
Learner Quick Reference Guide

Getting Started

To access the Paulson InSite360 training, go to http://paulsontraining.mzinga.com to begin your 
training.  You will be asked for your username and password. The Home Page is displayed immediately 
upon logging into the interface.  If you are designated as a Manager or as an Administrator, you can 
select these Roles from a dropdown list on the Home Page.  

Logging in

Type your Username and Password.

Navigation Bar

The Navigation Bar provides convenient access to different functional work areas (called Tabs or 
Menus) throughout the interface. 

Roles - allows you to change your Role 
(Learner or Manager) eliminating the need 
to open a separate browser window to 
perform different functions.

Email Administrator - allows you 
to send an email to Paulson 

Logout - allows you to log out 
of the system.

Learning Activities - displays Current and 
Completed learning information.
My Home Page - returns to your Home Page
My Quick Links - displays a Quick Links Menu
Reports - displays Learning History and 
Upcoming Learning Activity reports.

http://paulsontraining.mzinga.com
http://paulsontraining.mzinga.com


Home Page

The Home Page is a multi-purpose portal, designed to serve the Learner’s most important needs.  It 
can contain a My Quick Links section, Announcements, a Learner/Mentor Reporting area, and the 
Learner’s To Do List.

To Do List

The To Do List displays all lessons that are assigned to a student.  It can also be sorted by clicking on 
any one of the field names that are presented in the List.  Any individual lessons that a student is 
signed up for can be launched directly from this screen by clicking on Launch. In order to take a lesson 
within a course, a student must first click on the course name which will take them to a secondary 
screen (see below).

Course - click on 
course name to see 
lessons within this 
course. (see below)

Individual Lesson - can be 
launched directly from this 
screen.



Courses - Taking Lessons Within a Course

Click on the lesson at the bottom you would like to take.

Note: Lessons are set up so that they have to be taken in order.  For example, in order to take 
lesson 2, lesson 1 must first be complete.

Click on a lesson

Launching a Lesson

Click Launch


