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USER QUICK START GUIDE

WHAT? WHY? HOW?
Procertas is an online trainer for Build real tech skills, earn Watch for an activation email from
basic office technology. There are credit/badges, and get Procertas. Click the link to set your
a variety of module types clear feedback on what to password, then go to
including interactive to more fix. learn.procertas.com and login at
traditional. anytime.

GETTING STARTED

As mentioned, be on the lookout for an activation email from DoNotReply@procertas.com. If
you are not seeing one, it may be in your spam/junk folder. If still not there, reach out to your
instructor or info@procertas.com.

Do not reply - Procertas «DotiotSeplyfiprocertas comes EIPM D mintesogel By @ &
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You have been granted access to INLegal Tech Assessment (LTA), The login page i here bul you need o activale your
your ¢wn password. Please, cick on the next bution

The Legal Technokogy (LTA) Is 2 competency-based keaming and benchmarking platform focused on the

core technology tools used in legal service defivery: Ward, Excel, PowerPoint and FDF. “Competency-based” means that
thefe are actual e tasks 1o comphete, not just videos 10 walch. The LTA places users in real-workd scenanos and asks
nesmn 1o wark through the preparation of commaon legal gecuments,

You will access, and imteract with the LTA via your web browser {every standard browser is compatible). The basic
Myihm ¢f the LTA is download-eai-upload. That is, yeu will be placed in a legal scenanio and given a task 1o compilete
using the dewnioaded document and your own software (the LTA is also beth an operating sysiem and soffware

) Yo edit the 4 o the task instnections and then upkomd the madiied document 1o Be graded.

Set your password, read through the Terms of Service and Data Protection Policy, and click Save.
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= Confirm Email

CONQalutators) Your @-Mmail BOGKEES NAS Deen valialedl

P Set password pesowenggma com

Piease, enter a password for your user account. Take info acoount that %o be more satety, # should
have mere Ehan § charscters.

& Data Protection Policy

B | read and undersiond e Terms of Service and Data Frotect




When you login, make sure to adjust your User Settings accordingly (Operating System,
Preferred Software, etc.). Content in the modules will adjust accordingly. But you can change
them at anytime by going to the Settings page as pointed below. Click Save when done.
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UZER

Settings

8 This s the Settings: page. It detiermines which Wrainings Wil be provided You Can S fuly uskre fe: LTA even I o donT Rave St precise versions of software for which
training has been created. In tact, mest of the training will remain appicabie (e mmmlmnmxwwmmmm That sakd, the LTA s open
universe, and you ane encouraged I uss web searches i problem solve f you rely You may Seftings page 2 any bme (availatie
undes your usemame in the wpper right-kand comer). Wien you are done Selecting your operating system and software, bt ‘Save’ and then proceed 1o odules jvia the
e Ear a the 1o of the: page).

Language Engls (Uinged Sates) - Witual impairments R

Oparasng Tystem [ ™

Preferred software

A We Wil use these saTings 1o show yOU cusiomized task conlent whenever avalable

Ward procesior Worg Omce 365 i
Fpreadihest Excel Offce 365 b
POF viewer Naance Power POF Asvanced -
Pradanistion PowerPont COfice 365 i

Congrats! You're all set! Your Modules list is where you have access to all the modules available
to you. Try running through the Tutorial and Trainer modules first. Hover over the question
mark for more resources and to reach our Technical Support team as shown below.

pr®certas
FAG
- User Guide

Modules list i

Software updaies
Module name Progneds Last cpened Last Assesament Rating Mxpirason dase Acbont

Bluebook Exerose 1 Assessment : 12042025 . 12092035 m

Bluebook Exercse 1 Traner - . 12092035 m

Bluebook Exeronse 2 Assessment - . 12092035 m

Bluebook Exerose 2 Traner - . 12092035 m

Bluebook Exerose 3 Assessment - . 12092035 m

BOTA Excel L1 Assessment ] THOUD025 - TH00IE m m

BOTA Excel L1 Traner - - 1H0W2035 m

BOTA Excel L2 Assessment . . 12002035 m

BOTA Extl L2 Teaned - - 13002035 m

BEITA, Proanavoiil L1 ASSEsamil - - 12092035 m

BOTA PoswerPoint L1 Tranes - - 13002035 m

BOTA PowerPoint L2 Assessment . . woozs [

OR EMAIL US AT
info@procertas.com
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