[bookmark: _GoBack]How to Request Training
1. Log in to the WMD Contacts System Database with your username and password:  https://tsapps.nist.gov/WMD/Secure/loginUser.aspx
[image: ]
2. Once you log in, select the Training tab from the top menu. It is the 6th tab from the left. 


3. Select Request Additional Training from the Training Menu.  It is the second tab from the left (in the middle of the page).


[image: ]




4. Under the Selection Criteria field, use the toggle button (down arrow) to select a Course Type and choose the type of course in which you are interested.
[image: ]
Example:  select Laboratory Metrology
[image: ]

5. From the List of Courses, select the Course.  Example:  Webinar: Document Control and Record Keeping.
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6. Once selected, if the course is being offered multiple times, use the toggle button (down arrow) in the Class Selection field to choose the date for which you would like to request training. 
[image: ]

7. Once the date has been selected, click on Submit in the Selected Course field.  Your request has now been submitted. 

8. Your training request will be processed by a Technical Advisor.  When your request has been approved, you will receive a confirmation email.  The Instructor will contact you with class specific information under separate cover.
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