
How to Take a Survey and Print Off a Certificate

1. Make sure you go to www.bwclearningcenter.com and log in to the website. We 

recommend each person taking any of our trainings have their own account on the 

Learning Center.

**To ensure the correct policy number receives the training credit for your BWC 

discount program, please double check which policy number is associated with 

your Learning Center account. We cannot guarantee that once a webinar or class is 

completed that the credit can be applied to another policy number.

http://www.bwclearningcenter.com


2. Click “Transcript” at the top of the screen. This will bring you another screen to view any 

classes you have enrolled in or completed.

Taking the Survey:

3. Your Transcript will show you all your trainings. You can search for the type of class, 

whether virtual, classroom, or an e-course, and by status (for example: completed, 

enrolled, or no show).



4. If this is for a Virtual Training Class, you need to check both the line for the knowledge 

assessment and the class itself; both have to say “Completed” before you can access 

your certificate. If only the knowledge assessment says “Completed,” we need more 

time to update your class. You cannot submit the survey until the class has been 

updated. When you see the status say “Completed” for both, click on the virtual line.

5. If this is for a webinar, the survey will be available immediately after completing the 

knowledge assessment. Find the correct line and click on it.

6. Once you find the class, click on the name, it should bring you to a screen like below 

and include the class’s name, date, and location. The webinars will not have information 

about the location of the class, but the “surveys” location is the same.



8. Once the assessment is complete, click on “Take Survey” on the top of the screen or in 

the Surveys box on the bottom right-hand side to open the required survey.

7. For webinars, you will need complete the assessment before the survey becomes available.



9. For virtual trainings, the survey is not available until we have updated the class to 

“Complete.” Go to your Transcript and find the classroom line. The survey is on the 

right-hand side of the “Overview” page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the class has been updated to complete, the survey can be found at the top and on 

the right-hand side. 

 



10. Another window will open with the survey.



11. Submit answers to all the sections to complete. Make sure you click “Complete” at the end.

12. It will tell you it was submitted. Click “Close.”



13. The window should close, and the screen with the class should automatically update to 

show the survey has now been completed.

14. You can view your certificate on that screen by clicking “View Certificate” at the top or 

go back to your “Transcript.”

15. Your Transcript should now give you the option to “View Certificate.” Click “View 

Certificate,” and it should open on your computer. Depending on your settings, you will 

likely need to click “open” or “save” to view it. The certificate should come up as a PDF.

Rev. 8-16-2022


