
 
How to Search for a Class 
 

In the Learning Center, there are many ways to search for a class.  The easiest way, is to conduct your search from the home 
page. 
 
Click on the magnifying glass icon located on the top right section of your home page screen to begin your search. 
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After clicking on the magnifying glass icon, you are directed to the page below that has the search bar. 
 
In the Learning Center, you do not have to have the exact title of the class or course, a partial name in the search bar will bring 
you results. 
 
To begin your search: 
 
Type in the search bar the topic or part of the title of a class or course. 
 
Press ENTER on your keyboard or click on the magnifying glass icon on the search bar. 
 
In the example below, the word “safe” is typed in the search bar. 
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After pressing ENTER on your keyboard or clicking on the magnifying glass on the search bar, the Learning Center returns a list 
of results. 
 
Note:  the Learning Center categorizes classes as part of a group of activities a learner performs in the system.  Your returned 
search result may also include courses, online training (OLT), documents, quick assessments if they are options available in the 
system. 
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SORTING SEARCH RESULTS 
 
You may sort the results you see on the screen by clicking on the drop down 
menu next to “Sort By.” 
 
The drop down menu provides several options on how you want to re-sort the 
results. 
 
Tip:  Are you looking for the latest courses in Learning Center? 
Select the option called, “Date Created (Newest).” 
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FILTERING SEARCH RESULTS 
 
If you want to narrow down your search results further, look to the section 
on the left side of your screen with the green border titled, “Filter Your 
Results.”  
 
You can filter your search results using the following categories: 

• Activity Type 
• Location 
• Facility City 
• Topics 
• Duration (Minutes) 
• Credit Hours 
• Start Date 

 
Tip:  For each item in the filter category, there are sub-categories.  The 
Learning Center provides the number of items available for the sub-category 
present. 
 
As an example, if the Learner is only interested in Instructor-Led Training 
(ILT) Courses, (the screen snip shows there are 16 available) click on the box 
next to ILT course then click on the “Apply” button below the screen. 
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