
 
System Requirements 
 
The first step to accessing the online trainings on your computer is to make sure you are using a 
compatible internet browser, and to make sure it is up-to-date. We recommend using Firefox, 
although Internet Explorer and Chrome can also be used.  

 
If you are running Windows, here is a step-by-step guide on how to install Firefox: 
https://support.mozilla.org/en-US/kb/how-download-and-install-firefox-windows.  
 
If you have a Mac, here is step-by-step guide on how to install Firefox: 
https://support.mozilla.org/en-US/kb/how-download-and-install-firefox-mac. 

 
 
The next step is to make sure you have the most up-to-date version of Adobe Reader. You should be 
using Adobe Reader XI.  

 
How can you tell which version of Adobe Acrobat Reader you have? 

 
• Open Acrobat Reader 
• In the menu at the top of the window, click Help, 
• Scroll down and click on About Adobe Reader..., 
• The screen that follows will have the version listed that you are using. 

 
If you need to update or download Adobe Reader, here are instructions on how to do so: 

 
Windows: http://helpx.adobe.com/acrobat/kb/install-reader-x-
windows.html#main_Internet_Explorer__Download_and_install_Adobe_Reader  
 
Mac: http://helpx.adobe.com/acrobat/kb/install-reader-xi-mac-os.html  
 
 

The next step is to make sure you have the most up-to-date version of the Adobe Flash Player. You 
should be using the Adobe Flash Player XIV. 
 
Click the following link to download the Adobe Flash Player: http://get.adobe.com/flashplayer/  
 
If you’re having difficulties, here’s an instructional guide on how to download the Adobe Flash Player: 
http://www.wikihow.com/Install-Adobe-Flash-Player.  

 
 

Restart your computer so that all the updates can be applied.  
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Once your computer restarts, open Firefox. From the main menu bar, go to Tools >> Options. Next, 
select Applications (see top red circle). Scroll down list of file types until you see Portable Document 
Format (PDF) (see second red circle).  

 

 
 

Click on Portable Document Format (PDF) (see image below). Then click on Preview in Firefox (see 
image below) to open selection menu. Select Use Adobe Acrobat (in Firefox). Next, click OK button 
below to complete the process. 

 

 
 

 
Restart Firefox. Go to https://theinstitute.umaryland.edu/ , and follow the instructions below.  

https://theinstitute.umaryland.edu/


Creating Your Profile 
 

Login is provided on the Institute’s Home Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

You can select “First Time user?” in the Login Box on the Home Page and it will take you to this page: 



Here you will select “RCYCP” from the dropdown list of Program Categories, and then click the “Next” 
button: 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You will be asked to provide information in order to complete your profile. Your profile tracks all of your training 
information, training progress, and is where your certificates are stored. NOTE: Red asterisks indicate required 
fields. Please complete the information as you would like it to appear on your certificates. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once all the fields have been completed, click “Next.” 



*NOTE: UMB employees should enter their UMID password as this site is integrated with myUMB* 
This next page will ask you to create a password for your account. Please note that your username is your 
email address. Choose a password, type it in twice, and then hit “Next.” 

 
 
 
 
 
 
 
 
 

Yourname@email.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Accessing the Online Training Center 
 
On the Home page, hover your cursor over the “Training” tab, then select “Online Training” from the top 
navigation: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Now select “Online Training” on the left navigation: 

mailto:Yourname@email.com


 
  Once you arrive at the Online Training Center, select RCYCP.  
 

 
 
 
 
 

Then select a training module to complete: 
 

 
 

 
Before beginning the training, you will need to complete the Pre-Test. After you have answered all questions 
for the Pre-Test, make sure to hit the submit button. 
 

 
 



Once the Pre-Test is completed, be sure to download all of the training materials. 
 

 
 

 
You are now ready to start the training. Click “Begin Training.” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Controls 
 

                                                                           
 

1. Play – click to play the presentation. 
2. Previous slide – click to return to the previous slide. 
3. Adjust audio – click to adjust the audio.  
4. Next slide – click to advance to the next slide. 
5. More info – click to access the slide layout and notes about the training.  

When you click on the “More info” button, your screen will expand to the right. The Outline section lists 
each slide in the module and its duration. If you click on the Notes tab, you will be able to access the 
transcription of the module.  To close the outline of the presentation, click the rectangular icon again to go 
back to full screen. 

                                                           
 

 

1. Play 

2. Previous slide 

3. Adjust audio 

4. Next slide 

5. More info 



Closed Captioning 
 
In order to access closed captioning, click on the CC icon at the bottom of the slide. Please make sure you are 
viewing the presentation in the outline mode. If you are viewing the module using full screen, you will not be 
able to access closed captioning. 

 
 

 
 

 
 
 
Advancing to the Next Section within a Module 
 
When you complete a section, scroll down in the page, and on the left side of your screen, click the hyperlink 
for the next section you’d like to complete. The next section will load. Click the “Play” button to start the next 
section.  
 

 



Post Test 
 
After completing the last section of the module, please take the Post Test to complete the online training. 
Please make sure to answer all of the questions, and hit the submit button. 

 
 
Once you complete the Post Test, click the Evaluation link to complete an evaluation of the training. You will 
then be able to access your certificate of completion/CEUs.

 
 
 
Important Notes: 
 
Please be aware that after 15 minutes of inactivity, you will be automatically logged out of the system. You 
cannot complete the training if you are not logged into your Institute profile. If you get logged out of the 
system, you will be prompted to enter your log in information again. Once logged in, you can navigate to the 
page where you left off, and continue the training. 
 
During the training, you will be asked to click on links to watch videos. Those links will open a new browser on 
your machine. When you are finished with the video, you can close that window, but be careful not to close 
the window with the online training. 
 
If you have any difficulties while completing the training, toward the top of the screen, click the link that says 
“If you have trouble viewing this training, Click Here.” This will open the training in a new window, and should 
resolve any issues you are having.  
 

 
 

 
 
 
 
 



When you click this link it will expand the player into another window: 
 

 
 

 
 
 

You can expand this window to fill your screen by selecting: 
 

 
 
 

During the training if you view a video, or follow a link, this training windo will display that video, etc.  Please 
be sure to not close this window, as it will reset the player and you will be prompted to start the section from 
the beginning and be forced to navigate through to the section where you left off. 

 
Should you need any technical assistance, please feel free to call 410-706-8300. 


