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EEO Training Instructions
All Cisco College employees (full-time/part-time) are required by law to complete the Equal Employment Opportunity Training upon initial employment (within 30 days of hire) and every two years thereafter.  The EEO Computer Based Training (CBT) course has recently been updated by the Texas Workforce Commission.  The Texas Workforce Commission has kindly made this training available to Cisco College and their employees.  

Please review the training instructions below – they have also been updated and provide information you require to successfully complete this required training.

Please be prompt about completing this required training.  Upon completion please provide a copy of your certificate to the HR Office.  (We cannot give credit without the Completion Certificate.  Your EEO training completion date is tracked in your Payroll System Record, and a copy is maintained in your personnel file.
You will be reminded via email four weeks prior to your 2-year completion date so you will have sufficient time to take the course again and submit your new Completion Certificate by the 2-year mark from your previous training.
To Take the EEO Training:

1. You must use the Internet Explorer browser in order to complete the EEO Training.

2. Ensure your computer has Adobe Flash loaded (refer to the System Requirements outlined below.  This should not be a change to those provided in the previous instructions.)
You may select the link below:   

https://softchalkcloud.com/lesson/serve/MQBWTo9xcft7j6/html
3.     OR
4. Go to the Cisco College website (www.cisco.edu). 

· Under “About”, “Offices”, select “Human Resources” 
· Under “Human Resources,” select “New Employees”
· Under the “EEO Training” drop down, click on “Begin EEO Training”
· You will be at the Login Prompt for the EEO Training Course.

5. Login Information is as follows:

· You will be prompted to enter Agency Acronym, Agency Number, and your name followed by a single space.  (Example:  CC 0956 John Doe)
· This will take you directly into the course
6. When you are prompted at the end of the course to enter your “Name and Agency Number,” you should enter “Cisco College & Your name,” (EX:  Cisco College – Shelli Garrett).  This information will be used for your completion certificate.  Select “Print Certificate.”  Once printed, then select “Finish.”  
HR MUST HAVE A COPY OF YOUR CERTIFICATE IN ORDER TO GIVE YOU CREDIT FOR COMPLETING THE COURSE.
7. IMPORTANT INFO ONLY IF YOU ARE UNABLE TO PRINT A CERTIFICATE:  If you are unable to print a certificate (very rare occurrence), be sure to write down the “Completion Number,” and email it to the HR Office.  You must have the Completion Number in order to prove successful completion of the course to request a printed certificate. HR must receive a copy of the certificate to credit you with completion of the course.
Software Requirements for Online Training

Please be advised, our online training requires Adobe Flash Player software to view and print the course certificates. This is a free download from Adobe: http://get.adobe.com/flashplayer/ . 

Please verify employees have the required software installed before they begin their training so, they will be able to print their certificate at the end of the course.

If employees are unable to download the software, we suggest contacting your local IT department to have the software installed as this software will be required for all our computer-based courses.

Below are other Troubleshooting tips that may be helpful:

	Issue
	Solution

	General/undefined issue 
	If you have issues in one browser, please try another web browser EXCEPT Chrome and Internet Explorer 7, which are not supported.

You can also try clearing your Internet cache files. 
The following website has an excellent explanation on how to clear your web browser's cache, cookies and history: http://kb.iu.edu/data/ahic.html .



	Finish Button - Not Appearing or Working Properly. 

· There is no Finish button on the last page of the lesson 

· A disabled Finish button (i.e. “grayed out” button) appears at the end of lesson

· You click on the Finish button and nothing happens. 
	· Your web browser pop-up blocker may be blocking the content. 

· In Internet Explorer, select Tools/Pop-up Blocker. If you have the pop-up blocker turned on, select Turn off Pop-up Blocker. 

· If you are using Internet Explorer 9, be sure to turn off the Compatibility View. Within Internet Explorer 9, choose the Tools menu and de-select Compatibility View (make sure there is NO checkmark beside it). 

· Internet Explorer 7 or Google Chrome web browsers are NOT supported you will need to use Internet Explorer 8 or higher. 
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