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Getting Started 
To begin the web-based training course, click on the Start button. 

 
 
 
Hint: You can press the [F11] key on your keyboard to maximize the course on the 
screen. 
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Navigating the WBT 
There are several navigation features that you can use while taking the web-based 
training course.  They are: 
 
Previous Slide – Click on this button to go back to the previous slide. 
Next Slide – Click on this button to advance to the next slide in the course. 
Home – Click on this button to go back to a designated point in the course, either the 
beginning of the course or the beginning of the current lesson. 
Slide Scroll Bar – Click on the scroll bar or use the slider to move forward or 
backwards in the training course.  Note: You will not be able to move ahead of the next 
lesson checkpoint until the questions have been answered. 
Exit – Click on this button to exit the web-based training course.  Do not use the [X] in 
the upper right hand corner of the screen window to exit.  This will close the web 
browser and may result in your course progress not being saved in the VDOT University 
Virtual Campus. 
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Navigating the WBT (con’t) 
TOC – Click on this button to open the Table of Contents for the training course.  You 
can also click on this button to close the Table of Contents. 
[>>] and [<<] – Click on these buttons to open / close the Table of Contents for the 
training course. 
 

 

TOC
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Accessing Additional Information 
Links have been added to the web-based training to allow you to access additional 
information and reference materials.  These links are: 
 
Job Aids – Click on this button to take you to the Job Aids web page located on the 
Cardinal website. 
Help – Click on this button to open Cardinal_WBT_Help (this document). 
Glossary of Terms – Click on this button to open a glossary of terms used in Cardinal. 
 

 

Information Links

 
You will receive a security alert when you click on the links for additional information. 
Click [Yes]. 

 

Page 5 of 18 
Draft – 7/25/2011 



The additional information was designed to open in a separate web browser window (as 
shown below).  To close this window, click on the [X] in the upper right corner of this 
window. 
 
Caution:  Be careful not to click on the [X] in the course web browser window.  This will 
close the training course. 
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Simulations 
Many of the Cardinal web-based training courses have UPK (User Productivity Kit) 
simulations for you to view as part of the training.  Links to the simulations will be 
identified in the course (as shown below).  To launch the simulation, click anywhere on 
the large Cardinal logo. 
 

 
 
 
You may receive a security alert similar to the one below when launching a simulation.  
If you do, click [OK]. 
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A simulation window will appear (see below).  Follow the instructions that are provided 
to view the simulation.  Click on the Actions link for navigation options such as going to 
a previous page.  Use the [X] button found on the text boxes or the [Esc] key on your 
keyboard to exit the simulation and return to the course. 
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When you exit a simulation and return to the course the following web browser window 
will be present on your screen.  To close this window, click on the [X] in the upper right 
corner of this window. 
 
Caution:  Be careful not to click on the [X] in the course web browser window.  This will 
close the training course. 
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Course Evaluation 
When you reach the end of the course, click on the survey link to provide your 
feedback. 
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When you have completed and submitted the survey, close the survey window by 
clicking on the [X] in the upper right corner of this window. 
 
Caution:  Be careful not to click on the [X] in the course web browser window.  This will 
close the training course. 
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Exiting the Course 
You have successfully completed the course.  Click on the Exit button.  Your 
completion status will then be logged by VDOT University Virtual Campus. 
 
Do not use the [X] in the upper right hand corner to exit.  This will close the web 
browser and may not result in your course progress being saved / recorded in the 
VDOT University Virtual Campus. 
 

 

Exit
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Troubleshooting – Internet “Pop-up Blocker” 
You computer should already have the necessary software installed to be able to take 
Cardinal web-based training courses through the VDOT University Virtual Campus and 
you should not experience any technical problems. 
 
However, if you encounter any difficulties with the information links and/or simulations 
being blocked by Internet Explorer (due to the pop-up blocker) you will likely receive the 
following message. 
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In this situation, you will need to turn off the pop-up blocker in Internet Explorer by 
taking the following steps: 
 
Step 1:  Find and click on the “Knowledge Center” tab on the desktop toolbar at the 
bottom of your Windows desktop. 
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Step 2:  This will keep your course open but will open the VDOT University Virtual 
Campus course window (as shown below).  Next, find and click on “Tools” in the upper 
right hand corner of the window. 
 

 
 
Step 3:  Use the dropdown list to find and click on “Turn Off Pop-up Blocker.” 
 

 
 
Step 4:  Return to the course by finding and clicking on the “SCORM Course….” tab on 
the desktop toolbar at the bottom of your Windows desktop. 
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Troubleshooting - Adobe Shockwave Player Settings 
If the information links and/or simulations still do not work then take the following steps 
to review and change your settings for Adobe Shockwave Player (the software that is 
used to run the web-based courses). 
 
Step 1:  Right click in the web-based course and select “Global Settings.” 
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Step 2:  The following security warning will appear.  Click [Yes]. 
 

 
 
 
Step 3:  The Flash Player Help website will open in a new browser window.  Select 
“Global Security Settings panel” under “Settings Manager” on the left side of the page. 
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Step 4:  Select the 3rd tab on the Global Security Settings panel - Global Security 
Settings – and then select “Always Allow” (as shown below) 
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Step 5:  Click on the [X] in the upper right corner of the Flash Player Help window to 
close the window and return to the course. 
 
Caution:  Be careful not to click on the [X] in the course web browser window.  This will 
close the training course. 

Return to Table of Contents 

 
 
 


