E-LEARNING + EMPLOYEES MODULES
. Memory Aid for the E-Learning Client Company

1. ADD AN EMPLOYEE §

Employees & EXPORT
Ll I S S e ——— __,rf“".).f‘ e TV T
New Employee In the Search section of the Employees
module, click the ADD button to be directed
Firsl Narme Lasl Narme to the New Employee page.
Fill out all of the required fields on the form.
Birthdate

Once the form has been completed, click
the CREATE button at the bottom of the
page to save the new employee.

Addroses ity
Address Optional - tr Optional

T P A e ——— T .

Emergency contact's name ol EMI2rgENncy contact's pnone nUMber oo

Optional

Create another CANCEL

2. BUY AN E-LEARNING TRAINING COURSE @

Go to the Catalogue section of the E-Learning module.

;:;Cognil;& Back to Cognibox  Shop  Volume pricing  Contact J:.v‘ Krystel Henley-Rocheleau ~ SIM/Cognibox (INTERNE) ~  English ~ The left Section allows to filter training

ﬂ courses by categories, owner, client
Our Products - corporation or languages.

Click on a training image to get more

o s o s w - INfOrmation (description, duration,
languages available, course outline, etc.)

Covid-19 / Coronavirus

Educational Clips

Electrical Hazards

Environment / Hygiene

Mobile Equipment Alcumus

OHSE *Cog nibox

Risk Prevention

Hover the course to purchase, then click on
the carticon. The course will be added to
PREVENTION AND your cart.

PROTECTION (COMPLETE
SERIES)
39.95$

OWNER NAME

Prepaid card 5008
RECOGNIZED BY 500.00 $

To access your cart, adjust quantities and

proceed to checkout, click on the cart icon at
R the top of the page.
-

Revised on November 16, 2022 Page 1of 2



E-LEARNING + EMPLOYEES MODULES
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3. ASSIGN AN EMPLOYEE TO AN E-LEARNING TRAINING COURSE @

E-Learning Training Accesses Assignations

In the Assignations section of the E-Learning
module, find the course for which you wish

Search Training Courses... Q

to assign an employee and click on the
. Actions ellipsis in the Actions column, then click on

the ASSIGN button. Next, click on the
SELECT EMPLOYEES button.

- -
Training Courses w

CONTRACTOR SAFETY ORIENTATION /X

FALL PREVENTION AND PROTECTION ,Z

B3 Assign
Accesses Deadline to assign and start
- Date added : . gA Cognicodes 6@ Actions
v training w
Tavailable September 28, 2023
September 28, 2022 - CREATE SELECT EMPLOYEES
access(es) (315 day(s) remaining)
Showing 1t 10f1 10 «

\ 4

« Checkthe box to the left of the employee’s
photo to assign them to the training activity.

Select Employees

1available access
FALL PREVENTION AND PROTECTION

Save the assignation by clicking the ASSIGN
button at the bottom of the page.

Last Assignation Last Assignation

Employee :

Status Date . . . L.
It is possible to assign a training course to
Sesreh et name, first name... Q several employees at the same time, by
White, Dahlia 201909256714 checking off the box of several employees.
418 555-5566 . .
it demost com, English @ Completion date: If the maximum number of participants
Succeeded 2022-09-06 . .
is reached, the system will not allow the
Demost @ . .
assignation.
Employees To see the training courses that were
e e successfully completed by the employee,

. please go to the Search section in the

Authorization Form: Validated % Employees module. In the Actions column,
Brainics Technologies e

click on the ellipsis and then on Training
'1 . {
[remcormns] o

Training Courses ©

Courses to access the employee’s training
profile and certificates.
Training Firm % lIssuance * Expii

Name =

FOR MORE INFORMATION, CONTACT OUR CUSTOMER SERVICE
DEPARTMENT: 1877 746-5653 | info.cognibox@alcumus.com
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