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1. ADD AN EMPLOYEE

In the Search section of the Employees 
module, click the ADD button to be directed 
to the New Employee page.

Fill out all of the required fields on the form.

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

2. BUY AN E-LEARNING TRAINING COURSE

The left section allows to filter training 
courses by categories, owner, client 
corporation or languages. 

Click on a training image to get more 
information (description, duration, 
languages available, course outline, etc.)

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

To access your cart, adjust quantities and 
proceed to checkout, click on the cart icon at 
the top of the page.

Go to the Catalogue section of the E-Learning module.
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3. ASSIGN AN EMPLOYEE TO AN E-LEARNING TRAINING COURSE

In the Assignations section of the E-Learning 
module, find the course for which you wish 
to assign an employee and click on the 
ellipsis in the Actions column, then click on 
the ASSIGN button. Next, click on the 
SELECT EMPLOYEES button.

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

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

It is possible to assign a training course to 
several employees at the same time, by 
checking off the box of several employees. 
If the maximum number of participants 
is reached, the system will not allow the 
assignation.

To see the training courses that were 
successfully completed by the employee, 
please go to the Search section in the 
Employees module. In the Actions column, 
click on the ellipsis and then on Training 
Courses to access the employee’s training 
profile and certificates.
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