
 

  

Instructional Steps for Assigning staff to the 
Sacramento Co BHS Cultural Humility 
Trainings  
FY 2025-26  

Link to log in to Learning Cart system: https://training.cibhs.org/MyAccount.aspx  

1.  Click the correct code below to add seats to your account:   

St rat e g ie s fo r  A dv anc i n g Eq u it y  -  T h ur sday,  J uly  2 4,  2 0 2 5,  1 0: 0 0 am -  1 2: 0 0 pm  

R EC O RDIN G: ht t ps :/ /t rai ni n g.c ib hs. or g/C art .asp x? Prod uct ID = 5 5 8   

Int er g en erat io nal  Tra um a Pa nel  -  Th ur sda y,  Septe mber  1 8,  20 2 5,  1 0: 0 0 am -  1 2: 0 0 p m                           

R EC O RDIN G:  ht t ps :/ /t rai ni n g.c ib hs. or g/C art .asp x? Prod uct ID = 5 8 5   

Ens ur in g Tra ns - incl us iv e H ealt h C are  –  Th ur sday ,  Oc tober  23 ,  2 02 5 ,  9: 0 0 am - 1 2: 3 0 pm  

R EC O RDIN G: ht t ps :/ /t rai ni n g.c ib hs. or g/C art .asp x? Prod uct ID = 5 9 1   

Ple ase note :  a lth ou g h  you  to  h ave t o  “ pu r ch ase ” t hese tr a in in g s t her e i s  n o c ost  o r  

exc h an ge of  fu nds .   

2.  The l ink wil l  take you to 

your shopping cart.   

I f  you just  se lected ,  1 “s eat”  you 

wi l l  have the opt ion to  reg ister  

yours el f  or  ass ign acces s  later .  I f  

NOT for  you ,  then be sure to  

select  Ass ign Access Later  f rom 

the drop -down arrow next  to  

Register ing Myse lf ,  or  the s eat  

wi l l  automatica l ly  be ass igned to 

you and you wi l l  have to do the 

process  over  again .  

 

https://training.cibhs.org/MyAccount.aspx
https://training.cibhs.org/Cart.aspx?ProductID=558
https://training.cibhs.org/Cart.aspx?ProductID=585
https://training.cibhs.org/Cart.aspx?ProductID=591


  

  

3.  In your Shopping Cart ,  you 

wil l  have the option to 

update the number of  

seats.  I f  you change the 

number,  c l ick Update 

before hitting Next.  

You  may be asked  to confi rm 

your Us er  Prof i le.  P leas e do  i f  

asked,  then h it  Subm it .   

 

4.  Your Order Confirmation 

wil l  show with a l ink to 

access your codes.   

Cl ick  the l ink  h ighl ighted in  

yel low in  the image.  The l ink  

wi l l  take you back to  your 

dashboard  

 

5.  To access your codes for 

assignment.  Cl ick the code 

above or go to your 

Learning Cart Dashboard.  

Your account  buttons  may be 

ordered d if ferent ly  but ,  i f  you 

have Reg istrat ion Codes  to  

ass ign,  you wi l l  have a  

Regis trat ion  Code button.   

 

 



  

  

6.  After selecting the 

Registration Code button 

you wil l  get to the page 

with al l  Registration Codes 

you have ordered. Be sure 

to select the correct 

assigned training.   

Be sure you se lect  the correct  

regist rat ion codes  from your l is t  

of  orders .  The code should  be 

for  a  Recording (h ighl ighted 

yel low) or  an upcoming tra in ing 

date  (not  shown in  the example 

to  the r ight) .  

Do not  send codes for  past  l ive 

training dates or  for  last  year .  

Thes e codes  have exp ired and 

wi l l  not  prov ide access .  (shown 

in  orange h ighl ight )   

 

7.  Select the option you would 

l ike to ass ign your codes.  

▪  Create User  Prof i les  and Ass ign 

Access  

▪  Send emai l  invite s  

▪  Import  user s ( inst ruct ions  are in  

the emai l  inv i te  inst ruct ions )  

See below for  deta i led instruct ions  

 



  

  

Option 1 –  Select Create Users Profi les:  

▪  Enter  the recip ient ’s  emai l ,  F irst  Name and Last  Name.  (s ee h igh l ighted below in  ye l low )  

▪  Keep  pass word  f ield  b lank,  system wi l l  auto generate  a  random password for  the new us er .   

▪  You  can  enter  mult ip le learners  by c l ick ing the “+”  below the area s ect ion to add  name and  

emai l .   

▪  When complete,  c l ick  ‘Submit ’ .   

▪  I f  you have ass igned  access  before,  thos e us ers  wi l l  be  l is ted in  your  exist ing users  

(h ighl ighted green) .  There wi l l  be a  checkbox  next  to  the us ers  name,  c l i ck  the checkbox .   

next  to  the name of  the  user  you would l ike to  ass ign access  and then  c l ick  ‘Submit ’ .   

▪  Your sta f f  wi l l  rece ive an emai l  with  account  login  detai ls  and the ass igned t ra in ing 

informat ion wi l l  be immediately  avai lab le  in  their  account .   

Please note this  creates an account for  your user,  i f  you try and add someone who already 

has an account,  you wil l  be redirected.  

 

Option 2 –  Select Send Email  Invites  

▪  Add emai l  addr ess o f  user  (h igh l ighted below in  yel low) .  Th is  s ends  an emai l  to  your sta f f ,  

a l lowing them to  create  an account  thems elves  and access  to  the cours e t ra in ing .   

▪  Add addit ional  emai l  text  to  the defau lt  emai l  being sent  (h igh l ighted below in  ye l low) .  For  

example,  You  have been  ass igned  th is  tra inng  p leas e create your account  by  [date].   

▪  I f  you  would l ike  to  send mult ip le  registr at ion emails  cl ick  the “+”  s ign  (h igh l ighted green)  

▪  To import  a  l ist  of  em ai l  addresses ,  c l ick  “ Import  from CSV ”  (a lso h ighl ighted green)  



  

  

a.  Upload a CSV f i le .  Be sure to  download the template and add your names and  emai ls  

as  noted in  the template.  You wi l l  be able to  add text  to  the template emai l  (a lways  a  

good idea).   

b .  Once recip ients  receive the emai l ,  new user s  wi l l  need  to c l ick  the inv itat ion l ink  and 

set  up  thei r  account  before  the regist rat ion code is  marked as  complete.  After  they 

have s et  up their  account,  or  logged in ,  the ass igned t ra in ing wi l l  s how in  the 

learner’s  account  and the regist rat ion code wi l l  be cons idered completed .  

 

 



  

  

 You can  review status of your codes,  resend, or reassign codes in the Registration 

Code tab on your dashboard:   

From the Pending section you can:  

1.  Copy the invite l ink and send directly from your email  i f  new user isn’t  receiving 

the l ink via emai l .   

2.  Assign the code to someone else.  

3.  Resend the registration email  f rom the Learning Cart system.  

From the Completed section you can:  

1.  Resend the conf irmation email.   

2.  Remove the user.   I f  you have staff  changes,  you can remove the user and that code 

becomes available again.  

 

 

 

 

 

 

 

 


