
How to Register for an In-person Class

1. The first thing to do is figure what class you want to take and see when and where it is 

offered at one of our training locations. You can find the in-person course schedule on 

the www.bwclearningcenter.com

2. Login to your account or create a new one if you have not used the Learning Center before.

3. On the homepage, you can find the in-person schedule in a few places. At the top of 

the page are gray buttons. The homepage may look a little different, but we do our 

best to keep it up to date:

http://www.bwclearningcenter.com


• The Safety Services Catalog details not only the schedule for in-person classes, but also 

our employer services, safety consultants, library, grants/research, employee services, 

and other training information. The in-person schedule lists the classes in chronological 

order with the title, location, and description. The catalog also has the virtual training 

schedule, the available on-demand e-courses, and upcoming webinars.

• The Virtual Training Classes (VTC) and E-courses and Webinars buttons take you to the 

current flyers for upcoming training.

• The In-person Training Classes button takes you to, the training by location flyers. If you 

are only interested in seeing what is offered at a specific training location, this might be 

the best option. Scroll through to find the desired location and see what is offered there 

for the entire fiscal year.

https://info.bwc.ohio.gov/static/SafetyDocs/SafetyServicesCatalog.pdf


4. Once you know what class you want to take, go back to the homepage and type the 

name of the class in the “Search Catalog” box:

5. You can click on the name of the class in the quick results if you see it, or you can go to 

the more advanced results. You can narrow the results with the filters on the left side. 

Click on the name of the class once your find it:



6. The page for the class will tell you a thorough description, duration, and have the 

schedule. The next available section is usually at the bottom of the page but clicking on 

“Schedule” will bring up all the upcoming sections.



7. Once you see the section at the location you want to attend, click the “Enroll” button.

8. If you do not know the address of the location, you can find it in the section 

information. It tells you the location and has the option to click for a map. The map 

function should open on your computer and show you directions on how to get to 

there. This screen also tells you what credits the class offers, the times and date(s) of 

the class, and who the instructors are.



9. Once you click “Enroll,” the screen should change and show you this:

10. That is all you need to do. The Learning Center should send you a confirmation email 

letting know you were enrolled. Simply show up at the location at the designated 

start time.

11. If you want to check your upcoming training, you can click on “Current Training” at the 

top of the screen. It should take you to a list of any upcoming training. You can also 

look through everything listed on your Transcript.



12. If you need to cancel your enrollment, you can do so in three ways. 

• On the Current Training screen above, you can click on the arrow for more options 

under “Action” and click to cancel enrollment.

• On the homepage, scroll down to about the middle. Your current training will be listed. 

Click on the arrow for more options under “Action” and click to cancel enrollment.



• Or you can go back to the class page. Click on “Schedule” again and click “Cancel 

Enrollment.”

13. If the Training Center needs to reach you about a class you have enrolled in, we contact 

the students via the email entered in their account. We may contact you if there is an 

update for the class like a cancellation. 

14. If you need assistance enrolling, you can call our Contact Center at 1-800-644-6292 or 

email the Training Center at DSHCC@bwc.state.oh.us. 
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