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How to Download and Save Your
Course Workbooks

As a participant of the Living As A Leader LeaderTrak Lens Series, a key factor in your success will
be the manner in which you incorporate and use the Workbook during each course.

This document provides instructions for downloading, completing, and saving course Workbooks

to your device.

*NOTE: If your organization provided you with pre-printed workbook binders, you do not need
to download these workbook files.

Steps to Download and Save Course Workbooks

1. Begin your course by logging in to the Living As A Leader LeaderTrak Lens platform.
2. Click Open next to "LeaderTrak Lens Course Workbooks".
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ARE YOU READY TO START YOUR JOURNEY?

Below you can access all the courses and materials assigned fo you. If you have any questions, please reach out fo us at
LeaderTrakHelpline@livingasaleader.com.

LeaderTrak Courses

LeaderTrak Lens Course Workbooks [ o

Depending on your organizations preferences, you should have received
one of two binders: either a binder with tabs or a binder with the printed

materials al...
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3. You can download all course workbooks at once by clicking "Download All" or choose the individual course
workbook(s) you want by clicking the download icon next to the course workbook file in the download list.

LEADER LeaderTrak

LeaderTrak Lens Course
Workbooks

Depending on your organizations preferences, you should
have received one of two binders: either a binder with tabs
or a binder with the printed materials already inside. If you
received the printed materials, you're all set—there’s
nothing else you need to do. If you received a binder with
tabs, we recommend downloading and printing each
course workbook prior to starting that course so you can
handwrite your notes as you go.
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5. Choose a place to save it to your device where you can easily find it, such as your Documents folder.

= The_Seven Most Common_Mistakes. Leaders Make.pdf
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6. Fill in the workbook pages as the course instructs you.

The_Seven_Most Common_Mistakes_Leadlers Make.pdf

Why Effective Leadership Is Important

Leadership impacts every corner of an organization, from employee engagement
to productivity, retention, innovation, and financial performance

Review Leadership Statistics

View the statistics on the PowerPoint slide in a live
workshop,

Click this link or scan the QR code for a live
workshop, eLearning or video courses.

Reflect and Discuss

As you review the statistics, take a few moments to reflect on what they mean for
you and your workplace. Consider the following questions:

1. What is your initial reaction to these statistics?

—

2. Which statistic resonates most with you or your organization, and why?

How do you see leadership impacting your workplace, either positively or
negatively?

What might be different if strong leadership practices were applied more
consistently?
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7. If you are filling out the Workbook in your web browser as you progress through the series, be
sure to do the following each time you end your learning session to avoid losing your work:

1. Click onthe download icon.
2. Save to a location such as your desktop.

3. Overwrite the existing file with the new version.
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Why Effective Leadership Is Important

Leadership Impacts every corner of an organization, from employee engagement
ta productivity, retenticn, innovatian, and financial performance.

Review Leadership Statistics

= View the statistics on the PowerPoint slide in z live
workshop,
Click this link or scan the QR code for a live
workshop, eLearning or video courses.

. -:z| Reflect and Discuss

As you review the statistics, take a few moments to reflect on what they mean for
you and your workplace. Cansider the following questions:

1. What is your initial reaction to these statistics?

Which statistic resonates most with you or your organization, and why?

How do you see leadership impacting your workplace, either positively or
negatively?

What might be different If strong leadership practices were applied mare
consistently?
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Note: If you close the browser without saving, your work will be lost. The steps demonstrated
above apply to Chrome, and are very similar for Edge and Firefox browsers.

Conclusion

We have presented typical fillable pdf scenarios based on our experience working with participants in
the Living As A Leader LeaderTrak Series. Since each participant can configure their computer for their
unique preferences, we can not anticipate all possible variances when working with pdf files. Please
reach out to our IT Team at support@livingasaleader.com to receive answers to your specific questions.
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