Using the Training on Demand LMS

Training on Demand provides targeted lesson modules that help you learn
the skills that you need to excel at your job.

In this introduction to Training on Demand, you’ll become familiar with the
‘Learning Center Home’ screen and how to navigate within the LMS or
Learning Management System site.

You will learn where to find your assignments and transcripts.

How to update your password and other personal information using the ‘My
Profile’ tab.

And how to search the ‘Course Catalog’ to find the courses you need to
complete.

[LMS Overview and Navigation]

The Training on Demand Learning Center can be accessed from any
computer that has Internet access.

BisTrack software is not required.

There are two ways to access the site, either by clicking the link on the
BisTrack customer website , or by typing http://ondemand.epicor.com into
your browser.

A login window appears.

You will get your ‘Sign In Name’ and ‘Password’ from your Training on
Demand System Administrator.

Upon logging in you'll see your personal Homepage.

You will know you are logged in by checking here to see your name.




The Home page is broken into 5 different sections with a toolbar across the
top.

These sections offer you different ways to access the important information
in the Learning Center.

The first section is the ‘Message Center’.

This is where you may see news about upcoming promotions or other
company related information that employees need to be aware of.

Click on the link to read the full message.

The ‘My Training Assignments’ section displays the courses and tasks
assigned to you and you only.

At the bottom of the screen you’ll find the ‘Question of the Day’.

A randomly selected question displays here.

Challenge yourself to find the correct answer, then check it by clicking the
‘View Answer’ link.

On the right side of the home screen are two sections that have information
provided by your company.

The ‘Shortcuts’ section is a convenient list of the websites your company
frequently accesses.

The ‘Company Library’ section is specific to your business.

Your System Administrator can add specific documentation or Internet links
to the Library for easy access by all users.

The Tool Bar at the top of the Learning Center Homepage is always present.
Clicking one of the tabs will take you to the desired location.




Keep in mind the ‘Assignments’ link and the ‘Library’ link are related to
those sections of the Home page.

You'll see the same information whether you click the tab or the homepage
link.

Clicking on the ‘Learning Center Home’ button will always return you to this
page from anywhere in the Learning Center.

Now that you’re familiar with the Learning Center home page, let’s look at
some of the other areas, beginning with the ‘Assignments’ tab.

For a look at everything that’s been assigned to you, click the ‘My
Assignments’ hyperlink, here.

A list of all your assignments displays and you can easily see the ‘Start Date’,
Due Date’, and ‘Status’.

A ‘Course’ is a recorded lesson like this one that trains you on a specific
application area of your Bistrack software.

A ‘Test’ is a tool that helps you measure what you have learned.

A ‘Task’ can be any type of job, duty or training assignment.

Courses, Tests and Tasks can be grouped together into an Agenda. Thisis a
group of assignments that result in learning a complete skill, sort of a mini-

training plan.

And finally, an ‘Accomplishment’ is something that you are working toward
or have achieved such as technical certification or an educational degree.

From the Assignments tab you have several ways to sort your data.

The default view is ‘Open Assignments’ or those that you have not
completed yet.




You can click on the ‘All Assignments’ link to see both Completed and Open
Assignments.

If you have more than one ‘Agenda’ assigned, you may find it easier to open
the ‘Agenda’ link and work your way through the assignments.

You will want to complete the assignments in an Agenda in order, since the
lessons build on knowledge gained in earlier modules.

You can also sort your list of assignments by clicking on the column Title.

To start working on an assignment, click the ‘Title’ and the Course Detail
window will open.

View the Course and click ‘Take Course Now’ and the course will launch in
another window like this.
Notice the menu across the top of the screen.

These are the main topics of the module. You can click one of these to move
to that section at any time.

If you are viewing the course a second time and only want to re-watch a
specific section, choose that button.

There is a control bar along the bottom with buttons to advance or Pause
the video.

The Progress Bar indicates the advancement of the lesson.

When the course is complete the window will close and bring you back to
the original screen where the video was launched.

If you are taking a course a second time you will want to answer the
question ‘Would you like to resume where you left off’ with ‘No’ so the
video will go back to the beginning.




The Test and Task links open an Assignment Detail Screen.

A Task may have a video attached.

The Status will initially display ‘Not Started’.

As you work through the task it changes to ‘In Progress’ or ‘Complete’.

The Course Catalog provides access to all Training Opportunities Epicor
offers.

You will also be able to register for Classroom Training or other Live training
offerings.

You can manage your Registrations all from one site.

‘Browse Catalog Menu’ allows you to see all available training content and
classes sorted by Category.

The numbers next to each folder tell you how many lessons there are for a
particular application.

Click the folder to view any subcategories.

Hover over a course title to view a short description, the difficulty level and
the length of the course.

The ‘Course Listing/Search’ Menu allows you to search through all content
using key words or a number of variables such as Category, Delivery Type,
Content Type or dates for live events.

Alternately, you can search the catalog by ‘Role’. For instance, if I'm an
Accounts Receivable Manager, | can select that role and click ‘Submit’ to see
all the available courses for my position.




‘My Registrations’ shows current as well as past registrations for training
events or fee-based recordings.

Quick Views give you pre-defined catalog searches such as Agendas, On-
Demand Courses, Classroom Training, Web-Based Training and Course
Suites.

Under the Agendas you will find an alphabetical list of all agendas in the
Learning Center.

There are two types of agendas: Epicor defined and User defined. Epicor
defined agendas come preloaded in the Learning Center. They include all of

the Eagle courses and tests pertaining to the Agenda Name.

User Defined Agenda have been created by your Administrator specifically
for your company.

You can narrow the list of agendas by entering a keyword.
Click the title for a description and a list of the items in the agenda.

The ‘My Profile’ tab allows you to update or edit certain personal
information about yourself.

Before making changes to your name or email address you may want to
check with your manager to verify that they will not affect your ability to use
the Learning Center.

The Functional Area is setup by your Learning Administrator and should not
be changed.

To change your password you must first know what your existing password
is.




Enter your current password and then your new password.

Type your new password again in the ‘Confirm Password’ field and click
‘Submit’.

Please make sure you follow the rules for creating a new password to avoid
errors.

When you are through using the Learning Center navigation.
Click here to log off.
A message will display to confirm your actions.

You should now be familiar with Learning Center and are ready to jump in
and start working on your Training on Demand assignments.

Continue to familiarize yourself with the Home Page sections, Menu bar
Tabs and available links.
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