Lay Guardian Online Training Instructions
Please read these instructions thoroughly before starting the training.
	SYSTEM REQUIREMENTS
	Supported Operating System, browser, and additional requirements

Microsoft Windows 98 SE, 2000, XP, Windows Vista Home Basic, Home Premium, Ultimate, Business, or Enterprise (32 bit or 64 bit editions)

If you access the internet with a dial-up connection you will likely experience problems as dial- up may be too slow.
· Internet Explorer 5.0 or later
· Netscape Navigator 7.1
· Mozilla Firefox 1.5

Mac OS X 10.2, 10.3, 10.4, 10.5 (PPC/Intel)
· Safari 1.1 or later
· Mozilla Firefox 1.5

Additional requirements
· Flash Player 8 or later
· Minimum bandwidth requirement: DSL/Cable (wired connection     recommended)
· Minimum 1 GHz processor recommended when screen sharing
· Adobe Reader
Download the latest FREE Adobe Reader  http://get.adobe.com/reader/

To make sure your computer is configured properly to access the online training, click on the hyperlink below or type the URL into your internet browser.
https://admin.acrobat.com/common/help/en/support/meeting_test.htm
 
If you performed the above test on your computer, but you are receiving errors about Adobe Add-Ins, please contact Kim Rood at (360) 705-5314 or kim.rood@courts.wa.gov



	ACCESS THE TRAINING
	· Type the URL below into your browser or click the hyperlink. http://www.courts.wa.gov/layguardiantraining
· Click on the third tab at the top of the screen “Training Modules”.
· Read instructions and click on “Training Module” at the bottom of the page.
· A new window containing the information below opens. 
· Input the Login and Password provided.
· Click “Login”.

[image: ]

	GETTING STARTED
	· After you input your Login and Password click on “Login” and a new window opens containing the information below. 
[image: ]

For easier viewing, you may expand the boxes by resting your mouse at the vertical space bar (circled in purple below) and move to the right.  You will now be able to view the Lay Guardianship Curriculum.  See below. 
[image: ]

To start, click on the “Open” button beside “GDN 101 Introduction” circled in red. 

	ENDING A COMPLETED MODULE/
UNLOCKING A MODULE
	· At the end of each module you must exit and return.  
· To end the session, click on the “x” at the top right corner of the screen.  Click the Refresh button [image: ] and wait a couple of seconds.  The next module should no longer display “Locked” as indicated below.  It should display “Open”.  The modules you have completed should display “Review”.  If the next module does not unlock, close your browser, completely exit the training and reenter at the Login Page.  Click the Refresh button once more.
[image: C:\Users\djiskar\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\pic 4.png]

	EXAM
	· Two modules, Guardian of the Person and Guardian of the Estate, require completion of an exam.  You must answer 70% of the questions correctly to proceed and have the ability to unlock the next module.  If you do not answer 70% of the questions correctly you must retake the exam. If you answer a question incorrectly, you cannot go back and select another answer. Before you can change any answer, you must complete the entire exam. Once you complete the exam and obtain your score you can retake the entire exam. If you must retake an exam, we encourage you to listen to the module again.  You can listen to the module again by clicking on the “Review” button beside the module name you’d like to review.  Circled in red below.
[image: ]

	EXAM REVIEW
	· You may also review an exam before retaking it.  During an exam review you may need to click on the forward button at the bottom of the screen to advance slides.  Circled in red below.
[image: ]


	RETAKE EXAM

	· To retake an exam click the slide title for the first question displayed to the right of the screen. Circled in red below.  A new window will open displaying the exam question.  You may select an answer.
[image: ]

	DECLARATION OF COMPLETION
		When you have completed the training and answered 70% of exam questions correctly, you will be allowed to print the Declaration of Completion.  Sign the Declaration of Completion and submit it to the court.  If you are a potential guardian seeking appointment, the Declaration should be submitted to the court with the Petition for Guardianship.  Where no guardian is named in the petition, training must be completed prior to appointment, with limited exceptions.  If you have not completed training at the time of appointment, you must present the Declaration to the court within 90 days of appointment.  If you are already the guardian in an existing guardianship, you must provide the Declaration to the court when you file your annual report.

[image: ]




	EXIT
	· To end a session, click on the “X” in the top right corner of the screen.
· Click on “Refresh” [image: ] and wait for a few seconds, the next session should “open”.

	SPECIAL INSTRUCTIONS
	If you leave the training open on your desktop without activity it will time out and you may see the word “buffering” at the bottom of the page.  If the training times out it will not allow you to continue.  To restart the training you must close your browser, exit and re-enter using your “Login” and “Password”.



		
For all other issues that arise, please contact the Lay Guardian Training Program at: 
(360) 704-4081or LayGuardianTraining@courts.wa.gov 
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