Learning Connect User Guide

Welcome to Learning Connect. These instructions will walk you step-by-
step through setting up and managing your account. If you require any
further assistance, please call us on Toll Free: 0800 644 6899 or e-maill

support@learningconnect.co.uk
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First, let us define a couple of terms.

Accounts

Every person who accesses the Learning Connect website will require an account. Every account will have their
own username and password. It is not possible to share usernames and passwords or to have a generic
username and password for everyone in the organisation.

Each user account will be one of four types:

¢ Company (Admin),

o Company Manager,

e Company User (Individual),
e Individual.

Company (Admin)

When you sign up for your organisation’s first account, this account will be a Company Admin’s Account.

A Company (Admin) can purchase courses, give permission to the managers to use the courses and add
additional Managers to their account but can’t manage Individual themselves.

Company Manager

A Company manager can create user, assign course to the user. Company Manager also take courses
themselves.

Company User (Individual)

A Company user (Individual) is an account that has been created by their manager in order to be able to take
fraining courses. A manager may create as many User Accounts as they require, and each Users may be
assigned multiple courses.

Individual

Individual is an account created by Individual itself. Individual can buy the course directly from the site.

Courses

There are a wide range of courses available for you to take online. Each course is made up of four sections —
Infroduction, Video, Presentation & Resources. Each course has Exam consisting of a multiple-choice question
assessing your knowledge. On completion of the course you will receive a FREE certificate showing your score
with date & time of achievement.
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Purchasing Courses

You can buy any course online by simply click on *Add to Cart” button and increase the number of courses as
you want by adding number in boxes provided.

Note: Any Course - £1.00 + VAT. Minimum Cart should be £12.00

L earnis q | %‘ Connect HOME ABOUT ONLINE CARE COURSES IN-HOUSE TRAINING FAQ CONTACT LOGIN
o J

Mental Capacity Act and Dol S Medication Administration Epilepsy and Buccal Midazolam

This online care course gives background past to the This Medication administration course is an Thiz Epilepsy with Buccal Midazolamcourseis aimed
MCA, and its responsibility to DOLS and how the essential and cntical area of user/patient care. toward those working with or liable for the welfare
ones running Madication may be and wel

price:fi099 £1 + VAT pricerfinas  £1 + VAT Prices idaos  E1 + VAT

DETAIL 1 : ADD TO CART m ADD TO CART m ADD YO CART

After adding courses in Cart — Click on Cart — Top (Right hand side corner) for cart details.

l(l(][|]i(\q % Connect HOME  ABOUT  ONLINE CARE COURSES  IN-HOUSE TRAINING FAQ  CONTACT LOGIN
|

Note: Company (Admin) can purchase as many as courses or packages they want. There is no
expiry date on "the courses" until unless it's assign to the company user (Individual) Or Company
Manager. For instance, you purchased 1000 courses & assigned only 200 courses. Still you have 100
courses to assign anytime, anywhere. There is no time restriction.
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Click on “Confirm and Pay”

Item Description Quantity Item Price Sub Total Update
Mental ( W:""-”." 1 DO| “

u
Category: Mandatory Ca
Medication .:‘u.inuni'\!m'nun 1.00 £20.00 S W
Category: Mandatory Care Courses
Epilep ind Buc Midazolan “\

[
Category: Spei

Total £60.00

Grand Total including VAT(20%) £72.00

¢ Confirm and Pay

If you are login already, it will redirect you fo the Secure PayPal page where you can pay by Direct Debit/Credit
Card or Login to your PayPal account.

As soon as your payment has completed, your courses will automatically be added to your account, and a
receipt will be e-mailed to you.

If you are Noft login — Please login to do payment OR Don't have any account — Create an account - Free of
cost.

Once you create account on learning connect, please login o do secure PayPal payment.

All Courses has 14 Day Money Guarantee. Please check for *Terms and Conditions

Creating Company (Admin)/ Individual Account

Creating a new account is easy, simply click the “Create an account” button at the Login page of our website,
and complete the details requested.

Your e-mail address has to be unique, please input a valid e-mail address as this is where receipts and
notifications will be sent. Your password must be a minimum of é characters long for security.
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oL Connect

Learning

Enter your username
username

Enter your password

% kokok Kok ok

Forgot password? Create an account

1}

A confirmation e-mail of your username and password will be sent to your e-mail address. If you don’t receive
this e-mail, please check your spam folder or refresh your mail account.

Company (Admin) Account Screen

When you log into your Company (Admin) Account you will be presented with 4 tabs & their sub tabs, allowing
you to see your data either grouped by “Courses”, “User”, “View Certificates”, “View Course Progress”. Once
you have selected a tab, Learning Connect will remember your selection for convenience.
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[ Available Courses
o v

Catogory Comre Casrtes Bavghe Conarnes Basaln Upsstatad On

m the “Available Courses” tab, Company (Admin) can see
a list of bought courses,

which are available to the company account.

John Smith
Company

NAVIGATION

= A

= Available courses
Y

= Huy courses

sww Croate Users
+ay  Show Users

Archived Users

Now Course Permission

1

View Certificates

Completion Report

L

Support Documents

|:> Toy Spees < $1 Oat

ACCREDITED SOCIAL CARE
E-LEARNING COURSES

From the “Buy Course” tab, Company (Admin) can buy
Courses online from website,

Redirect to “www.learningconnect.co.uk”.

Jahn Smith
Company

NAVIGATION

g Avallable courses
4
¥-{ Buy courses

a-w Croate Users

=) Show Users

n Archived Users

New Course Permission

Aol

View Certificates

Completion Repart

L

Support Documents

Creae New Ussr

From

the “Create User” tab,

':> Company (Admin)

can Create User,

By filling requested details.
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+2)  Show Users

n Archived Users

= o ; From the “Show Manager” tab,

o ew Lourse Permission

(3 view certficates Company (Admin) can See list of Managers.
Completion Report

!.] Support Documents

John Smith

-
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NAVIGATION _ o
e A S e s D
E Avallable courses

Y gy .
) =4 Uy courses

@ w Available course to Users

;‘. Create Users

+2).  Show Users

n Archived Users

BB piew Coursn permission From the “New Course Permission” tab,

B View Cortificates Company (Admin) can see list of permitted courses

Compléetion Report

Authorised to the Managers & the User.

!‘ Support Documents

Available course to Users _ _'Nt}.vf :’-:lg_u"wf‘fj:*jf':'-*gf" lfﬁ:ﬂé?vf?.
. Assign Nlm\‘ Course ‘|‘I|V1dw|r‘im1v‘|
Mara Ervalt Trae Catapory Cawrss Aewiztle Peam j
I —

N —
From the “New Course Permission” tab, .
Company (Admin) can give permission to the Manager &
the User. o

Note for Manager: Permission should give only once. If it's happen more than once,
The courses will automatically assign in Manager’s "My courses”.
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From the “View Certificates” tab,
Company (Admin) can see the Cerfificates

achieved by the Company users.

Q John Smith
Company

~—

NAVIGATION

E Available courses
¥

= Buy courses

aw Create Users
+2)  Show Users

a Archived Users

= MNew Course Permission

m View Certificates

Completion Report

!l Support Documents

Completion Report
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Company (Admin) can see the completion Report

From the “"Completion Report” tab,

of the Company users.
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Dashboard

Total Assign Package Total Assign Single Courses
0 (Total: / Used: ) 0 (Total: / Used: ) 1

Updated: 14:10:22 Updated: 14:10:22 Updated: 14:10:22

1. Company (Admin) can see total assign package to the company by the administrator. In
brackets, Company (Admin) can see Total number of Quantity of packages & Total number of
packages used.

2. Company (Admin) can see total assign single course to the company by the administrator. In
brackets, Company (Admin) can see Total number of Quantity of single course & Total
number of single course used.

3. Company (Admin) can see total number of Managers created by the Company (Admin).

Company Manager Account Screen
Company Manager account screen is similar to the Company (Admin): Company Manager can be as

Company (Individual) on same dashboard.

*Company Manager cannot buy the courses buy its own. Company (Admin) can buy courses behalf of
Company Manager.
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Assign Course to the Company user (Individual)

To assign the course to the user

h ..

g v - Please Select User (Individual), Course Category, Course
B course Click “Save Changes".
m My Certificates Assign Mew Conrse

Sut Camaudiage « o) M TVt COURUNOAE 1 € e G
22 My course progress .
a My archived courses ot .
Once the changes will save,
E Available courses
p User will get "Course Enrolment”
+2  Create User St Cakoeny
25 Show User it Email confirmation from
B Archive User ' Lecrning Connect.
=
m View Certificates

EEE Completion Report

!l Support Documents

Company User (Individual) / Individual Account Screen

The individual account user can buy courses only. If Company user (Individual) want to do any course — need to
contact with company (Admin) or Company Manager account holder.

fotal Single Courses Total Certificate Total Package
(} Sam Hcknes -
- O Updated: 14:43:22 O Updated: 14:43:22 O Updated: 14:43:22

Learning Connect

g

I CATION
E My Courss
() view Coticats Progress Report
Vikw COUrse progress NOW 10 =1 s earch
a Archive Courses
‘ Roport a Concern Categery 1 Course Assigned On Starts On Completed On Status
!] WO Pan Documents NO gata avallals m Tab%
shawing 010 0 of O s Prevom  Nest

NOTE: To Start your course, pleade dick on "My Cource” tab
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Update Profile/Change Passwords

You can update profile or change your own password by clicking the “My Profile” tab and update profile or
choose a new password. Remember that passwords must be at least 6 characters long.

g0 ahe smith . My Profile

' ¥ Company

My Protis (

Logoas

g Buy courses

- Creats Users
" Show \sers

-
‘-
u Archived User
]
t.‘- New Course Permessico
Uritert Kirgpciom 118 Cowed Brnain anid Murchwrs trelans

‘ o] Vew Certfuates

rolelion Dan o

yrplelion Kepor Chooss Fak | o i
My  support Documents

Taking a course

Log into the correct User Account in order to take a training course.

Training courses can be taken 24/7, 365 days a year from any internet connected computer. You will need a
modern web browser on your computer to get the best results (Internet Explorer 10+, Chrome) although you can

still use older versions of Internet Explorer as long as you have an up fo date version of Adobe Flash Player
installed.

You can also take courses on tablet devices, such as an iPad, and on many modern mobile phones, although
you will need to be on WIFI or have a very good 3G/4G mobile signal to access the video content. When you
have logged info your account, you can click the Start Course button in the courses row.

— ' Dashboard

B == S S
Learning ’ é Connect

L My Courses

Show 10 v | entrie Soarch

NAVILATION

Category ' Course Assign On My Attempts Course Action Exam Action
My COwrse

n, view Cerificates Care Certrficate Standard 1: Understand your role 207100218 135TAS i out of 12 Start Exam

B v
R s & J
Not
-_] Support Documents * To Stat Single Course ~ Chob on “Start Course
* To Sta gl Course Exvamn - Clek an “Stant Exaeny
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* To Start Package Course Exam - Click oo “Show courie
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Each course has an Introduction, Video clip, Presentation and Resources.

You can start video by clicking the play button that appears bottom of the player. You can pause the video by
clicking on it. Hovering your mouse over the video will let you access the trackbar which allows you to skip
backwards in the video, adjust the volume and make the video full screen.

You can start presentation by click on button provided by google slides to go on next or previous page of
presentation.

Resources can access by click on *View Now" button — which will open in a new page.

Once user finish with Course materials able to “start Exam”.

Each course has Multiple choice questions & True False — Once user finish with exam can click on submit button
to get instant result.

Every user has number of attempts to pass the course. If user used all attempts, then Company Manager need to
assign same course again to get more attempts.

Learning ’ & Connect
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Logging Out

Learning * Connec!

When you have finished using the welbsite,

please remember to log out in order to keep your account secure.

o O & &

If you close your browser window you will have to log back in, but you won't be completely logged out unless
you actually click the button.

You will also be logged out automatically after approximately 20 minutes of inactivity.

Thanks

Learning Connect
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