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Topic Overview

This job aid provides an overview of navigation and functionality in the Nest to support training 

deployment for agencies and localities.  We recommend you utilize a current version of the Chrome 

browser when accessing Nest.   

 

If you have any technical questions or issues, email VITA Customer Care Center at 

vccc@vita.virginia.gov with “Cardinal Nest” in the subject line.  If you have general questions about 

training, please contact your agency’s Primary Contact or Training Contact. 

mailto:vccc@vita.virginia.gov
https://www.cardinalproject.virginia.gov/sites/default/files/2022-05/Release%203%20Primary%20and%20Training%20Contacts.pdf
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Accessing Nest 

To log in to Nest, learners should follow the instructions based on their user classification.  

COV* users with an agency provided email address are within the Commonwealth of Virginia (COV) 

network, whose users are managed by VITA, can either: 

• Use the single sign-on feature by clicking COV Network Log In button and entering your 

network credentials.   

• OR use your Nest Credentials 

o First-time user - use the credentials in the “Welcome to Nest” email you received by 

entering them in the Username and Password fields and clicking the Log in button.   

Important: You will be promted to reset your password the first time, it is critical you 

follow the requirements when resetting the password. 

o Returning users - will not be able to use the one-time temporary password.  Login with 

the password you previously created to log in to Nest (formerly Cardinal Learning).  If you 

do not remember your password, click the Forgot Password? link on the login page to 

reset it.   

▪ This email can take up to 15 minutes to appear and may be delivered into your 

SPAM folder. 

* If you are unsure of your agency network, review the complete list of COV and Non-COV 

agencies.  

 

All other users will use Nest Credentials: 

• First-time users - use the credentials in the “Welcome to Nest” email you received by 

entering them in the Username and Password fields and clicking the Log in button.   

Important: You will be promted to reset your password the first time, it is critical you follow 

the requirements when resetting the password.   

• Returning users - will not be able to use the one-time temporary password.  Login with the 

password you previously created to log in to Nest (formerly Cardinal Learning).  If you do not 

remember your password, click the Forgot Password? link on the login page to reset it.   

o This email can take up to 15 minutes to appear and may be delivered into your SPAM 

folder. 

  

https://cardinallearning.csod.com/
https://www.cardinalproject.virginia.gov/sites/default/files/2021-04/Cardinal%20Agency%20Okta%20Classification.pdf
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COV users with agency credentials can take advantage of the single 

sign-on feature by utilizing their network credentials to log in.  
 

 

Reset Nest Password for Nest Credentials 

If you have forgotten your Nest password, you can utilize the Forgot password? link on the login page.  

This link will send a reset password email to your email address associated with Nest.  This email can 

take up to 15 minutes to appear and may be delivered into your SPAM folder.   

 

Nest Password Requirements 

When creating your Nest password it is critical that you follow the password requirements outlined on the 

change password page.  Your new password must match the following criteria: 

• Contain both upper and lower case letters 

• Contain alpha and numeric characters 

• Cannot have three or more consecutive same characters 

• Cannot be the same as the previous 24 passwords 

• Must be 12 – 20 characters 

All users, regardless of agency network affiliation, can log in using the 

credential information provided in the Welcome to Nest email or by 

clicking the Forgot password? link.  
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• Cannot have leading or trailing spaces 

• Cannot be the same as the Username, User ID, or email address 

• Must contain at least one special character 

 

Nest Welcome Page and Basic Navigation 

The Nest Welcome page is the main hub for your learning experience.  You can register, withdraw, and 

launch training directly from this page using the widgets or menu bar.  The following section outlines 

basic navigation within the Nest tool.  Topics include using the Menu bar and widgets.  

 

Nest Menu Bar 

At the top of the page, the menu bar is displayed.  The menu bar is available on all pages throughout 

Nest.  The available functionality is grouped by tabs.  Place your cursor over a tab to view the options 

within the tab.  

  

Return to the Nest Welcome page anytime by navigating to the top-left of your screen and clicking the 

Nest logo or by clicking on Home in the menu bar and selecting Welcome from the drop-down menu.   

 

Log out of Nest by hovering over the Gear icon in the top-right corner of the screen, and clicking Log 

Out to end your session. 
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Nest Widgets 

Widgets are small components of the Nest Welcome page that display important information for a user 

and can also be used to quickly access various features of Nest. 

My Training 

The My Training widget provides an overview of the user’s training information and assigned curriculum.  

Click “Open Curriculum” to view assigned training.  

 
 

Upcoming Sessions 

Displays all upcoming, registered Instructor-Led Training (ILT) courses for the user.  Session titles are 

quick links to additional information for the course.  

 
 

Web-Based Training 

Displays the assigned Web-Based Training (WBT) course that is ready to launch or in progress. 

 

 

 

 

 

 

 

 



 Nest – A Cardinal Learning Tool 
 Accessing and Navigating Nest 

   

Rev 6/7/2022  Page 6 of 32 
 

 

Nest Quick Links 

The Welcome page contains quick link buttons that direct you to select areas and resources related to 

Nest. 

Active Transcript 

The Active Transcript button will direct you to your transcript page in Nest and display your active, in 

progress, and assigned training. 

 

Quick Reference Guide 

The Quick Reference Guide button will direct you to the Nest Quick Reference Guide PDF located on the 

Cardinal Website.  This guide provides basic Nest navigational guidance.  To return to Nest from the 

Nest Quick Reference Guide, simply click the back button on your browser. 

 

Completed Transcript 

The Completed Transcript button will direct you to your transcript page in Nest and display your 

completed training. 
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Change Request Form 

This form is only available to Primary Contacts/Training Contacts and will only appear on the Welcome 

page if you are a designated Cardinal Change Network member.  The Change Request Form button will 

direct you to the Nest User Profile Change Request Form.  This form is used to update agency learner’s 

Nest profiles in the event of name or email changes/corrections or to completely deactivate a learner’s 

Nest account.   
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Nest Curriculum 

Your Nest Curriculum is a set of assigned training courses.  Your curriculum can be accessed in the My 

Training widget.  These courses have been assigned based upon the way you will use Cardinal HCM, 

as determined by your agency’s Cardinal Change Network members.  If you have any questions about 

your assigned training, please speak with your Training Contact/Primary Contact for further clarification.   

1. Identify assigned curriculum located in the My Training widget on the Nest Welcome page. 

 

2. To view the training courses assigned in your curriculum, select Open Curriculum. 

 

3. The curriculum will open and an overview of assigned training and progress status is displayed.  

The curriculum contains multiple sections, Web-Based Training (WBT), and Functional area 

sections that contain the Virtual/In-Person Instructor-Led Training (ILT).  Each section contains 

assigned training courses.  To view your assigned training click the appropriate section you wish to 

open. 

 
 

 

https://www.cardinalproject.virginia.gov/sites/default/files/2022-05/Release%203%20Primary%20and%20Training%20Contacts.pdf
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Register for Instructor-Led Sessions 

There are two formats for select Instructor-Led sessions: Virtual (VILT) and In-Person Instructor-Led 

Training (ILT).  Registering for both formats follows the same process.  

1. Identify assigned courses by navigating to your curriculum.  Navigate to the My Training widget 

and select Open Curriculum. 

 

2. The curriculum will open in a new page, navigate to each Functional area (Human Resources, 

Benefits Administration, Time & Attendance, and Payroll) section assigned and click Select 

Session next to the training course for which you are registering. 
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3. A new window will open and display all available sessions offered for the Instructor-Led Training 

course. 

 

4. Available session information will display the Start and End Date/Time, Seats Available, Location, 

and if the session is Virtual (VILT) or In-Person (ILT).   

 

 



 Nest – A Cardinal Learning Tool 
 Accessing and Navigating Nest 

   

Rev 6/7/2022  Page 11 of 32 
 

 

5. Scroll through the list of available sessions and find your preferred date and time.  If seats are 

available, click Request. 

 

6. After selecting Request, you are automatically approved and registered for the session.  The ILT 

course will now show a status of “Registered”. 

 

7. On the Nest Welcome page, all registered ILT sessions will appear in the Upcoming Sessions 

widget. 
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Adding Instructor-Led Training Sessions to Your Calendar 

After registering for Instructor-Led Training sessions, you will receive an email confirmation of 

registration.  Attachments are located within the email that allow you to add the training course to your 

calendar.  

1. After registering for an Instructor-Led Training session, Virtual or In-Person, check your email for a 

confirmation message from Nest. 

Note: An email will come from CardinalLearning@doa.virginia.gov.  Check your spam folder if you 

are unable to locate it in your inbox. 

  

mailto:CardinalLearning@doa.virginia.gov
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2. The email includes attachments to allow you to add the training session to your calendar.  

a. Outlook - iCal 

i. Select the drop-down menu next to the file and you will be prompted to add the session 

to your Internet Calendar in Outlook.  

Note: If you register for a multi-day course, you will need to add each file in the 

attachment to your calendar. 

b. Gmail-Google Calendar 

i. Select Add to Google Calendar, the sessions will be added to your calendar. 

 

If you are unable to add the training session to your online calendar, or you do not use an 

online calendar, please be sure to manually add the session to your calendar of choice. 

Note: You must attend and complete all days of the training session to receive credit 

for the training course. 
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Launching Virtual Instructor-Led Training (VILT) 

VILTs are launched from the Nest tool and hosted through the Webex Training platform.  VILT sessions 

can be launched from the Curriculum page or Upcoming Sessions widget. 

To successfully join your VILT training session, log into Nest at least ten minutes prior to your session 

start time.  It is recommended you use the most current version of Chrome for accessing VILTs. 

1. Log into Nest and navigate to Upcoming Sessions. 

 

2. To launch the VILT session, select the session title you are attending.   

 

3. The event page will open and the session details will appear on the right-hand side of the screen.  

Click the Launch button at the bottom of this screen. 

 

a. Alternatively, you can launch the session in the curriculum. 
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4. Nest will automatically direct you to Webex Training.  Due to pop-up blockers, your browser may 

not allow for an automatic launch.  In this case, click here to open the training.   

a. If you have not previously used Webex on your computer, you may be prompted to download 

the Webex application.  For more detailed information about downloading the Webex 

application, see the Downloading Webex Application section of this job aid. 

 

Note: You must download/install the Webex add-in.  Do not utilize the browser-only 

option, as certain features will not be available.  If you are experiencing issues while 

launching a VILT session, email VITA Customer Care Center at vccc@vita.virginia.gov with 

“Cardinal Nest” in the subject line.   

 

  

mailto:vccc@vita.virginia.gov
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5. Once in Webex Training, join the session using your computer audio (preferred) by selecting Call 

Using Computer. 

 

a. If you are unable to utilize your computer for audio, remain in Webex Training for the visual 

features of the session and join the session by calling in directly using the dial-in information 

located on the training session page in Webex Training.  

 

b. You may also join the training session by selecting the Use Phone drop-down, entering your 

phone number, and selecting Call Me.  Webex calls your phone number directly and connects 

you to the session.  This will connect you to the training session audio, while keeping you in 

Webex Training for the visual portion of the session. 
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Withdraw from Instructor-Led Sessions 

If a learner needs to withdraw from a session, this can be done via the Upcoming Sessions widget or in 

the curriculum overview page.  Withdrawing from a session follows the same process for both Virtual 

(VILT) and In-Person Instructor-Led Training (ILT) sessions.  Course registration ends four days before a 

session begins.  Please make every attempt to allow others the opportunity at the seat by withdrawing 

one week ahead. 

1. Navigate to the My Training widget on the Nest Welcome page and click Open Curriculum.  

 

2. Select the drop-down arrow on the Launch button next to the training title for which you wish to 

withdraw. 
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3. The site directs you to a Withdraw Registration page where you are prompted to select a reason 

for session withdrawal. 

 

4. Select the applicable reason for withdrawing from the session.  
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5. After selecting a reason, click Submit.  You are immediately withdrawn from the session roster. 

 

6. Upon completion of withdrawal, the course status is Withdrawn in your curriculum overview and 

the session no longer populates in your Upcoming Sessions widget. 

 

Note: If you need to register for a new session, you can utilize the Select Session button. 
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How to Launch Web-Based Training 

Web-Based Training (WBT) courses are assigned according to the learner’s role.  They are located in 

the Web-Based Training widget and in your assigned Curriculum.  Web-Based Training courses are 

assigned and can only be completed in the required order.  

1. Identify assigned WBT courses located in your curriculum.  Navigate to the My Training widget and 

select Open Curriculum. 

 

2. Click the Web-Based Training (WBT) section in your curriculum to display assigned WBT courses.  

WBT courses must be completed in sequential order.  The system will not allow you to launch your 

next WBT until the course prior is completed. 
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3. Click Launch to begin your WBT course.   

 

a. You can also Launch the WBT course directly from the Web-Based Training widget on the 

Nest Welcome page.  This widget will only show the WBT course that is ready to launch. 

 

b. Due to pop-up blockers, your browser may not allow for an automatic launch.  In this case, 

click here to open the training. 

 

4. Click Start Course to begin your Web-Based Training course. 
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5. After learning the required material, click Course Complete. 
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Relaunching Web-Based Training after Completion 

If you would like to re-take a WBT course after you have completed the training, you may do so by 

relaunching the WBT in Nest and utilizing the Menu within the WBT course to navigate to the sections 

you wish to view again.   

1. Navigate to your curriculum in Nest through the My Training widget on the welcome page and 

select Open Curriculum. 

 

2. If you have completed all assigned training in your curriculum, and it is no longer available in your 

My Training widget, you will need to navigate to your completed transcript.  To access your 

completed transcript, click the Completed Transcript button. 

 

3. Your completed transcript page will open.  From there, navigate to the button that says View 

Certificate, click the drop-down, and select Open Curriculum. 
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4. Once your curriculum is open, select Web-Based Training on the left-hand side to bring up your 

WBT courses.  Click Launch next to the course you wish to re-take. 

 

5. Your selected WBT will open up at the Course Completed Screen.  Click Menu in the top left-hand 

corner and a drop-down menu will open.  From this menu you can navigate to the sections in the 

WBT you wish to re-take.  To start the WBT from the beginning, select Course Title Slide.  

Note: ESS392A/B modules do not contain the Menu function.  To restart an ESS392A/B module 

you will click Restart on the course completion page. 
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Accessing and Completing Course Evaluations 

Course evaluations are available for select WBT courses and ILT sessions.  Your trainer will advise at 

the end of an ILT session if an evaluation is available.  These evaluations are accessible in your 

Curriculum or Completed Transcript and can be utilized to provide feedback on your experience.  

Evaluations are available for five days after the completion of your WBT or the last day of your training 

session. 

Accessing and Completing Instructor-Led Training Evaluations in an Active Curriculum 

1. Navigate to the My Training widget and select Open Curriculum. 

 

2. The curriculum will open in a new page. Navigate to the Functional area section associated with 

the course you wish to evaluate. 

 

3. The button next to your completed session will now say Evaluate.  Click this button to open the 

evaluation. 
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4. If the Evaluate button is not yet available, you can click the drop-down arrow on the launch button 

and select Evaluate. 

 

5. The evaluation will open.  Click the Continue button, the evaluation displays.  Complete the course 

evaluation questions and select Submit Final Answers. 
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Accessing and Completing Instructor-Led Training Evaluations in a Completed Curriculum 

1. Click the Completed Transcript button on your Welcome page. 

 

2. The completed transcript page will open.  A list of completed curriculum and courses will appear.  

Click the drop-down arrow on the View Certificate button next to the curriculum that contains the 

course you are evaluating and select Open Curriculum.  

 

3. The curriculum will open in a new page. Navigate to the Functional area section associated with 

the course you wish to evaluate. 

 

4. The button next to your completed session will now say Evaluate.  Click this button to open the 

evaluation. 
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5. If the Evaluate button is not yet available, you can click the drop-down arrow on the launch button 

and select Evaluate. 

 

6. The evaluation will open.  Click the Continue button, the evaluation displays.  Complete the course 

evaluation questions and select Submit Final Answers. 
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Waitlist for an Instructor-Led Session 

If a session is full, you have the option to add yourself to the waitlist.  Waitlisted users are automatically 

placed into the session if a spot becomes available.  For instructions on registering, please refer to the 

Register in Instructor-Led Training portion of this job aid. 

1. If, while registering for an ILT session, your preferred session date has No/Zero Seats Available, 

you have the ability to waitlist. 

   

2. Click Request next to the training course for which you wish to waitlist. 
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3. Directly below the session details, you will be prompted with a message indicating the class is 

currently full.  It will ask that you confirm your request to be waitlisted.  Select Yes after “Do you 

want to Continue?” 

 

4. After confirming your request to waitlist, your course status will now state Waitlisted. 

 

You will receive an email stating that you have been waitlisted for a session, but have not been 

registered for the session.  You will be notified via email if you have been moved off the waitlist and 

registered for the selected session, or if registration has closed.   
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Downloading Webex Application  

Nest utilizes Webex Training for Virtual Instructor-led Training (VILT).  If you do not have Webex or the 

Webex extension downloaded on your computer, please follow the steps below.  Please use the Chrome 

browser if possible.  While most browsers will work with Webex, Chrome has been found the most 

reliable when using Webex.  Internet Explorer is not supported. 

Downloading Webex Extension to Google Chrome 

1. Click Add Webex to Chrome to begin the download.  

 

2.  Google Chrome automatically directs you to the chrome web store.  Select Add to Chrome.  
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3. Select Add Extension to add the Cisco Webex Extension to your Chrome browser. 

  

4. The extension file downloads.  Once the download has completed, click the .exe file titled Cisco 

Webex Add-On in the bottom left-hand corner of your screen.  

 

 

 

 

 

 

 

 

5. Once the installation has completed, you are automatically brought to the Webex session. 

 


