
 

Online Course instructions 
 

 
These instructions will walk you through  requesting and completing the TSI online course 
offerings including launching the course and printing or saving your certificate once the course 
is complete. 

  
Once you have created an account and logged in, click on the “Search Catalog” button on your 
Welcome Page… 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Search Results will populate. Find the online course and click on the course title. 



Now you will be on the “Training Details” page.  Click “Request” to request the course. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The requested course will show up on your “Active Transcript”. Click “Register” to register for 
the online course. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you are registered for the course, you can launch it. 



  

Once you click “Complete” on the course, the course will close and the system will take you 
back to your “Active Transcript.”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Completed Transcript page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click on the “View Certificate” button and your 

certificate will open in a new window.  You will have to 

have your pop-up blocker turned off for the new 

window to open. 


