S((EB Accessing SCEIS Training Courses: A Quick Reference Guide

South Carolina Enterprise Information System

Your agency’s SCEIS team has matched employees with the activities they will need to perform in SCEIS. This work,
in turn, determined training you will complete before your agency begins using the system. To access courses and
begin taking online courses, please follow the steps provided in this guide. It is also important to read all
instructions on the screens once you are in Blackboard.

1. Open Blackboard by going to:
a. http://sceis.blackboard.com in a web browser address line, OR

b. http://www.sceis.sc.gov (move your mouse over the Training item in the left menu and click on
“Blackboard”).
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2. Login to Blackboard.
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3. Open a Course.

averites

Accessing SCEIS Training Courses: A Quick Reference Guide

* e |m3lackhoardLearn

Step 1: Click the Course tab which will probably

Courses

appear near the right upper area of your screen.

Course Search

[E—| -

Mo items available. |
[0 items available. |

Create courses using an easy step-

Courses you are teaching:

Step 2: Click the Course title. I

L AP200-01: SCEIS Accounts P;

Instructor

Blackboard ASP donotdelste

Jim Ferguson

Tammy Mainwaring

Tracy Powers

SCEIS_Training Team

LJ AR200-01: SCEIS Accounts Receivable Basics
Instructor

by-step wizard approach. Launch the
Course Creation Wizard

ElL e
Tracy Powers
SCEIS_Finance Team

L GL200-01: SCEIS General Ledger Basics

File  Edit  ‘iew

Favorites  Tools  Help

S e [Blackboard Learn

=

SCEIS Accounts Payable Invoice Processing - Basics

Home Page

2 SCEIS Accou—*2
Payable Invo
Processing -

8 odegE

J Home Page

Step 4: Click the Content. I

1 Home Page
1

“®

My Announcements

“®

“®

- « Welcome!

wode [Elackboard Learn

[

SCEIS Accounts Payable Invoice Processing - Bas

b Browse Cours:

[ =]

Courses

SCEIS Accounts Payable Invoice Processing - Basics Gl

# SCEIS Accounts

Payable Invoice
Processing - Basics

1 Home Page

II Information

II Content

II Quiz

I: Course Evaluation

1 Discussions &

1
T Ceees F

EDD ¢ E

ﬂ Content @

Step 5: Click “Click to Launch”.
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IMPORTANT TIPS To Open Courses, Quizzes and Evaluations

1. After selecting the “Click to Launch button”, it may take a few minutes to load the course.
2. You may need to click on the course title near the upper left side of the new window to open the course.
See the graphic below for help.
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3. To view all of the navigation buttons in the course, maximize the window that your course opened into.
You would be able to see a Back and Next button in the lower right-hand corner.
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4. After finishing the course, return to Blackboard to complete the required quiz and/or evaluation.
Blackboard should still be open in a window behind the course you have just completed. If you see an
error message, simply click on the back button or the Courses tab.
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After clicking on Quiz or Course Evaluation, a page will open with the title of the document and a
document icon. Click on the title of the document. Then click the Begin button. When you have

completed the quiz or evaluation, click on Submit or there will not be a record that you completed this
required step.
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