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Information on Personal Support and Respite Training go to
www.lifeworks.org/fiscal-support/online-training/

Create User Profile
1. You will receive an e-mail from
lms@v8.edvance360.com with the
subject “Welcome to Lifeworks
Online Training.
2. Click on the link next to Create
Profile
3. This will take you to Create Your
Profile Page.
4. Create a unique username,
something easy to remember.
5. Create a password
a. The password has to be 8
characters long, contain at
least 1 upper case letter,
and 1 number.
6. Check the box next to Terms of
Service
7. Click save Account and Login.
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Login

To Login:
1. Open Internet Browser
2. Hold down “Crtl” button on your keyboard
and click on the following linkhttps://edvance360.com/lifeworks/
a. Other options:
i. Place the curser of your
mouse over the link, right
click on your mouse, select
“Open Hyperlink” option in
the drop down options.
3. Enter in your username
4. Type in password
5. Click Login

Forgot Username and password:
1. Contact Lifework Training Department at trainingdept@lifeworks.org
OR
2. Contact STAR Services for online assistance at 651-641-0201or onlinetraining@starsvcs.com
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Tablet/Smartphone/iPad/iPhone
1.
2.
3.
4.

Login to Lifeworks Online Training System.
Click on lines on the top right corner.
Click on Courses
If on phone, turn side ways to see the list of courses.
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Start Online Training Course
1. When you login to your Lifeworks Learning Management System account, you will have
a view of your online learning dashboard.

2. On the top of the screen, click on Courses, to go to the list of assigned courses.

3. Under the Course tab you will see the list of
courses assigned to you.

#4
4. Click on the title of the lesson you
would like to start.
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5. This will direct you to the course home page. Click on Lessons on the left.
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6. This will show the lessons within the course you have to complete.
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7. Click on the title of the first lesson to start.
8. Click on Open File or Title of Video. (This could be a presentation or policy to review).
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Open File
After clicking Open File, you will have a pop up at the bottom of the screen, click on Open.

Watch Video
If you are opening a module video and clicked on The Video Title, it will open in a new tab within your
internet browser.

9. After completing the module, return to Lifeworks tab within your internet browser.
#9
10. Click on the box under “Mark Complete”.
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11. Click Next button to be directed to the test or acknowledgement for the lesson.
12. Follow the instructions for Testing on the next page.
Important Notes:
1. You are able to review the lesson again by following step 8.
2. If you exit the Lifeworks Learning Management System, the
online system will save the last item you viewed within the
lesson automatically.
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Testing
After following all the above steps, you will be directed to take the quiz or acknowledgement for the
lesson (as shown below).

1. Click on the title of the test.
2. You will be directed to the test area of the lesson. Click on Start Test button.

3. Click Ok button to confirm to start the test.
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4. Review the test questions. Click on the circle next to your preferred answer for each question.
The box on the right of the test question, will turn green when the test question is answered.
Answer every question in the quiz.

Question
Answered

5. After answering every question on quiz. Click on Finish Test button at the bottom of the test.
6. Click on Ok to Confirm Finish
#3
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a. If you did not answer all questions within the test, you will receive the following error.
Review all questions to verify all questions are answered. Then repeat steps 4 and 5.

6. After submitting the test. You will receive a notification the test is complete. To pass the test,
you will need a minimum of 80% or higher.
FAIL

PASS
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7. If there is a another lesson within the course click on Next Lesson
#7

8. To Verify all lessons are complete, you will be directed to you certificate page.

9. To return to courses. Click Courses at the Top.
10. The course should say [Complete] next to the title.

11. If the course does not show [Complete] next to the title click on the course title to review the
lessons that need to complete by following 5 through 7 in Start Online Training Course. Review
the percentage and progress of all lessons with in the course.
a. If the green bar is full under “Progress” column and 100% is next to the title of the
lesson, this means you have completed a lesson with the course. When all lessons show
100% complete within the course, no further action is required. You have completed the
course!
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b. If the bar under Progress section is not full and only show a percentage of the course is
complete, this means there are still items to complete. Click on the title of lesson to go
to the area to complete. (For Example: Retaking the test you did not pass or have not
started, or continuing to review the lesson module).

c. If the progress bar does not have green and a percentage, the lesson has not started.
You will need to follow steps 6 through 9 for Start Online Training Course and step 1
through 7 for Testing.
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Review Training Records/Grades
1. Click on the Home button at the top of the page.

2. Click on the Reports tab on the left side of the screen. Then
click on Offline Reportings.

3. To change the date range, click on the area below the Start
Date and/or End Date. Select the preferred date range on
the calendar. Click Submit.
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4. This will show a your complete training record (Online and Offline training record)
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Print Training Certificate (Not Required)
1. Login to your online training account, if you are not logged in.
2. At the top of the web page click Scores

3. On the left side of the screen, Click on My Certificates tab.

4. “My Certificates” tab will direct you to a list of trainings you have completed. On the right of the
title of the training course(s) you would like to print, click “Print Certificate”.
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5. This will direct you to your certificate in your internet browser.
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6. On the top left of your internet browser, click on “File”, select Print.
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Training E-mail Notifications
You may receive an e-mail alert from STAR Services to notify you of a course or courses assigned
that are not complete. The e-mail alerts are automatic for each course. Upon completion of the
course, the notification of that course will end. The training alerts are automated and will not
stop until you have completed all the lessons within the course.
If you believe the course is complete and still are receiving e-mail notifications please contact
Lifeworks Training Department at trainingdept@lifeworks.org.
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