
User Guide



To access the NCIHC Learning Center, take the following steps.

1. Go to the NCIHC website
https://www.ncihc.org/

2. Click on the TRAINING tab.

3. Click on the WEBINAR tab.

     

https://www.ncihc.org/


4. Click on the NCIHC 
    Learning Center link.

Note: be sure to click on the
second and third links to
review the User Guide and
Webinar Policies for the
Learning Center.



5. Explore the NCIHC 
    Learning Center by clicking 
    on the different options.



Note: Click on “Course List” to
browse all webinar recordings.

Use the SEARCH bar to locate a
specific course or subject matter.



6. Once you see the webinar
    you want, click on the 
    DETAILS button. 

7. Read through the webinar 
    description and click on the 
    Registration link. 



8. You are taken to the login page 
    to enter your login information.

9. Register to view the webinar. 
    Once completed, you will see a 
    confirmation page with 
    information on how to access the 
    recording. You will receive this 
    same information in an email, too.



10. Look for the webinar you just 
      registered for and click the 
      VIEW button.

Note: Use the search bar (top right)
to search for the webinar.



11. Click on the “Video Recording 
       of Live Webinar…” link to view 
       the webinar. 

Note: If you see a lock symbol next
to the video, you do not have
proper access to view it. This
usually indicates that you are not
properly logged in to your NCIHC
account or the NCIHC Learning
Center. Sometimes a weak or
unstable internet connection will
disconnect and reconnect and our
system will not recognize that
viewing time during temporary
disconnection.

You need to watch the entire video
for the quiz to unlock. 

If you get disconnected, you can
advance the video to where you
lost connection. Otherwise,
advancing the video is not
recommended. The quiz will unlock
once you watch the entire webinar. 



System Specifications:

Speed: Due to the large size of each
webinar video, users should have a
stable connection to the internet with
medium to high (good-fast) download
speed for an ideal experience. Test
your bandwidth/internet speed by
going to this webpage.
https://www.speedtest.net/

Browser: We recommend utilizing
Google Chrome when working with
the NCIHC Learning Center.

Device: We strongly encourage 
using a computer/laptop instead of 
a smartphone.

Idle Timeout: The Learning Center will
log you out after you have been idle
for approximately 30-60 minutes. This
is standard practice for website
security purposes.
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How to navigate the video page



Taking the Quiz

When you are ready to take the quiz,
click on the quiz link. (bottom right
blue bar)

1. This will open up the Navigation 
    menu. Click on START. 

Takes you to your “NOTE” page

Takes you to webinar menu page

Takes you to webinar video



2. After you click on START, the first 
    quiz question will appear. Select 
    your answer and then click on the 
    NEXT button.

3. Proceed through the quiz, answer 
    the questions, and click FINISH. 
    Your results will be displayed. 



4. If you need to retake the quiz, 
    you can do so 1 time. Click on 
    the TABLE OF CONTENTS 
    button, then click on the 
    RETRY button.

The Quiz can only be taken 
2 times. If you have any questions
about the quiz, please send an
email to
trainerswebinars@ncihc.org and
put the Learning Center Quiz in the
subject line.

Tip: Click on the VIEW RESULTS
button before retaking the quiz to
see which areas you need to
review before attempting the
second time.

mailto:info@ncihc.org


Lists the courses you
have registered to view

List of your certificates

Certificate and CEUs

If you pass the quiz, your certificate will
automatically be emailed to you at the
email address on file in your NCIHC
account. If you do not see the email, be
sure to check your spam or junk mail
folder. If you still cannot find the
certificate, look in your Learning Center
account. https://ncihc.mclms.net/en/ 
(be sure to login.)

Tip: You can find all of your 
certificates under the MY ACCOUNT
menu in the upper right-hand corner.
Select MY CERTIFICATES.

Approved CEUs will be noted on the
certificate along with your name and
date. If you have any questions about
the certificate please send an email to
trainerswebinars@ncihc.org and put
Learning Center Certificate in the
subject line.

LOGGING OUT

To log out of the Learning Center, select
MY ACCOUNT and then select LOGOUT.

https://ncihc.mclms.net/en/
mailto:info@ncihc.org


Frequently Asked Questions:

The Video is not available/lock symbol
The user must be logged in to their NCIHC
member/guest account (ncihc.org) and the
Learning Center. If a video is not accessible the
user may not be logged in properly. Log out of
NCIHC member/guest account (ncihc.org) and
the Learning Center. Then log back in, starting
with your NCIHC member/guest (ncihc.org)
account and then the Learning Center.

If the quiz remains locked, review the System
Specifications listed on page 12 for additional
troubleshooting advice. 

How do I find the webinars that I have already
registered for?
After you are logged into the Learning Center,
you can click on “My Account” found in the
upper right-hand corner, and select “My
Courses” to see a list of the courses you have
already registered for. 

The Quiz is not available/I couldn’t watch the
entire video at one time
The user needs to watch the entire video 
before the quiz becomes available. If you get
disconnected, 

you can advance to the spot where you left
off and then continue from that point
forward watching the rest of the video. When
accessing the video again after stopping,
start where you left off and do not skip a
section. The viewer needs to watch the
entire video before accessing the quiz.

Tip: If your viewing is interrupted, make a
note of the time elapsed on the video. When
you begin viewing again, advance to just
before the time elapsed to continue viewing.
Example: If you are interrupted at 45
minutes, advance the video to 44 minutes
when you are ready to continue viewing. 

Nothing seems to be helping, what else can
I do?

Try restarting your device.
Try accessing the Learning Center from a
different device.
Carve out uninterpreted time so you can
focus on the issue.
Contact us at info@ncihc.org or
trainerswebinars@ncihc.org or call 
202-505-1537 leave voicemail.


