Group Registration Instructions
These instructions describe:
1. How a Group Leader adds group members to their course group.
2. How a group member takes a quiz.
3. How a group member can print their certificate.

How a Group Leader adds members to a course group
After you have purchased a course group (more than a quantity of one of a course) go to the Group Registration page
and enroll members into your course group. There is a link to the group registration page on the main site menu.
When you add members that are not already registered to your group, they are automatically registered on the Bright
Minds Training site. After you have completed registration of members in a course group Bright Minds Training will send
an email to each member that will include their Bright Minds Training username and password. Group leaders are not
allowed to access or change the passwords of the members in a course group.

On the Group Registration page click on the “Add more” button up to the quantity of the course you purchased to add
members to your group. After you have entered the members name and email information click on the Add Users
button. See figure 1.
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Figure 2 illustrates the successful addition of a member to a course group.
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When a group member that you have added to a group signs on to Bright Minds Training they should go to the “Student
Profile” page. There they will see the courses they have been enrolled in.
Figure 3 illustrates that the course is available to the enrolled group member
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The group member can then click on the course title. This will display the course “Launch” button and a lesson with quiz
to be taken after the completion of the course.

How a group member takes a quiz.
After completing the course click on the quiz
After completing the quiz enter the group member personal information. See figure 4.
Click the “Finish Quiz” button.
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How a group member can print their certificate.
If a group member has a quiz score of 80% or better they will be able to print their course certificate. To do so just click
on the “Print Your Certificate” button. This will open a new browser window where the certificate will be displayed in
pdf format. The certificate can be printed from that page. See figure 5.
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Figure 6 illustrates a course certificate.
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After printing the certificate close the browser window with the certificate. This will return the group member to the
quiz results page. From there click on the “Click Here to Continue” button. This will display the required course survey.
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Figure – 8 Course survey

After the group member has completed the survey Click on “Click Here to Continue” button. This will take them back to
the course page. See figure 9.
Figure – 9 Completed Survey

From the course page click on “Student Profile” link in the main menu as illustrated in figure 10.
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Figure 11 illustrates that the updated course information for the student profile. If the group member needs to reprint
their certificate they can do so from this page by clicking on the course certificate icon.
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