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Start at: www.portal.pcitraining.edu 



Log in with your user name  
and password 



Click on ‘Goto My Classes’ link in upper 
right corner of the home page 



Next, Click on your Class Name 



Click to view your Forum Question 



The Forum 



Find the week of the Mod you are in 
and click to see the Forum questions 



Scroll to the bottom of the  
page to get started 



Read Question & Hit Reply 



Remember there are 2 parts 
 to the Form each week 

• Part 1 

–Answer the question 

• Part 2 

–Reply to another student’s post  



Now the Journal Part  



Click to view your Assignments  
for the Journal 



Click on the week to start  



Journal  help  

• Write about your externship 

– Your concerns, your challenges, your praises 

 

• Don’t forget to save your document in a place 
you can easily find like the desktop or on your 
flash drive 



Complete your journal  assignment  
 as a word doc 



Upload Your Journal ~ Click Browse   



Next, click the Upload this file button 



Due Dates to Remember: 
• Forum Each Week 

– First due Wednesday 11:55pm CST 

– Second due Friday 11:55 CST 

• Journal Each Week  

– Due Sunday 11:55 CST 

• You must do all 3 each week 
to pass your externship 

 



Questions?? 

• Please contact 

 

• tmayo@pcitraining.edu 

• eboyle@pcitraining.edu 

 

 

• Thanks! 
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