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Step 1: Go to the Learning Hub site, click ‘WI Roles Area’ from the menu, then select ‘Federation Role Area’, and select the course you wish to complete or 

click on the relevant direct link below. From here you can read more information by clicking the ‘+’ icon and click ‘Book Now For Free’ to be taken through to 

the booking page. 

Federation Trustee Training: https://learninghub.thewi.org.uk/book-federation-trustee-training/  

WI Adviser Training: https://learninghub.thewi.org.uk/book-federation-trustee-training/  
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Step 2: Please read the course description in full. Select ‘1’ for ‘Number of Items’, then scroll to the bottom of the page and click ‘Continue’. 
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Step 3: Review your booking items and click ‘Checkout’. 
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Step 4: Enter your email address and password or click ‘No’ if you have not yet set a password. 
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Step 5: The purchaser details page will then be shown. If the fields are not already populated, please enter your details. Scroll down to read and accept the 

terms and conditions but ticking the box and then click ‘Continue to Summary’. 
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Step 6: Review your bookings summary and click ‘Checkout’. 
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Step 7: You will then be shown a page confirming your order and a confirmation email will be sent to you shortly.  
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Step 8: If you are unable to locate the email in your inbox, please check your junk/spam folder or run a search for noreply@thewi.org.uk. Your confirmation 

email will show a summary of the booking. Scroll down to see the training information and click on the link to access the online training. Please keep the email 

saved so you can come back to the online training as required. This will allow you access to all relevant training modules.  
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Alternatively, you can access the information in the ‘My Account’ section of the Learning Hub. From the site homepage click ‘Sign into My Account’ and then 

‘My Emails’. Click ‘View’ on the right-hand side and scroll down to see the email. 
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Step 9: The link will take you through to a summary of the training. Click on the module you require (please complete the modules in order). 
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Step 10: After you click on a module please click on the password box, input the password and then click ‘Enter’. All passwords are detailed in your 

confirmation email. 

 

Step 11: You will then be taken to the module page. There is a description to read, including details of the approximate time to complete. 
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Step 12: Click on the ‘play’ button to play the video. You can click the same icon to pause at any time, increase the volume with the speaker icon and turn on 

or off closed captions via the ‘CC’ icon. You can select full screen mode using the far right icon.
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Step 13: Scroll down the page to access additional resources including transcript and helpful links. Click on the + or – icon to view or hide each section and 

then click the link to download. 
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Step 14: Once you have completed the module you will then be required to test your knowledge by answering a few questions. To start the test, input your 

details and click to continue. You may need to use the scroll bar to view the bottom of the window. 
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Step 15: You will have 20 minutes to complete the test and three attempts to achieve an 80% or higher pass rate. Select your answer for each question and 

click ‘Submit answer’. When you have completed the test, you will see a summary of your result. If you need to retake the test, please rewatch the video and 

simply click ‘Restart’ at the top of the summary to retake the test. 
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Step 16: Once you have completed all modules including the tests you will receive a certificate of completion. We aim to produce certificates within 30 days of 

completion; your certificate will be sent via email, simply click on the link in the email to open the PDF certificate. Please inform your federation once you have 

successfully completed the online training. Please note it can take up to four weeks for NFWI internal records to be updated. 

 

 


