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FLOW OF
USER MANAGEMENT

Create

< Add Job Scope
< Add Profile

Description

Active v

O User Status

Assigned User(s)

Nationality

Not Specified
Assigned Credential Template(s)

Assigned Course Template(s)

Password * Reconfirm Password *




»SETTING UP NEW USER ACCOUNT

1. CREATING NEW USER

s ( ’ ’ ’
To add new user, select @ AddNew  putton under ‘User Management’ >’User’.
& & Dashboard Users
SSIMPPLE
Users © Add New
41l Dashboard &
¢ Location Managen
Assigned Job
Name Email Mobile Number Employee ID Designation Scope(s) Role
Learning Management ?S:niogr:)s billyjones@simpple.app 61021234 5678 No results Client Admin
(= £ Mana ent
b L3 1
Simpple User simpple@simpple.app 61021234 5678 No results Client Admin

Showing 1to 2 of 2 entries

Client

Simpple Guide

Simpple Guide

Service Provider

No results

No results

User Status

Active

Active

Avatar

-
g

-
LU

Last Password

Change At

Created At

2023-10-13
16:23:18

2023-10-13
14:16:01

Failed Login
Attempts

JOB

SCOPES

Billy Jones (Manager) © 24
y ( ger) <>

Account
Verified

Enable
Mandatory
Password
Change On
Verification

Enable
Mandatory
Password
Change On
Login



2. USER CREATION FORM

§ = @ Dashboard > Users > Create English v Billy Jones (Manager) Q Q
T | .
< Add Profile
v
1
User Info
=
. 1. ASSIGN ROLE TO USER
User Status
v
Active v
& |
<l Client Tablet User
Client Admin
0 Client Dashboard
Role * _ . : i .
Client Tablet Users can only view and complete their own Credentials and Courses assigned.
None - . . : : .
Client Admin has access to create and view Credentials and Courses assigned to all Users
under the same Client.
Client Dashboard can only view Dashboards.
*
e Nationality
Name Not Specified v
Email *
Email
Password * Reconfirm Password *



S
)

T

b

@ A @

& Dashboard

2. PROCEED TO FILL IN ALL THE REQUIRED FIELDS

Name *

Name

Email

Password *

Mobile Number *

= +65 -

Date Of Birth

dd/mm/yyyy

Gender

Other

Communicate In English

Yes

Users > Create

English W

Preferred Language

English

!

Nationality
Not Specified

Reconfirm Password *

Identification No. / NRIC

Identification No. / NRIC

Billy Jones (Manager) @ fa



$ = @Dashboard > Users > Create  English v Billy Jones (Manager) @ o}
T}

Yes v English ~
¢
N Employee ID
= Employee ID
n Assigned Job Scope(s)
v
& 3. ENABLING USER ACCESS
4 User Access
i

Enable Audit Module
m Enabling the Audit Module would allow User to have access to Audit Assignments in APP

Enable QR Scans On Task Webpage

m Enabling QR Scans on Task Webpage would allow User to scan the QR code in APP

Enable Security (Not Available)

Off

4. Click SAVE when done or CONTINUE ADDING USER

%_

Simpple 2023



JOB
SCOPES

»SETTING UP NEW JOB SCOPE

1. CREATING NEW JOB SCOPE

To add new user, select @ AddNew  bputton under ‘User Management’ > ’Job Scope’.

S 4 Desrboard > Job Scopes | Billy Jones (Manager) 3 Q

SSIMPPLE

Job Scopes © Add New & Bulk Delete

@
- I
4l Dashboard v

v . ~ Search

Client Name Description Created At Actions

] Simpple Guide Maintenance 2023-10-13 18:28:49 O s ©

. Simpple Guide Admin 2023-10-13 18:28:06 (] yf @
= Asset Managemen
{1 fendance

L Simpple Guide Security 2023-10-13 18:27:40 o s ©

dit

& Operations

. Simpple Guide Cleaner 2023-10-13 18:27:19 (] f @
2/ Feedbac
0 Miscellaneous O ptions ~ Showing 1 to 4 of 4 entries



2.JOB SCOPE CREATION FORM

$ = @Dashboard > JobScopes > Create  English v Billy Jones (Manager) 3 o

. < Add Job Scope

¢
1. FILLIN THE PARTICULARS
b |
Name
-
Enter Jobscope Name
b 11 Description
v
&
]

Assigned User(s)

Assigned Credential Template(s)

®Add

Assigned Course Template(s)

®Add

[ © Save and Add Another J




2.JOB SCOPE CREATION FORM

$ = @nDashboard > JobScopes > Create  English v Billy Jones (Manager) @ 2}
T

< Add Job Scope
¢
1

Name
2
Enter Jobscope Name
b 11 Description
v
2. ASSIGN USER TO JOB SCOPE
& Assigned User(s)
|

B
0 John Doe

Maintenance Guy

7). Assigned User(s)

Manager

Security

Simpple User

Assigning Users created with their respective Job Scopes.

After assigning the User to Job Scope in the Job Scope Creation Form, the Assigned Job
Scope will be updated accordingly under the User Creation Form for the User.

Assigned Credential Template(s)

E.Q.

Job Scope Creation Form User Creation Form

®Add Name Name -

Management Level John Doe

Assigned Job Scope(s)

Assigned Course Template(s) Description #

®Add

[ »Management Level ]

Assigned User(s)

[ © Save and Add Another ]




2.JOB SCOPE CREATION FORM

$ = @Dashboard > JobScopes > Create  English v Billy Jones (Manager) 3 o
sl

< Add Job Scope
)
1

Name
Enter Jobscope Name

b 11 Description
v
&
44‘
€

Assigned User(s)

3. Assigned Credential Template(s)

3.1. Click ADD TO Assign Credential Template(s) to Job Scopes

Assigned Course Template(s)

®Add

[ © Save and Add Another ]




2.JOB SCOPE CREATION FORM

§ = @ Dashboard > JobScopes > Create English v Billy Jones (Manager) 3 Q
(ool

< Add Job Scope
¢
b &

Name
£l
Enter Jobscope Name

b 11 Description
v
&
4
i ]

Assigned User(s)

Assigning Credential Templates that were created to Job Scopes.
If the Credential Assigned is set as required, the User with the Assigned Job Scope will have to complete the

3.2. Assigning Credential Template to Job Scope(s) Credential before being able to access on App.
45 CPP | \, Required If Credential Assigned is set as not required, the User will be able to access on App even without submitting Credential.
v Credential Guide i Not Required After assigning the Credential to Job Scope in the Job Scope Creation Form, the Assigned Job Scope will be updated
Test accordingly under the Credential Template for the User.
@ E.g. Name* Credential Template Form
Assigned Credential Template(s) Credential Guide
Assigned Course Template(s)  — v Required ¥ o # Assigned Job Scope(s)
Management Level v Required v O
Credential will be generated for the User under Credential Records.

Credentials

- o stas [ © Save and Add Another ] Save

Simpple Guide John Doe Credential Guide Created
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2.JOB SCOPE CREATION FORM

= @& Dashboard > Job Scopes > Create English v Billy Jones (Manager) 3 Q

< Add Job Scope

Name

Enter Jobscope Name

Description

Assigned User(s)

Assigned Credential Template(s)

t Credential Guide Required 3.3. Click o remove Credential Template from Job Scope(s)

®Add

Assigned Course Template(s)

®Add

[ © Save and Add Another ]




2.JOB SCOPE CREATION FORM

§ = @ Dashboard > Job Scopes > Create English v Billy Jones (Manager) 3 Q
[l

< Add Job Scope
¢
) &

Name
Enter Jobscope Name

b 1 Description
v
&
{J
i

Assigned User(s)

Assigned Credential Template(s)

®Add

/= Assigned Course Template(s)

4.1. Click ADD TO Assign Course Template(s) to Job Scopes

© Save and Add Another ]




2.JOB SCOPE CREATION FORM

§ = @ Dashboard > JobScopes > Create English v Billy Jones (Manager) 3 Q
(ool

< Add Job Scope
¢
b &

Name
£l
Enter Jobscope Name

b 11 Description
v
&
4
i ]

Assigned User(s)

Assigning Course Templates that were created to Job Scopes.

If the Course Assigned is set as Required, the User with the Assigned Job Scope will have to complete the Course
before being able to access on App.

If Course Assigned is set as not required, the User will be able to access on App even without submitting Credential.
After assigning the Course to Job Scope in the Job Scope Creation Form, the Assigned Job Scope will be updated

accordingly under the Course Template for the User.

Assigned Credential Template(s)

E.Q. Name* Course Template Form
Assigned Course Template(s) Course Guide
"} 4.2. Assigning Course Template to Job Scope(s) / + | Course Guide v Required v o # Assigned Job Scope(s)
Management Level v Required v ©

: i * v Required .
il el )4 : Course will be generated for the User under Courses.

Not Required

Courses © Add New i Bulk Delete

®Add =
Name v Contains v Search

O User Course Category Status [ 0 Save and Add AnOther ]

O John Doe Course Guide Assessment Created
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2.JOB SCOPE CREATION FORM

& Dashboard Job Scopes > Create

< Add Job Scope

Name

Enter Jobscope Name

Description

Assigned User(s)

Assigned Credential Template(s)

®Add

/= | Assigned Course Template(s)

t  Course Guide

®Add

English W

Required

4.3. Click o remove Course Template from Job Scope(s)

Billy Jones (Manager) 3 Q

[ © Save and Add Another ]




2.JOB SCOPE CREATION FORM

§ = @ Dashboard > Job Scopes > Create English v Billy Jones (Manager) 3 fa)
KT
< Add Job Scope
¢
1
Name

— Enter Jobscope Name
=
b 11 Description
v
&
“
@

Assigned User(s)

Assigned Credential Template(s)

®Add

Assigned Course Template(s)

®Add

5. Click SAVE when done or SAVE AND ADD ANOTHER © Save and Add Another J
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FLOW OF
DENTIALS TEMPLATE

ADMIN VIEW ON
DASHBOARD

Q\DDING TEMPLATE G ASSIGN USER

1. Job Scope et

To assign the template to a job scope, navigate to the 'Assigned Job Scope(s)' section, click the
from the dropdown menu. Multiple job scopes can be assigned to the same template.

Credentials

CREDENTIAL TEMPLATES

To create new credential templates, navigate to the @ =

Supervisor 0
W

Simpple User (@ &
impp o

button, and choose

Credentials

Credential Templates

SSIMPPLE

Credential Templates

4

Status Category Issue Date Expiry Date Actions
5signed Job Scope(s)

2

Security v Required v (<]

Cseouiy Rt BN 2 Required |

Not Required
> | Clearjer

Assigned Job Scope(s)
Client Category Enable Credential Expiry Expiry Reminder

Cert|ﬁgate in Security Approved Certificate
Operations

Security

The template can be set as required or optional.
When set to 'required,' if the user does not submit
{P_r) all the required credentials, it will limit their access
to the Simpple app.

Showing 1to1of Tentry




)

ADDING NEW 1 Credential 2 Credential
CREDENTIAL TEMPLATE Templates Records

1. CREDENTIAL TEMPLATES

To create new credential templates, navigate to the @© addnew  putton.

Credential Templates Simpple User - Q

SSIMPPLE

Credential Templates © AddNew 8 BulkDelete

v

(] Client Category Enable Credential Expiry Expiry Reminder  Expiry Reminder Category Credential Template Status Created At Compulsory Job Scope(s) Actions

El Learning Management ~

Showing to of O entries

Credential Templates
Credential Records

Course Templates

Courses



} SETTING UP 1 Credential 2 Credential
CREDENTIAL TEMPLATE Templates Records

< Add Credential Template

The required fields are indicated by the * symbol.

Credential Template Status

Category *

License

Enable Credential Expiry
Off

Select the credential category from the dropdown




} SETTING UP 1 Credential 2 Credential
CREDENTIAL TEMPLATE Templates Records

TEMPLATE STATUS

Credential templates can only be viewed by assigned Job Scope once the status is set to ‘Active’.

Create Simpple User ' & 2
w»

Add Credential Template

Credential Template Status

Inactive &Active
|




SETTING UP 1 Credential 2 Credential
CREDENTIAL TEMPLATE Templates Records

3. ENABLE CREDENTIAL EXPIRY

Credential Expiry will allow the Assigned User to set a reminder to renew their
credentials when the license/certificate is reaching its expiry (if applicable).

N = vreawe Sim le User Q Q
> PP <

1“"

Category

Enable Credential Expiry

%D)

‘Expiry Reminder

Reminder can be set by Day / Month / Year

Assigned Approver(s)

Assigned Job Scope(s)




> SETTING UP 1 Credential 2 Credential
CREDENTIAL TEMPLATE

Templates Records

Create Simpple User
4. ASSIGNED APPROVER(S)

Users with 'Client Admin' access can be designated as approvers for submitted credentials. To assign them as approvers, click on the 'Assigned Approver(s)’ field and
select the user. Approvers will have the authority to either approve or reject the credentials submitted by the designated user.

Assigned Approver(s) *

« Supervisor |

© Save and Add Another




SETTING UP Credential Credential
CREDENTIAL TEMPLATE Templates Records

)

N 5 ASSIGNING JOB SCOPE I Simpple User (@

G To assign the template to a job scope, navigate to the 'Assigned Job Scope(s)' section, click the button, and choose from the
dropdown menu. Multiple job scopes can be assigned to the same template.

Assigned Approver(s)

6signed Job Scope(s) ‘
Securit v Required v (x ]
Assigned Job Scope(s) 4 REQUIRED

0

Cleaner Not Required The template can be set as Required or Not Required. When

/ set to ‘Required,’ if the user does not submit all the required
credentials, it will restrict their access to the system.

© Save and Add Another




)

SAVE OR ADD ANOTHER 1 Credential 2 Credential
CREDENTIAL TEMPLATE Templates Records

SimppleUser @ A
PP <

Assigned Approver(s)

Assigned Job Scope(s)

Scroll down to the bottom right of the page to save the template. Choosing 'Save and Add Another' will enable you to save the current
work and create another template, streamlining the process and eliminating the need to navigate to the template dashboard to click
'Add New Template' again.

© Save and Add Another |




CREDENTIAL Credential Credential

Templates Records

DASHBOARD GUIDE

- Credential Templates Simpple User @ a

Credential Templates

Enable Credential Expiry Reminder Credential
| Client Category Expiry Expiry Reminder Category Template Status Created At Compulsory Job Scope(s) Actions

Certificate in Security Certificate e, 2023-10-16 Security

[J Simpple Guide Operations 13:35:13

Showing 1to 10of 1 entry

1. DELETE

To delete the template, click the button. To edit the template, click the [# button. To view the template details, click the button.




CREDENTIAL e
DASHBOARD GUIDE Templates

Credential Templates

- Bulk Delete
Credential Templates ~ © Addiew

Enable Credential Expiry Reminder Credential
Client Category Expiry Expiry Reminder Category Template Status

@.’)Simpple Guide Cert|ﬁc-ate Nl Security Certificate Active
Operations
|

Showing 1to 1 of 1 entry

To delete multiple template, simply select the template(s) and click on the Bulk Delete button.

Created At

2023-10-16
13:35:13

Credential
Records

Compulsory

SimppleUser @ A
PP Py

Job Scope(s)

Security
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Credentials

Worker |

Worker |

Worker |

Worker |

Credentials

Cleaning Operations

Cleaning Certificate

Credential Guide

Status

Rejected

Created

Approved

Pending Approval

Category

Certificate

License

Worker 1

Issue Date

2023-03-10

2023-10-01

2023-09-12

Expiry Date

2025-02-10

2024-06-02

Worker 1

O 2
w

Actions

Cleaning Certificate

FLOW OF
CREDENTIALS

Status

Approved

<

Edit Credential

* indicates required fields

Client *

Name *

Cleaning Certificate

Category

Issuing Organisation *

Enable Expiry

o @)

Expiry Reminder

Worker 1

Issue Date

dd/mm/yyyy

Expiry Date

Cleaning Certificate

Worker 1

Q2
W

Status

Rejected




»VIEWING ASSIGNED SUBMIT

CREDENTIALS

VIEWING CREDENTIALS
View ALL Assigned Credentials under ‘Account Management’ > ‘Credentials’ J

—_— @ Dashboard Credentials Worker1 © Q
SSIMPPLE -
Credentials
1 Account Management v
e ~ 1
Credentials
User Name Status Category Issue Date Expiry Date Actions
Worker 1 Cleaning Operations Rejected Certificate 2023-03-10 2025-02-10 f ©
Worker | Cleaning Certificate Created License f ©
Worker 1 CPP Approved License 2023-10-01 2024-06-02 f ©
Worker 1 Credential Guide Pending Approval License 2023-09-12 2024-04-25 f ©

Showing 1 to 4 of 4 entries



»UPLOADING SUBMIT

CREDENTIALS

— & Dashboard Credentials Worker 1 Q Q
SSIMPPLE .
Credentials
1 Account Management v
e ~ ea
Credentials
User Name Status Category Issue Date Expiry Date Actions
Worker 1 Cleaning Operations Rejected Certificate 2023-03-10 2025-02-10 f ©
Worker | Cleaning Certificate Created License 1. Click to Edit and Submit Credentials ;7 @
[y
Worker 1 CPP Approved License 2023-10-01 2024-06-02 f ©
Worker 1 Credential Guide Pending Approval License 2023-09-12 2024-04-25 f ©

Showing 1 to 4 of 4 entries



»UPLOADING SUBMIT

CREDENTIALS

2. CREDENTIAL FORM

Proceed to fill in the required fields in the form J Worker1 (& &

< Edit Credential

* indicates required fields

Client * User *

Name *

Cleaning Certificate

Category
Issuing Organisation * Issue Date

dd/mm/yyyy m
Enable Expiry

on @)

Expiry Reminder Expiry Date



»UPLOADING SUBMIT

CREDENTIALS

&  @Dashboard > Credentials > Edit | Worker1 ©@ a
SSIMPPLE —

< Edit Credential

* indicates required fields

Client * User *

Name *

Cleaning Certificate

Category
3. SET THE ISSUE DATE OF THE CREDENTIAL IF APPLICABLE
Issuing Organisation * Issue Date
dd/mm/yyyy m
Enable Expiry

Lon @)

Expiry Reminder Expiry Date



UPLOADING
p

CREDENTIALS

SUBMIT

Learning Management

Category

Issuing Organisation *

Enable Expiry
4. SET THE EXPIRY REMINDER AND DATE IF _

Issue Date

dd/mm/yyyy

Expiry Date

dd/mm/yyyy

APPLICABLE Month
Expiry Reminder Year

\ o) Day A
Serial/ ID no.

Attach Document (.JPG, .PNG, .PDF Supported)

Choose files | I\

[ Save as Draft ] Submit Credential




UPLOADING
p

CREDENTIALS

SUBMIT

Learning Management

Category

Issuing Organisation *

Enable Expiry

on @)

Expiry Reminder

0

Serial/ ID no.

5. ATTACH DOCUMENTS

Day

Issue Date

dd/mm/yyyy

Expiry Date

dd/mm/yyyy

Attach Document (.JPG, .PNG, .PDF Supported)

Choose files | I\

\_

[ Save as Draft ] Submit Credential




»SAVING AS SUBMIT

DRAFT

Learning Management Category
Issuing Organisation * Issue Date
dd/mm/yyyy m
Enable Expiry
Expiry Reminder Expiry Date
0 Day ~ dd/mm/yyyy 0

Serial/ ID no.

Attach Document (.JPG, .PNG, .PDF Supported)

Choose files | I

Credentials are not submitted when SAVE AS DRAFT is clicked

: : o : Save as Draft Submit Credential
6. Click SAVE AS DRAFT if further editing is required. p
@



»SUBMITTING SUBMIT

CREDENTIALS

Learning Management Category
Issuing Organisation * Issue Date
dd/mm/yyyy m
Enable Expiry
Expiry Reminder Expiry Date
0 Day ~ dd/mm/yyyy 0

Serial/ ID no.

6. Click SUBMIT CREDENTIAL

Submitted Credentials will change it’s status to PENDING APPROVAL

User Name Status

Attach Document (.JPG, .PNG, .PDF Supported)
Worker | Cleaning Certificate Pending Approval

Choose files | I\

[ Save as Draft ] Submit Credential




»RE-UPLOADING SUBMIT

REJECTED CREDENTIALS

—_— @& Dashboard Credentials Worker1 © Q
SSIMPPLE .
Credentials
1 Account Management v
e ~ ea
Credentials
User Name Status Category Issue Date Expiry Date Actions
Worker 1 Cleaning Operations Rejected Certificate 2023-03-10 2025-02-10 f ©
Worker | Cleaning Certificate Rejected License 1. Click to Edit and Re-Submit Credentials f ©
-
Worker 1 CPP Approved License 2023-10-01 2024-06-02 f ©
Worker 1 Credential Guide Pending Approval License 2023-09-12 2024-04-25 f ©

Showing 1 to 4 of 4 entries



RE-UPLOADING VIEW SUBMIT
> 1 2

REJECTED CREDENTIALS

Enable Expiry

Off

Serial/ ID no.

Attach Document (.JPG, .PNG, .PDF Supported)

Choose files | "o |

£
v’

2. VIEW ON REJECTED REASON

Rejection Reason

Wrong Documents

- J

[ Save as Draft ] Submit Credential




»RE-UPLOADING SUBMIT

REJECTED CREDENTIALS

2. RE-SUBMISSION OF CREDENTIAL FORM

Proceed to re-fill the particulars in the form if required J Worker1 (& &

< Edit Credential

* indicates required fields

Client * User *

Name *

Cleaning Certificate

Category
Issuing Organisation * Issue Date

dd/mm/yyyy m
Enable Expiry

ax)

Expiry Reminder Expiry Date



RE-UPLOADING VIEW SUBMIT
> 1 2

REJECTED CREDENTIALS

Enable Expiry
Off

Serial/ ID no.

5. RE-ATTACH DOCUMENTS IF REQUIRED \

Attach Document (.JPG, .PNG, .PDF Supported)

Choose files | No file chosen

Rejection Reason

Wrong Documents

[ Save as Draft ] Submit Credential




»RE-UPLOADING SUBMIT

REJECTED CREDENTIALS

Learning Management Category
Issuing Organisation * Issue Date
dd/mm/yyyy m
Enable Expiry
Expiry Reminder Expiry Date
0 Day ~ dd/mm/yyyy 0

Serial/ ID no.

6. Click SUBMIT CREDENTIAL

Submitted Credentials will change it’s status to PENDING APPROVAL

User Name Status

Attach Document (.JPG, .PNG, .PDF Supported)
Worker 1 Cleaning Certificate Pending Approval

Choose files | I\

[ Save as Draft ] Submit Credential

G




»COMPLETED SUBMIT

CREDENTIALS

— & Dashboard Credentials Worker 1 Q Q
SSIMPPLE w
Credentials
1 Account Management v
e ~ ea
Credentials
User Name Status Category Issue Date Expiry Date Actions
Worker 1 Cleaning Operations Rejected Certificate 2023-03-10 2025-02-10 f ©

STATUS WILL BE APPROVED

Worker | Cleaning Certificate Approved License 7 ©
Worker 1 CPP Approved License 2023-10-01 2024-06-02 f ©
Worker 1 Credential Guide Pending Approval License 2023-09-12 2024-04-25 f ©

Showing 1 to 4 of 4 entries
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FLOW OF
CREDENTIALS TEMPLATE

c ADDING TEMPLATE a OVERVIEW PAGE 9 COURSE MATERIALS

2. FILL THE OVERVIEW PAGE ~ 9 o
Supervisor P O

< Add Course Template

1. ADD NEW COURSE TEMPLATE

Navigate to the Courss Templates under the Learning Management tab. Click
new templzate.

3. COURSE MATERIALS

S = & Creat Supervisor (@ 2
N reate P Py

¢ to create 3

Overview urse Materials

< Add Course Template

SSIMPPLE

Overview Course Materials

Course Templates ® Course Status

O

w

Click the edit button to add icon for the course template

) edit

0N name 1o

Category
Fill the Course

Language Passing Percentage

he language Save as Draft Publish

Version no.
Assessment Retake *

nput course version no.

Entire Assessment




)

COURSE 1 Course Course Course
TEMPLATE DASHBOARD Template Overview Materials

1. ADD NEW COURSE TEMPLATE

Navigate to the Course Templates under the Learning Management tab. Click ~ © #9¢"* o create a
new template.

> Course Templates Supervisor @ n
@W»

SSIMPPLE

Course Temp|ates © Add New & Bulk Delete
)

O Client Name

~ ~

Showing to of O entries

E Learning Management a
Credential Templates
Credential Records
Course Templates

Courses




COURSE Course Course Course
TEMPLATE DASHBOARD Template Overview Materials

2. FILL THE OVERVIEW PAGE

Create Supervisor (@ 4
wr

< Add Course Template
Select the Category from the dropdown menu

Overview urse Materials
Assessment

Course Status

v

@ Click the edit button to add icon for the course template

b

" indicates required fields

Onboarding Training
Name* Fi|| the Course name Category

ASESEL Enter the with a numeric value. Tester that
scores lower than the passing grade will be required to have an
Assessment Retake can be customised as

Language Choose the language Passing Percentage such :

English
Entire Assessment

loimmasaranmarin Versionno. |nput course version no. (if applicable)

Entire Assessment

\Alranrm a ~ 1 arta]lY
VVIrol ;: Luestions O v

Course Description




COURSE Course Course Course
> TEMPLATE DASHBOARD Template Overview Materials

Course Description

3. SET COURSE VALIDITY

Enable expiry to set a validity time limit for the
created course. Users will need to renew their
course certification once the validity period has

expired. | %

Course Certification Expiry Reminder *
Validity *

Enable Expiry

4. ISSUE COURSE DAY

User assigned to the course will be able to start the
course after the Issued course day has passed. \ asue Course to Daex atter=

Day

Assigned Job Scope(s)

Security v Required Assigned Job Scope(s)

‘\
\ ®Add \

Once the overview page is completed, click
Next.

‘ III@




COURSE Course Course 3 Course
> TEMPLATE DASHBOARD Template overview MALCHES

5. ADDING SECTION IN COURSE MATERIALS
S = & c S i @ a
S reate upervisor Py

il

< Add Course Template

Overview Course Materials < Add Course Template

Overview Course Materials

{ @ Lesson ] [ @ Assessment ] { (® Lesson }{ (3 Assessment }

Double click on the section name to edit

] Section 1
Section
| Section 2

[ Save as Draft } Publish

[ Save as Draft J Publish




COURSE Course Course Course
> TEMPLATE DASHBOARD Template overview MatEHals

6. ADDING LESSON

> Create Supervisor 3 Al (® Add Lesson

Course material can be uploaded

) N using a computer file or a Video
esson ame URL/embed code.

Overview Course Materials Fill the Lesson Name
Course Material

'~ Choose File |

< Add Course Template

Click on a section then click Lesson

PDF files supported

Section 1 7_ W

Section 2 Video URL

Video Embed Code

How-to-find-the-embed-code

[ Save as Draft }

Cancel



https://www.youtube.com/watch?v=bNKwyn3p1Vs

)

COURSE
TEMPLATE DASHBOARD

7. ADDING ASSESSMENT

> Create

< Add Course Template

Overview Course Materials

Click on a section then click Assessment

Section 1

Lesson 1 - Lesson

Section 2

Course
Template

Supervisor ' @ A&
Wb

[ @ Lesson @ Assessment }
U

0
0

0

[ @ Section J

{ Save as Draft } Publish
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