to the next page

· If  told to click on the picture of the man, do so

(you may have to log in again)

· The Multiple Choice questions are for your information and not part of your final quiz/grade

· When done with Multiple Choice questions, close that window being careful not to close the main window

· On page 4 there is a newspaper article related to UCSF – read and close that window

· After you have gone through the course you will come to the Summary of Course which summarizes all you have learned

· Click on Post Assessment

· Click on Final Assessment on the left in the blue strip

· Click on the picture of tools

· Click on Post Course Quiz

· Read the entire page of directions then click on Begin Quiz

· There are 8 questions.  Be sure to click “Save Answer” after you answer each question

· When all 8 questions are answered return to top and click on Finish

· A window will open and ask “Submit Quiz for Grading?”

· Click on OK

· Click on View Results which shows the questions and correct answers and how you scored on each question

· The score is at the bottom of the page

· 80% or higher is passing

· Under 80% needs to take the test again

