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WELCOME
The Mission Viejo Chamber of Commerce has partnered with
CalChamber to provide you with access to harassment
prevention training at a 20% discount.
CalChamber’s program makes it easy to effectively train
employees and meet your compliance obligations. The
interactive online courses are affordable, easy to manage, and
hassle-free to set up through their helpful customer support
specialists. HR managers can purchase training for each
employee, assign it to each employee by email and manage
which employees have completed the training.
This document will walk you through creating a CalChamber
account, purchasing the harassment prevention training, and
logging into the CalChamber Training site’s Admin Portal.
The steps in this document should be completed by the
business owner, HR Manager, or the person assigned to be the
administrator of your business’s harassment prevention
training program.

ACCESS THE CALCHAMBER WEBSITE
In order to receive you 20% discount you will need to sign up for a
CalChamber account through a link on the Mission Viejo Chamber
website. To create your account, do the following:
1. From a web browser on your computer or mobile device go to
the Chamber website at www.missionviejochamber.com
2. On the menu along the top of the page, click on Chamber,
Membership, Training and then on Sexual Harassment
Prevention Training.
3. At the bottom of the Sexual Harassment Prevention Training
page, click the SIGN UP HERE button (Figure 1).

Figure 1 - Sign up Here button

4. When you click the Sign up Here button you will be redirected
to the CalChamber Store website.

CREATE YOUR CALCHAMBER ACCOUNT
1. To create your CalChamber Store account, start by clicking the
Sign In button near the upper right-hand corner of the web
page. A menu will drop-down and you will see a Sign In button
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and below it you will see “New? Click here to join!” (Figure 2).
Click on the here in the menu to be taken to the Create a New
Account page.

Figure 2 - Click here to join

2. Fill out all the requested information on the Create a New
Account page and then click on the Create Account button
(Figure 3). NOTE: The email address you enter here will also be
used as the email address for the Admin account on the Training
Portal.
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Figure 3 - Create a New Account Page

3. After clicking the Create Account button you’ll be taken to a
Welcome page. If you missed a field on the Create a New
Account page and an error message appears, correct the error
and then click the Create Account button again. You should
then be directed to the Welcome page.

ORDER YOUR HARASSMENT PREVENTION TRAINING
1. Your CalChamber account has now been created and you were
automatically logged into the CalChamber website. On the
Welcome page, click on the Shop CalChamber Store link to be
taken back to the Store page (Figure 4).
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Figure 4 - CalChamber Welcome Page

2. On the CalChamber Store page, click on Required California
Harassment Prevention Training store item (Figure 5) which
will take you to the order screen for the training.

Figure 5 - Prevention Training Store Item
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3. On the Required California Harassment Prevention Training order
page, enter the number of Employee Versions (1 hour) of the
training class you will need and then enter the number of the
Supervisor Versions (2 hours) of the training class you will need.
NOTE: You will see the full price of each item here. You
will not see the discounted price until you checkout. Once
you have entered the total amount of training classes you
require, click on the Add to Cart button (Figure 6). You will
automatically be taken to you Shopping Cart.

Figure 6 - Class Selection screen

4. On your Shopping Cart page, verify you have entered the correct
number of classes you require. If you need to make
adjustments, enter the adjusted amount and then click the
Update Cart button. Once you are satisfied with the number of
classes showing, click the Checkout button (Figure 7) which will
take you to the Checkout page.
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Figure 7 - Shopping Cart

5. On the Checkout page you will a summary of your order (Figure
8). You should also see your Chamber discount applied as
well. If you do not see your Chamber discount applied, then you
will need to go back to the Mission Viejo Chamber website and
click on the Sign Up Here button again and place your order
again. If you do see your Chamber discount has been applied,
then continue to the next step.

Figure 8 - Order Information Summary

6. In the Customer Information section of the Checkout page, enter
your credit card billing information (Figure 9).

7

Figure 9 - Customer Billing Information

7. In the Shipping and Payment Information section of the
Checkout page, enter your credit card information (Figure 10).

Figure 10 - Credit Card Information

8. Once all your required information has been entered on the
Checkout page, click on the Submit Order button at the bottom
of the screen. You will be taken to an Order Confirmation screen.

ACCESS YOUR HARASSMENT PREVENTION TRAINING
1. Within a few minutes of your order being submitted to
CalChamber, you should receive three emails, (1) A ‘CalChamber
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Order Confirmation’ email, (2) a ‘Contents of the Harassment
Prevention Training Course - Available for Download’ email, and
(3) a ‘You are a Training Administrator!’ email. The ‘You are a
Training Administrator!’ email (Figure 11) is what you’ll need to
access the Admin Portal. It will provide you links to the Getting
Started Guide and Admin Video Tutorials. It will also provide
you with your Username and Password along with the link to
the CalChamber Training Website.

Figure 11 - Admin email

2. In the email, click on the link to go to the CalChamber Training
website.
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3. On the CalChamber Training website, in the upper right-hand
corner, enter your username and password from your email
(Figure 12) and click the Login button.

Figure 12 - Training login website

4. Since this is your first time logging into the website, you will be
required to change your password. Enter your temporary
password from your email and then enter a new password in the
New Password and Confirm New Password fields and then
click the Submit button.
5. You should now be on the Admin Home page (Figure 13). On this
page you’ll be able to add and manage users, assign training to
users (or yourself), and run reports. It is recommended you click
on the Please Read This First link and then come back to the
portal Home screen and click on the Admins (First time)
button. Both of these items will train you on how to use the
training portal and how to take the training.
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Figure 13 - Admin Home Screen

6. Besides the two areas mentioned above, there are FAQs you can
read and Admin Video Tutorials you can watch. You can also
access Support Central for more help if you run into any
issues. All these can be found in the Menu on the left side of the
screen.
7. If you have checked the FAQs and Support Central and still can’t
find what you are looking for you can reach out to the
CalChamber Support team be emailing
training@calchamber.com. There will be a button in Support
Central you can press to email support, but you can also email
them directly from your normal mail app.
We hope you found this Sign-up Guide useful and beneficial to you and
that it helped you easily create your account and purchase harassment
prevention training for you and your employees. If you have any
questions about this guide, please send an email to
itadmin@missionviejochamber.com.
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