
 

  

Instructions for Assigning staff to the 
Sacramento County BHS Cultural Humility 
Trainings for FY2025-26 

 

1.  Log into your Learning Cart account:  https://training.c ibhs.org/MyAccount.aspx  
2.  Go to the product page for your tra ining:  https://training.c ibhs.org/products/2025-

26-Sacramento-County-BHS-Cultural -Competency-Trainings.aspx?  

 

3.  Here you wil l  select the number of “seats” or registrat ion codes you would l ike to 
order,  then hit  Add to Cart .   
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4.  This wi l l  take you to your Shopping Cart .   

5.  I f  you just selected, 1 “seat” you wil l  have 
the option to register yourself  or assign 
access later.  If  NOT for you, then be sure to 
select Assign Access Later  f rom the drop-
down arrow next to Registering Myself,  or 
the seat wi l l  automatical ly  be assigned to 
you and you wil l  have to do the process  
over again.  

6.  In your Shopping Cart,  you wil l  have the 
option to update the number of seats.  If  
you change the number,  c l ick Update  
before hitt ing Next .   

 

7.  You may be asked to confirm your User Profi le.  Please do if  asked, then hit  Submit .   
8.  Your Order Conf irmation wil l  show with a l ink to access your codes.  

 

 

 

  

 

  

 

 

 

 

 



  

  

 To Access your codes:   

9.  You can a lso f ind your 
Registration Codes in 
your Account.  Your 
account buttons may 
be ordered differently  
but,  i f  you have 
Registration Codes to 
assign, you wil l  have a  
Registration Code 
button.  
 

10.  After se lecting 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 tra ining,  
2025, July 24: Strategies for Advancing Equity .  Select Details .   

Please note:  the other  trainings  from the previous years are no longer avai lable.  (These wil l  
be avai lable again to review later  this  month).   

 

  



  

  

11.  Select the method you would l ike to ass ign your codes.  

 

 

 

 

 

 

 

 

12.  Create Users Profi les :  Here you wil l  enter the recipient’s  email ,  First  Name and Last 
Name. Highlighted below in yel low. The Password f ield is  optional,  and if  left  blank, 
wil l  generate a random password for the learner.  You can manual ly  enter mult iple 
learners and then c l ick ‘Submit’ .   

I f  you have assigned access before,  those users wil l  be l isted in your exist ing users.  
They wil l  appear where it  is  highl ighted green. To ass ign access to an exist ing user,  
c l ick the checkbox next to the name of the user you would l ike to assign access and 
then c l ick ‘Submit’ .   

Your staff  wil l  receive an email  with account login detai ls  and the assigned training 
information wil l  be immediately avai lable 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.  



  

  

13.  Email  Invites :  This sends an email  to your staff,  a l lowing them to create an account 
themselves and register for the training.  You wil l  have the option to add addit ional 
email  text to the default  email  being sent .  I f  you would l ike to send mult iple 
registration emails  c l ick the “+” sign or for a bulk l i st  of email  addresses,  c l ick  
‘ Import from CSV’ where you wil l  be able to upload a csv f i le of email  addresses.  
Once recipients receive the email ,  they wil l  need to cl ick the invitation l ink they 
receive in their  email  and set up their  account before the registration code is  
marked as complete .  After they have set up their account,  or logged in,  the assigned 
training wil l  show in the learner’s account and the registration code wil l  be 
considered taken.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14.  You can check on completion of  your codes in the detai ls  section of the Registration 
Codes button that l ists the Pending Invites  and Completed Registrations .  See image 
in instruction step #10.  
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