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Before You Start: This job aid describes how to launch online courses. These steps are 
also included in the Job Aid for managing your To-Do List. 

1. Log in to LearnATF. 

  

2. 
If you are not already in List View, 
click the List View icon on the 
upper right corner of your To-Do 
List. 

 

3. 
On your To-Do List, scroll down to 
the online course you wish to 
access. 
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4. Hover over the desired course with 
your cursor. 

 

5. When the pop-up appears, click on 
Go to Content. 

 

6. 
If a training policy appears, read the 
policy and click on Acknowledge to 
accept the online training policy.  

7. 
If the course has multiple lessons, 
click on the first lesson of the 
course. 
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8. 
Complete the lesson and select 
Exit to return back to the course 
structure. 

9. 
You will receive a pop-up verifying 
that you want to close the course 
window. Click OK. 

 

10. 
A warning page appears. Click 
Return to Online Structure to 
launch the next lesson in your 
course.  

 

11. 
Click the next lesson in the 
sequence to move on to the next 
lesson in the course. 
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12. 
If you receive the following 
message at any time during the 
course, please contact the OST 
Help Desk at 877-875-3723. 

13. 
Once you have completed this 
course, check your History to 
ensure that the course is in your 
History.  

12 

13 

 


