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Changing Your User Information 
The User Profile page allows you to change your user information.  On this page, you can change the following: 

• Preferred	Language	
• Password	
• First	and	Last	Name	
• Region	

To access the User Profile page, start by opening the menu by clicking the button in the upper-right of any page. 
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When the menu appears, click on your name. 
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Click Edit to make changes to your profile. 
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Choosing Your Preferred Language 
You can choose your preferred language by using the dropdown menu.  

 

When you have finished making changes to your profile, click Save. 
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Changing Your Password 
To change your password, type your new password into the Password box.  Type the same password into the 
Confirm Password box. 

Tip: If you check the Unmask radio button, the password will not be hidden. Use this box to make sure that your 
new password is the same in both boxes. 

Note: When choosing a new password, remember that the password must have at least eight characters, at 
least one digit, at least one lower case letter, at least one upper case letter, and at least one non-alphanumeric 
character (such as *, -, or #). 

 

When you have finished making changes to your profile, click Save. 
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Changing Your Name 
Use the First Name and Last Name boxes to make changes to the name associated with your account. 

 

When you have finished making changes to your profile, click Save. 
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Finding Content 
Content Assigned to You 
Any learning module that has been assigned to you by your Administrator will be prominently displayed on the 
home page of the All Access Pass site. You can see the title of the module, as well as your progress in each one. 
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Searching and Browsing for Content 
To find content that has not been assigned to you, you have two options. 

1. You can use the search tool.  Click on the search icon to expand the search bar.  Then type the name of 
the content you want to find, and press <enter>. 
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2. You can also explore on your own.  On the home page, scroll down until you see the Explore Solutions 

box.  This box contains links to learning modules organized by solution. 
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Each solution page provides links to any downloadable materials, E-learning, or tools that are available for that 
solution. 

As a Facilitator, the Facilitating tab provides resources to: 

• Prepare	to	Facilitate	Live	Events.	You	can	watch	certification	videos	and	access	materials	to	
follow	along	in	as	you	prepare.	

• Deploy	in	Your	Organization.	Access	materials	that	will	help	you	raise	awareness	for	a	
solution	within	your	organization.	

• Present	Live	Events.		Access	all	the	materials,	such	as	videos,	participant	guides,	tools,	and	
PowerPoint	files	that	you	can	use	when	presenting.	

• Download	Hi-Res	Print	Files	(if	available).		Download	versions	of	the	facilitator	and	learner	
materials	formatted	for	professional	printing.	
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You also have access to all of the participant materials that your learners can access.  This content is organized 
under the Learning tab. 
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Completed Learning 
You	can	access	all	of	your	completed	content	by	visiting	the	Completed	Learning	page.		There,	modules	and	
content	that	you	have	completed	will	be	grouped	by	solution.	

Note:	If	a	module	or	piece	of	content	is	part	of	multiple	solutions,	you	will	see	it	listed	under	each	solution	
on	the	Completed	Learning	page.	

Viewing Your Completed Learning 
Start by opening the menu by clicking the button in the upper-right of any page. 
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When the menu appears, click on Completed Learning. 
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You will see one or more solution names.  Click the triangular expansion button on the right to expand each 
solution and see the list of completed learning for that solution. 
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When expanded, you will see all of the completed content and the date on which each one was completed. 

 

 
 
 
 
 

 


