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NOTE: You will need your WSU Network ID and Password to begin. 

1.	 Go to: https://hrs.wsu.edu/training/skillsoft-percipio/
	 The link will take you to the page shown below. 
2.	 Click on the “Log On and Learn” button, as shown by the blue arrow. 
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You will be taken to a page where you have to log into WSU’s portal. 

3. 	 Log into the WSU portal using your network ID and password. 
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4. 	 You will then be redirected to a new screen called ‘Okta Verify’. This screen is asking you to authenticate/confirm it is you. 
5. 	 Click the blue push button to send the authentication. 
6. 	 You will then need to confirm it is you when the authentication comes to your mobile phone or email account (depending on 	
 	 which you selected to authenticate through). If you do not want to go through this same authetication again, you can check the 
	 ‘send push automatically’ box and the ‘do not challenge me on this device for the next 24 hours’ box before pushing the blue push
	 button.
 	 NOTE:	  You will need to have setup your multi-factor authentication (MFA) security settings in the ‘WSU Okta Security System’ before you can log in and/or 	
	 authenticate. It is recommend you use SMS (Text your mobile phone) or Voice Call (call your mobile phone) so you can respond to WSU’s MFA verifications 	
	 quickly from anywhere.  	
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7. 	 Once you have logged in, you will be greeted with a welcoming screen.
8. 	 To get to training courses, select your name in the top right corner, and select “Compliance” from the drop down menu.
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9. 	 Find the required courses on the list. Once you have found a course you need to take, simply click on it and it will launch in a 	
	 new window.
 	 NOTE: The courses required for employees may not appear in the “Required Compliance Assignments”. All courses are listed in the “Optional Compliance 	
	 Assignments” section, even if they are in fact required.
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10.	 All Voiland College employees must complete the following courses: 

	 - Back Safety and Injury Prevention

	 - Slips, Trips, and Falls

	 - Emergency and Fire Safety Preparedness

	 - Portable Fire Extinguisher Safety

	 - Office Ergonomics

	 - Asbestos Hazard Awareness

	 - University Laboratory Safety: Working Safely

	 All Voiland College employees, visitors, guests, and students working within laboratories are required to take the following basic 	
	 lab safety training courses.  Other courses may also be necessary for the safety of lab personnel depending on risk.  Please con	
	 sult the lab’s Principle Investigator(s) for direction in obtaining additional training necessary for lab specific hazards.

	 - University Laboratory Safety: Analyzing Chemical Hazards

	 - University Laboratory Safety: Analyzing Physical Hazards

	 - University Laboratory Safety: Analyzing Developing and Using Controls

	 - Risk Assessment

	 - PPE: Eye and Face Protection

	 - PPE: Hand Protection
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11. 	 To start the course, select the blue launch button, as shown below. 
	 a. 	 You will need to complete each section of the training course. 
	 b. 	 As you complete each section, you’ll see the launch button is replaced with a review button and there is a green check 
		  mark in the status column. You can go back to review any section as often as you’d like. 
	 c. 	 There will be a quiz at the end of the course. You’ll need to score an 80% or higher to pass the course. 
	 d. 	 If you need to stop the course, it will remember where you were. When you restart the course, it will ask you if you want 
		  to restart where you left the course. If you select ‘No’, it will restart the lesson over from the beginning. If you select, 
		  ‘Yes’, it will take you back to where you left off. 
	 NOTE: Two tips for passing the quiz at the end of the course are provided below. 
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When you have finished the course and completed the quiz, you will be immediately notified of your score. If you passed (80% or 
higher), you will be awarded a certificate. 

12. 	 To view and save the certificates upon course completion, return to the home page and click your name in the top right corner.
13.	 A drop down menu will appear. Select “Compliance” from the list.
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14. 	 Then, click on your name again and select “Training History”.
	



VCEA | Facility Operations & Safety Services

Employee Safety Training Access

15. 	 Every completed course will appear on the list. To view/print certificate, click on the blue “Certificate” button on the right side of 	
	 each row.  	
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16. 	 The certificate will be displayed in a seperate window. To print/save as PDF, select the blue printer icon.
17.	 To attach certificate to email, select “Save as PDF” from the printer drop down menu. Save the file to your computer.	
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Tip #1: Be sure to click on, and explore, the different tabs within the modules. Many of the quiz answers will be found within these tabs. 
An example of where to find these tabs are shown by the red arrows below. 
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Tip #2: Take the practice exercises as these questions are often on the quiz. These practices are not graded, and you can check your 
answers as many times as you would like. An example practice exercise is shown below - the red arrows indicate where you respond (click 
inside the circle you think is correct), and where you can click to check, or reset, your answers. 


