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Purpose 
Use these instructions to print and/or save training materials for your overview and hands-on classes.   

Training materials include: 

 
 

Training Material for Printing 

Required or 
Optional  
for Class 

 
 

Additional Information 
Concept Slides with and without Notes  Optional It is recommended, but not required, 

that you print the concept slides with 
notes and take them to class to assist 
you in note-taking.   
 
However, please be aware that the 
content of some slides may appear too 
small to see in the notes pages format.  
 
The full size version of the slides can 
help with viewing slides containing 
screen prints or process flows. 
 

Exercise Guides Required It is important that you print exercise 
guides and take them to class.  
 
Overview classes do not have exercise 
guides. 
 

Data Sheets Required It is important that you print data 
sheets and take them to class.  
 
Please note that some classes do not 
have data sheets.  
 

Handouts Required It is important that you print all course 
handouts and take them to class.   
 
Please note that some classes do not 
have handouts. 
 

 
You should print the training materials no sooner than one or two business days before your 
scheduled class.    
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Procedures for Accessing the Training Materials 
 
You can access training materials in two ways: 

1. Click the link in the Course Name column of the MAGIC Training Course Detail link on the MAGIC 
Training webpage of the MAGIC Project website as shown in the screen shot below.   
 

 

 
 
Note: If you want to access training materials for courses that that you are not enrolled in, but 
that you would like to review independently, you must use this option to access the material. 
 

2. To access training materials for classes you have already registered for in MELMS, log into 
MELMS and follow the steps below. 

 

a) On the blue Navigation bar on the left of the screen, click My Training Calendar.  

 
  

http://www.mmrs.state.ms.us/imported/docs/lib/DFA/MAG_Training/Course%20List%20for%20Website.pdf�
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b) You will see the training classes you have registered for on your training calendar.  Click 
on the course link in the calendar.   

 

 
 

c) This will take you to the Class Details screen.  Click on the class name link in the middle 
of the screen to go to the uPerform location for training materials. 
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Procedures for Printing the Training Materials 
1. Both options for accessing the training materials take you to Ancile uPerform, where MAGIC 

Training Materials and Help Content are stored.  Training documentation is stored by Area. Click on 
the link to the specific course for which you want to print materials.

 

2. You will see links for the following training material PDF documents for your specific class under the 
Help Content heading:   
 
a) HANDOUTS (if applicable) 
b) CONCEPT SLIDES 
c) CONCEPT SLIDES – with notes 
d) EXERCISES 
e) DATA 
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3. Click on the specific training PDF document you want to print/save.  In the example below, we are 
selecting the CONCEPT SLIDES document. 

 

4. You can choose to print and/or save the training material.  Refer to the chart on page one for 
materials that must be printed and taken to class.  If the Adobe toolbar disappears, move your 
mouse over the bottom portion of the screen to make the toolbar visible. 
 
 

Use the print icon   in the Adobe toolbar (at the bottom of the screen) to print the 
document. 
  

 
   

Use the save icon  to save the document.  
 

5. Once you have printed/saved and closed the document, you will see the following screen:

 
6. Use the back button of your browser to get back to the list of training materials to print additional 

training materials for that class.   
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Training Support 

If you have questions or concerns about these steps, please call the MMRS Call Center at 601-359-1343, 
select option 6 and then option 1 to reach MAGIC Training or via email at mash@dfa.ms.gov with 
“MAGIC Training” in the subject line. 

mailto:mash@dfa.ms.gov�

