[bookmark: _GoBack]Instructions for accessing your COVID-19 Exposure Control Plan course certificate in VIU Learn
1. Complete the course quiz, once you are done you will see this screen. NOTE: you must get 100% to access a certificate.
a. Click “Done”
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2. Click the advance arrow
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3. Click on the link provided
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4. Click on the Certificate
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5. Scroll down. Then Click on “Generate Certificate”. Download the pdf that opens and email to safety@viu.ca and your Manager.
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Completion Instructions ~

Now that you have completed the Exposure Control Training, you will be awarded a completion certificate automatically. It may take 5-10
minutes after you have passed the final quiz for this course before the certificate is awarded. Once your certificate has been awarded, you can
follow this link to access the certificate. You will need to email the PDF certificate to the VIU Health and Safety office (safety@viu.ca) as well

as your Dean, supervisor or Instructor(s).

If you have any questions about how to generate or download the certificate, please email learnsupport@viu.ca. For any other questions about
this course or Health and Safety at VIU, please contact safety@viu.ca.
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