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Welcome to Smart Trainer LMS!

Smart Trainer allows the online delivery of training with real time tracking of training results, optimizing
time and reducing cost associated with traditional learning methods. Smart Trainer is a learning software

designed to deliver, track, train and certify online training.
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1. How to access to the LMS?

Step 1: Go to Smart Trainer LMS Online Training site.

Step 2: Enter your login in the Email field.

*Email must be include @, does not have space or special characters (", &, *, 3, #).
Step 3: Enter your Password.

Step 4: Click on the “Login” button.

*Click on “Remember me” check-box to save password for the next login.
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2.How do I begin my training?

After login successfully, the LMS will open to the Dashboard screen. The Dashboard screen is divided
into three sections:

e  Slider images, which can be managed in Setting > Themes.

®  Quick actions: Add new course, Add new trainee, Assign courses.

e  Thing to to: Handle course request, Mark exam; Top performances: The most popular course, The

most productive trainee.
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3. How to create new training?

Smart Trainer LMS has 2 types of trainings: Single course, which trainees have to learn the whole
course, take exam & get certificate to complete course training,; Training plan, which trainees have to

learn multiple modules from multiple courses, take exam & get certificate to complete training plan.
However, before creating Single course training or Training plan, you have to create Library for these

courses first.

3.1. How to create new Library?

At the navigation bar in the left side, clicks on the “Libraries” module to go the Library management.

Otherwise, you can click in button “Add library” in Dashboard.
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3.1.1. How to create new library?

You can create new library by click on tab “+ Add”.
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When creating a new library, the system administrator must configure it using a form provided by Smart
Trainer LMS where values are set for following fields:

e Library image: Optional field. Select image from Computer

e Library title: Required field. Unique title. Maximum 255 characters.




e Library description: Optional field.

e Library status: Active or Inactive. Auto set as active.
e C(Click “Cancel” to quit saving new library.

e C(Click “Create new library” to save new library.

e C(Click “Create new library & another” to save this new library & continue create a new one.
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3.1.2. How to manage libraries?

In the libraries list, you can manage all the libraries: Add new library, Edit library, Activate library,

Deactivate library or Delete library.

If you want to activate, deactivate or delete multiple libraries at the same time, you can select these

Bulk actions v ]
libraries by check-box “ then select “Bulk action” at the top right

corner.




= Q Skins v o Language v Q @ ! Super Administrator v
. = List + Add <
&E.E\arttralner \ \
rai your entie organization
' Activate

@ DASHBOARD

& 2017/05/13 - 2018/05/ Library status =

% LIBRARIES
X Deactivate
14 result(s) found Vieyv
& COURSES
@ Delete
£ TRAINING PLAN Description Courses
B DEPARTMENTS 7 \ Lorem Ipsum Lorem ipsum dolor sit amet, consectetu 1 course =3 S @
r adipiscing elit. Phasellus eu neque a r
isus ultrices gravida eget non erat. Sed
& LT TRAINING L83 convallis, orci vel lobortis portitor, nunc

nulla luctus turpis, at accumsan ante pu

rus semper quam. Duis convallis in null

& USERS ] ain gravida. Aenean at elementum libe
ro. Phasellus varius non mi vel dignissi
m. Nullam sit amet lectus quis dolor ac

= QUESTIONBANK 4 cumsan finibus. Ut eu elit metus. Null

a

= masks1o00 @ «

popular belief, Lorem Ipsum is not simp
ly random text. It has roots in a piece of

Ll REPORTS 4
classical Latin literature from 45 BC, m

What is Lorem Ipsum? Where does it come from? Contrary to 0 course m S E @
E LB16

If you want to find a specific library, you can use search, sort or filter functions:

e Scarch function: Free text search. Enter any keywords that you remember.

e Sort function: Sort by: Library’s title, Number of courses from A/ Newest to Z/ Oldest or vice versa.
e Filter function: Filter by duration of created date (for example: This month, Last month, Last 6

months, This year, Last year or Custom range), Library’s status: Active or Inactive.

Moreover, if you want to change the number of libraries showed in one page, you can change the view

option by 5, 10, 15, 20, 25, 50, 100 libraries/ page at “Viewing option” box.

Moreover, there is a very quick & easy way for you to add a new course in one library. Let’s click in

button “Add course” in library list. Then, you will be redirected to Add new course form and continue

adding other information to create course in selected library:
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3.1.3. How to view library detail?
You can view a library detail easily by click on the library’s image or library’s title.

In the library detail page, you can see all the following information in the session in the left side:
e Library image (if any)

e Library ID

e Total courses in this library

e C(reated time

e C(reated by

In the main session in the right side, you can see:
e Library title
e Library description (if any)

e Courses list in this library
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Besides that, you can edit information of this library just by click on the “Edit information” button

o Edit or click on the tab “Edit information”.

i Library information [# Edit information

3.2. How to create new course?

At the navigation bar in the left side, clicks on the “Courses” module to go the Courses management.

Otherwise, you can click in button “Add course” in Dashboard.
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3.2.1. How many steps I have to do to create a complete course?
In order to create a complete course then assign to trainee, you have to do as following steps:

Step 1: Create course information

Step 2: Create modules in course

Step 3: Add exam to course

Step 4: Add quiz to modules

Step 5: Add certification to course

Step 6: Add reference documents to each module or the whole course

3.2.2. How to create new course?

You can create new course by click on tab “+ Add” or button “+Add new course” at the right corner of

this page.

When creating a new course, the system administrator must configure it using a form provided Smart

Trainer where values are set for 3 following sessions:
e COURSE INFORMATION




Course image: Optional field. Click to select image from Computer.

Course title: Required field. Unique field. Maximum 255 characters.

Course description: Optional field.

Libraries: Required field. Select multiple libraries to add course.

Course duration: Optional field. Select start date - end date to set up duration for course.

Course status: Required field. Auto set active.
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Enable exam for course: Optional field. Check on checkbox if you want to enable exam for course.

Set time to take exam: Required field if you enable exam for course. Unit: minutes.

Allow exam attempts: Required field if you enable exam for course. Select from 1 attempt to 5 attempts.

Maximum number of questions: Required field if you enable exam for course. Only number available.

Unit: question.

Passing percentage: Required field if you enable exam for course. Unit: percentage (%).




Show exam key after finishing the exam: Required field if you enable exam for course. Check on

checkbox to display result after trainee finish exam.
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e (COURSE CERTIFICATE

Allow certificate: Optional field. Check if you want to give certificate on completion and achievement.
e C(Click “Cancel” to quit saving new course.
e C(Click “Create new course” to save new course.

o Click “Create new course & another” to save this new course & continue create a new one.
*ADDITIONAL FUNCTION: A QUICK TIP TO CREATE NEW COURSE

If you want to to create a new course based on information & setting from an existing course, you can do
it easily just by click on “Clone” icon in “Action” column. All course information, excluding course title,
will be all cloned.

Now you can change course image, add course title & change course description to have a totally new

course!

Another quick way to create multiple courses: You can use import courses function.
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Open downloaded file.
1.View detail example in tab "ImportGuide "
2.Copy data in each individual column in tab "Import"

3.Save your file and Import !

3.2.3. How to create module in course?

After creating new course successfully, you will be redirect to Courses list. At this screen, you can

quickly go to Modules list and add new module by click on the “Add content” button Gcdicotont
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Another way to create module, you can click on “View” icon ®to go to the course detail.

In the course detail screen, let’s click on the “Add training modules” tab

Add Training Modules
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When creating a new module, the system administrator must configure it using a form provided Smart

Trainer:
Module title: Required field. Unique field. Maximum 255 characters.
Module description: Optional field.

Upload content: Required field. You can select upload file from computer or embed video from Youtube,

Vimeo or both.
Note:

Upload file type from computer: doc, docx, pdf, ppt, pptx, xIs, xlsx, csv
Maximum size: 250 MB

Completion condition: Required field. You have to select only one of three options:

e (Complete module by click on button: You can rename this button.

e Complete module after a period of time: You will have to set passing time for this modules. Unit:
minutes.

e Complete modules after doing some quizzes:

Set time to take quiz: Required field. Unit: minutes




Module status: Required field. Active/ Inactive

Position of module in Modules list: Optional field. System will auto generate position of this module in

the modules list. If you want to change the order, you can enter new number or drag drop it in the
Modules list.

3.2.4. How to add exam to course?

The easiest way to add exam to course is by clicking on the tab “Add Exam & Certificate”.
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In order to create exam for course, you will have to fill in following fields:
Exam title: Required field. Maximum 255 characters.

Exam description: Optional field.
Score this exam: Auto set inactive. You can switch on to enable scoring for questions!

In this screen, you also can view the settings of exams which you created when creating a new course. If

you want to change exam setting, just click on the text link “>> Change exam setting”.
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EXAM CONTENT (Please add question to your exam 1) + Add from question bank | + Add question manually

Smart Trainer provides 2 options for you to create exam for course:

Add from Question Bank

If you already added questions in Question Bank, you can use this function. Want to search for a specific

question? Let’s use search or filter by Question library functions.

Just by drag drop to select question, then click on “+ Add question” button.




Preview

Question Bank

Nunc sed scelerisque massa. Fusce ac mattis

Al categories v | Search recommended questions Q et

 Filter 9 question(s)

(& Nunc sed scelerisque massa. Fusce ac mattis est?
@ Writen question

Microsoft Office Word

Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Curabitur ligula erat, tincidunt quis sapien sed,
luctus cursus tortor. Proin id fringilla ipsum. Aenean
suscipit dui ut nunc tempor luctus. Nam vehicula
dolor felis, it amet elementum tortor aliquet vel
Nunc finibus, metus non imperdiet sagitts, purus
lectus scelerisque quam, mollis accumsan odio felis
non purus. Ut finibus tincidunt posuere. Quisque
vitae nulla tortor. Mauris vulputate tempor
pellentesque.

@ Muttiple Choice - Single Option

togl [tag? tag3

Ut pellentesque, ex vel finibus pulvinar, purus
lectus condimentum lacus, ut sodales turpis arcu id
fells. Ut molestie feugiat dignissim. Maecenas a
orci sapien. Vivamus eget rhoncus arcu.
Pellentesque facilisis velit iaculis facilisis suscipit.
Aliquam eu dui ut erat mollis congue.

aliquet elementum enim, quis rutrum augue porta
sed. In consectetur et justo mattis aliquam. Ut id
arcu sollicitudin, congue eros at, venenatis enim
Sed feugiat est nec nisl fringilla portttor. Maecenas
pellentesque neque id lacus pretium vestibulum

% Neque porro quisquam est qui dolorem ipsum quia
~ dolor sit amet_ consectetur, adipisci velit

@ Import fle

Microsoft Ofie  Power Point  PPT

Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Duis sagittis, quam at lobortis cursus, magna
magna venenatis purus, a facilisis elit ipsum quis
uam. Fusce iaculis turpis justo, nec tempus nisi
Volutpat sit amet. Vestioulum elementum iaculis
mauris, et vehicula enim laoreet eu. Proin ut
pharetra tellus, ut dapibus leo. Mauris honcus
finibus ante in tincigunt. Ut omare metus ac arcu
efficitur egestas. Vivamus finibus sapien et vehicula
varius. Duis ultrices neque vitae ante laoreet
pellentesque. Ut scelerisque rutrum sodales. Morbi
a risus vitae purus ullamcorper porttitor id eget
odio. Vestibulum ex odio, tincidunt a nulia in,
euismod fringilla purus. Nunc rutrum erat risus, et

feugiat, at volutpat ante rhoncus. Curabitur non
molestie lacus. Aliquam velit nulla, lobortis

felis ey, pulvinar ultrices odio. Morbi iaculs, felis sit
amet faucibus tristique, lacus ipsum tincidunt
mauris, id euismod ante justo a ex. Cras lobortis
neque at metus ultricies dignissim. Sed sed lacinia
elit. Ut bibendum, nunc sed euismod rhoncus, felis
metus loborts ante, ac sagittis odio libero id est
Sed euismod tempus nibh, ac commodo neque
porta hendrerit. In maximus metus ut eleifend
finibus. Aenean et magna, dictum at luctus vel
condimentum sed leo. Curabitur laoreet volutpat

Neque porro quisquam est qui dolorem ipsum
quia dolor sit amet, consectetur, adipisci velit

+ ADD (2) QUESTION

Or Add new question manually with 6 type of questions:

e Multiple Choice - Single Option Fill in the Gap

Written Question

e  Multiple Choice - Multiple Answer
e Yes/ No Question

Import File

If you are going to use this question many times, or just want to use the format of this question, you can
click on the checkbox “Add question to Question Bank” *

*By adding question to Question Bank, you can simply use it by select it from Question Bank next time.




Add more questions to "™
O Add question to question bank @

Question’s type *

[ Select queston type

e —
Muliple Choice - Single Option

Mutiple Choice - Multiple Answer

Yes/No Question

Fillin the gap

Written question

Import ile

Tags

Add atag

(Separate by comas. Ex- tag1, tag2. tag3)

0 Score this question @

Cancel

3.2.5. How to add quiz to module?

After creating new module successfully, you will be redirect to Module list. At this screen, you can

quickly add new quiz by click on “Add quiz” button .

Another way to add quiz, you can click on “View” icon @to go to the module detail then click “Add
quiz”.




= £ skinsv @ Language v [ ) * Super Admin v
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smarttrainer .
samsnem—= | Quiz

@ DASHBOARD

© Quzs | z
% LIBRARIES
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=
& courses Back to module list Module information Quiz
& TRAINING PLAN
= Quizlist + Add quiz

I DEPARTMENTS « Question's type | - Choose question type - a + Add from question bank
& USERS “«

Muttiple Choice - Single Option
_ Cancel
= QUESTIONBANK ¢ Multiple Choice - Multiple Answer

YesiNo Question
= TasksTo00 () « Fill in the gap

Wiitten question
Ll REPORTS Import fle
# SETTINGS
& CONTACT
© HELP & SUPPORT
& ACCOUNT
O LoGout

Poviered by SMART TRAINER LTD | © 2017 Al rights reserved A

At this screen, just select question type which you want to add then click on “+” icon n to start
adding quiz.

Smart Trainer LMS has 6 type of quizzes/ questions:

e Multiple Choice - Single Option e Fill in the Gap

e Multiple Choice - Multiple Answer e Written Question
e Yes/ No Question e Import File

3.2.6. How to add certificate to course?

You can add certificate to course by click on the tab “Add certificate”. Now you can select the template

which you want to use then click “Add certificate” to save your setting.




£ Skins v Q@ Language v  Super Administrator v

# Dashboard > & Courses > & "Donec consequat, quam a ullamcorper ullamcorper” > &= Exam
&_sr\narttrainer " " .
e e e Donec consequat, quam a ullamcorper ullamcorper" Course - Add Exam & Certificate

@ DASHB@ARD

3 - =] @ 22 88
% LIBRARIES 6 1 == -_ 8588
Back to Courses list Course Information Assign Trainees Add Training Modules Add Documents Add Exam & Certificat
& COURSES
i Exam information ! <+ Edit ' # Certificate \ [+

& TRAINING PLAN
Receive certificate Pass exam

after
I DEPARTMENTS

Renew certificate
& LT TRAINING

Expired certificate* days v
& USERS ‘« Required! days
= QUESTIONBANK ¢ Select certificate years —
template ™ Lms LS CERTIFICATE
= TASKS TO DO a . digital learning certificate Analytics Certificate ‘ C‘

®0

il REPORTS P <

You can customize certificate:

Renew certificate: Yes/ No

Expired certificate: Required. Set duration by days/ months or years. Enter number to set duration.
Select certificate template: Required.

3.2.7. Add reference documents to each module or the whole course?

You have reference documents for trainees to research? Let’s add documents to module & course.
In adding document screen, you have to fill in following fields:

Document for: The whole course or Specific module. Auto set for the whole course.

Document title: Required field. Maximum 255 characters.

Document description: Optional field.

Upload content: Required field. You can select upload file from computer or embed video from Youtube,

Vimeo or both.

Document status: Required field. Active/ Inactive




Position of document in Documents list: Optional field. System will auto generate position of this module
in the modules list. If you want to change the order, you can enter new number or drag drop it in the

Modules list.

3.2.8. How to assign trainees to course?

In order to assign trainees to course, you can click into tab “Assign Trainees” or button “Assign trainees”

in Modules list

&£ Skins v 2 Super Administrator v

Q@ Language v

" ® Moduls
géﬁ‘arttramer odes |
sl

Q

. —
@ DASHBOARD € 1 ==
Back to Courses list Course Information Assign Trainees
% LIBRARIES
000
o222
& COURSES

Add Exam & Certificate

Add Documents

& TRAINING PLAN

T DEPARTMENTS P

Bulk actions v  EESFA]

& LT TRAINING

2 result(s) found

& USERS «

Modaule title Quizzes Created date  Status

= QUESTIONBANK ¢
3080 New module for May 0 PULICRTI Active | ®s Q@ =]
3081 Second module for May 0 20180511 [ ®s A o

il REPORTS < m
Bulk action & an

1}

Tasks 000 (@ «

Just by clicking into button “Assign trainees”, you can start selecting trainees for course:




ILT training to "Quisque a ullamcorper diam"

(1) SELECT TRAINEES (2) CUSTOMIZE MESSAGES

Assign to : @® Individual trainee/ Group of trainees © Department/ Multiple departments

Q

Country " ‘ State " ‘ Location "‘ ‘ Division A Department "

7 result(s) found

Viewing options| 10

Trainee fullname Department Email

Hung Tran Marketing Department tranhung.vn09@gmail.com
Division:
Location:
State:
Country

Tran Hung Marketing Department tranhung.vn10@gmail.com
Division
Location:
State:
Country

Step 1: Select trainees

You can assign to Individual/ Group of trainees or Department/ Multiple departments.
Moreover, you can search or filter to view according trainees.

Step 2: Customizes messages

Assign title: Required. Text input field.

Assign message: Optional.

Click Cancel to quit assigning. Click Submit to assigning ILT training to trainees.




ILT training to "Quisque a ullamcorper diam"

(1) SELECT TRAINEES (2) CUSTOMIZE MESSAGES

Assign title Let's enjoy it

Assign message Let's enjoy ﬂ

3.3. How to create new training plan?

3.3.1. How many steps do I have to do to create a training plan?
In order to create a training plan then assign to trainee, you have to do the following steps:

Step 1: Select courses & modules to add to training plan

Step 2:_Add exam to training plan

Step 3: Add certification to training plan

3.3.2. How to select course & module to add to training plan?

In order to create a training plan, you can add in both “Course Management” module or “Training Plan

Management” module.

Option 1: Create training plan in “Course Management” module




£ Skins v (+] Language v 7' Super Administrator

# Dashboard > & Courses
Lerereiorer [EEE—
train your entire organzation Cou rses ( Courses sub title ) & Assign training plan to trainees B Import courses from zip file ® Import from 6 free courses ]

@ DASHBOARD

= List \ +Ad | © Import \ e
% LIBRARIES
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& TRAINING PLAN B 2017/05/13 - 2018/05 ‘ Library " ‘ Course status "
I DEPARTMENTS « 17 result(s) found - .

result(s) foun Viewing options| 10 v

& ILT TRAINING

Image Course Duration Modules Created date  Status Action
USERS New course for Ma 2018-05-11 2 2018-05-11
& < 3 y [ Active | [y avalc @
2018-05-16
= QUESTION BANK < 73
= msksT000 @ « Do::;c co:s:"qu?t, ) 2018-05-11 2 2018-05-11 [ ®sAE @
e 2018-05-15
ullamcorper
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Option 2: Create training plan in “Training Plan Management” module

£ Skins v Qo Language v 2 Super Administrator vV

# Dashboard > & Training plan
Lo ini
1ran your entire organization Tra|n|ng p|ans ( Training plans sub tie ) & Assign training plan to trainees

@ DASHBOARD

List \ =

v

LIBRARIES

jol

& COURSES

B 2017/05/13 - 2018/05: Traning plan status | ¥

& TRAINING PLAN

il REPORTS P

Il DEPARTMENTS « §resulie) found Viewing options | 10 v
& ILT TRAINING Id Training plan Courses Trainees  Created date Progress Status Action

303 Training plan for May 2 2 2 2018-05-11 m @ 5]
& USERS ‘«

302 Training plan for May 2 0 2018-05-11 m ®F 5]
= QUESTION BANK <

301 Training plan 6 1 1 2018-05-11 m @8 5]
= maskstooo (@ «

300 Training plan 5 1 1 2018-05-11 m ®F 2

3.3.3. How to add exam to training plan?
The easiest way to add exam to course is by clicking on the tab “Add Exam & Certificate”.

In order to create exam for course, you will have to fill in 3 following sessions:

EXAM INFORMATION:




Exam title: Required field. Maximum 255 characters.
Exam description: Optional field.
Score this exam: Auto set inactive. You can switch on to enable scoring for questions!

EXAM SETTING:

Enable exam for training plan: Optional field. Check on checkbox if you want to enable exam for training

plan.
Set time to take exam: Required field if you enable exam for training plan. Unit: minutes.

Allow the number of exam attempts: Required field if you enable exam for training plan. Select from 1

attempt to 5 attempts.

Maximum number of questions: Required field if you enable exam for training plan. Only number

available. Unit: question.
Passing percentage: Required field if you enable exam for training plan. Unit: percentage (%).

Show exam key after finishing the exam: Required field if you enable exam for training plan. Check on

checkbox to display result after trainee finish exam.

QUESTIONS:

Smart Trainer provides 2 options for you to create exam for training plan:
Add from Question Bank

If you already added questions in Question Bank, you can use this function. Want to search for a specific

question? Let’s use search or filter by Question library functions.

Just by drag drop to select question, then click on “+ Add question” button.




Question Bank Preview

Nunc sed scelerisque massa. Fusce ac mattis

Al categories v | Search recommended questions Q et

 Filter 9 question(s)
Neque porro quisquam est qui dolorem ipsum
(& Nunc sed scelerisque massa. Fusce ac mattis est? % Neque porro quisquam est qui dolorem ipsum quia quia dolor sit amet, consectetur, adipisci velt
~ dolor sit amet_ consectetur, adipisci velit
@ Writen question

@ Import fle
Microsoft Office Word
Microsoft Ofie  Power Point  PPT

Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Curabitur ligula erat, tincidunt quis sapien sed, Lorem ipsum dolor sit amet, consectetur adipiscing
Iuctus cursus tortor. Proin id fringila ipsum. Aenean elit. Duis sagittis, quam at lobortis cursus, magna
suscipit dui ut nunc tempor luctus. Nam vehicula magna venenatis purus, a facilisis elit ipsum quis
dolor felis, sit amet elementum tortor aliquet vel quam. Fusce iaculis turpis justo, nec tempus nisi
Nunc finibus, metus non imperdiet sagitts, purus Volutpat sit amet. Vestibulum elementum acuiis
lectus scelerisque quam, mollis accumsan odio felis. mauris, et vehicula enim laoreet eu. Proin ut
non purus. Ut finibus tincidunt posuere. Quisque pharetra tellus, ut dapibus leo. Mauris thoncus
vitae nulla tortor. Mauris vulputate tempor finibus ante in tincidunt. Ut omare metus ac arcu
pellentesque. efficitur egestas. Vivamus finibus sapien et vehicula
® Mutipie Choice - Single Oplion varius. Duis ultrices neque vitae ante laoreet
pellentesque. Ut scelerisque rutrum sodales. Morbi
a risus vitae purus ullamcorper porttitor id eget
= = - odio. Vestibulum ex odio, tincidunt a nulla in,
euismod fringilla purus. Nunc rutrum erat risus, et

feugiat, at volutpat ante rhoncus. Curabitur non
molestie lacus. Aliquam velit nulla, lobortis

felis ey, pulvinar ultrices odio. Morbi iaculs, felis sit
amet faucibus tristique, lacus ipsum tincidunt
mauris, id euismod ante justo a ex. Cras lobortis
neque at metus ultricies dignissim. Sed sed lacinia
elit. Ut bibendum, nunc sed euismod rhoncus, felis
metus loborts ante, ac sagittis odio libero id est
Sed euismod tempus nibh, ac commodo neque
porta hendrerit. In maximus metus ut eleifend
finibus. Aenean et magna, dictum at luctus vel
condimentum sed leo. Curabitur laoreet volutpat

Ut pellentesque, ex vel finibus pulvinar, purus
lectus condimentum lacus, ut sodales turpis arcu id
fells. Ut molestie feugiat dignissim. Maecenas a
orci sapien. Vivamus eget rhoncus arcu.
Pellentesque facilisis velit iaculis facilisis suscipit.
Aliquam eu dui ut erat mollis congue.

aliquet elementum enim, quis rutrum augue porta
sed. In consectetur et justo mattis aliquam. Ut id
arcu sollicitudin, congue eros at, venenatis enim
Sed feugiat est nec nisl fringilla portttor. Maecenas
pellentesque neque id lacus pretium vestibulum

Or Add new question manually with 6 type of questions:

e Multiple Choice - Single Option Fill in the Gap

Written Question

e  Multiple Choice - Multiple Answer
e Yes/ No Question

Import File

If you are going to use this question many times, or just want to use the format of this question, you can
click on the checkbox “Add question to Question Bank” *

*By adding question to Question Bank, you can simply use it again by selecting it from Question Bank

next time.




Add more questions to "™

O Add question to question bank @
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[ saectsstn ype

I
Multiple Choice - Single Option
Multiple Choice - Multiple Answer
YYes/No Question
Fill in the gap
Written question
Import file

Tags

Add atag

(Separate by comas. Ex- tag1, tag2. tag3)

0 Score this question @

Cancel

3.3.4. How to add certificate to training plan?

You can add certificate to training plan by click on the tab “Add certificate”. Now you can select the

template which you want to use then click “Add certificate” to save your setting.
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You can customize certificate:




Renew certificate: Yes/ No

Expired certificate: Required. Set duration by days/ months or years. Enter the number required to set

duration.
Select certificate template: Required.

3.3.5. How to assign trainees to training plan?

In order to assign trainees to training plan, you can click into tab “Assign Trainees”.
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There are 1 course in this training plan

QUESTION BANK L .
‘ ITIL® Practitioner Series
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View all modules selected Vv
il REPORTS P

Just by clicking into button “Assign trainees”, you can start selecting trainees for training plan:




ILT training to "Quisque a ullamcorper diam"

(1) SELECT TRAINEES (2) CUSTOMIZE MESSAGES

Assign to : @® Individual trainee/ Group of trainees © Department/ Multiple departments

Q

Country " ‘ State " ‘ Location "‘ ‘ Division A Department "

7 result(s) found

Viewing options| 10

Trainee fullname Department Email

Hung Tran Marketing Department tranhung.vn09@gmail.com
Division:
Location:
State:
Country

Tran Hung Marketing Department tranhung.vn10@gmail.com
Division
Location:
State:
Country

Step 1: Select trainees

You can assign to Individual/ Group of trainees or Department/ Multiple departments.
Moreover, you can search or filter to view according trainees.

Step 2: Customizes messages

Assign title: Required. Text input field.

Assign message: Optional.

Click Cancel to quit assigning. Click Submit to assigning ILT training to trainees.




ILT training to "Quisque a ullamcorper diam"

(1) SELECT TRAINEES (2) CUSTOMIZE MESSAGES

Assign title Let's enjoy it

Assign message Let's enjoy ﬂ

3.4. How to create new ILT training?

3.4.1. How many steps do I have to do to create new ILT training?

In order to create an ILT training then assign to trainee, you have to do as following steps:

Step 1: Create ILT training

Step 2: Create sessions in ILT Training

Step 3: Assign ILT Training to trainees

3.4.2. How to create new ILT Training?
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At the navigation bar in the left side, clicks on the “ILT Training” module to go the ILT Training

management.

In order to create new ILT, you can click in tab “Add” or button “Add new ILT Training”
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ILT training title: Required. Maximum 255 characters.

Description: Optional. Free text input.




Link with Course/ Training plan: Optional. Select from list.

Status: Active/ Inactive. Default set as Active.
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3.4.3. How to create session in ILT Training?

In ILT Training detail, you can click into tab “Add Session” to

add new session to current ILT Training.

In sessions list, clicking into tab “Add”
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In order to create new session, you will have to fill in following fields:

Title: Required. Maximum 255 characters.

Color: Optional. Select color code for session from color picker.

Time & Date: Optional. Select start time & date; end time & date for session.
Time-zone: Optional. Select time-zone to send exactly reminder for trainees.
Send reminder: Optional. Customize reminder setting.

Instructor: Optional. Select from User list

Location: Optional. Select from Location list

Type: Optional. Default set as Classroom

Detail: Optional. Text input field.

Status: Default set as Active.
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3.4.4. How to assign trainees to ILT Training?

In order to assign trainees to ILT Training, you can click into tab “Assign Trainees” or button “Assign

. . . . Assign trainees
trainees” in Session list

£ Skins v

# Dashboard > =Session
smarttrainer .
R SeSSIon ( Session sub title )

@ DASHBOARD

Q Language v 2 Super Administrator v

-
LIBRARIES € 1

Back to ILT Training ILT Training Information Assign Trainees

v

& COURSES

Stst | +aw |
& TRAINING PLAN
Q Sort by +

Bulk actions v~ S|

Viewing options| 10 v

I DEPARTMENTS <

1 result(s) found

& ILT TRAINING

Status

Seats

_ 2 Etiam et porta orci 0 10:48 AM (ZUEPOLEN Active | ®SE
= QUESTIONBANK ¢ (Etc/GMT+12) B

= msksto00 @ «

il REPORTS <

Session Session title

& USERS « id

Just by clicking into button “Assign trainees”, you can start selecting trainees for ILT Training:




ILT training to "Quisque a ullamcorper diam"

(1) SELECT TRAINEES (2) CUSTOMIZE MESSAGES

Assign to : @® Individual trainee/ Group of trainees © Department/ Multiple departments

Q

Country " ‘ State " ‘ Location "‘ ‘ Division A Department "

7 result(s) found

Viewing options| 10

Trainee fullname Department Email

Hung Tran Marketing Department tranhung.vn09@gmail.com
Division:
Location:
State:
Country

Tran Hung Marketing Department tranhung.vn10@gmail.com
Division
Location:
State:
Country

Step 1: Select trainees

You can assign to Individual/ Group of trainees or Department/ Multiple departments.
Moreover, you can search or filter to view according trainees.

Step 2: Customizes messages

Assign title: Required. Text input field.

Assign message: Optional.

Click Cancel to quit assigning. Click Submit to assigning ILT training to trainees.




ILT training to "Quisque a ullamcorper diam"

(1) SELECT TRAINEES (2) CUSTOMIZE MESSAGES

Assign title Let's enjoy it

Assign message Let's enjoy ﬂ

3.5. How to import free courses to system?

Smart Trainer LMS provides you many free courses to training your entire organization. And it’s very

easy to select these courses then import to your system!

¥ Skins v Q Language v * Super Administrator v
# Dashboard > & Courses
Lo CEEEET =
irain your entire organization Courses ( Courses sub title ) & Assign training plan to trainees B Import courses from zip file ® Import from 6 free courses H—
@ DASHBOARD
stst | +ad | @mpon | c
% LIBRARIES
& COURSES Q Sort by + @ Al
& TRAINING PLAN & 2017/05113-2018/05 | Library t ‘ Course status L
(
I DEPARTMENTS « 7 i
result(s) found Viewing options | 10 v
& LT TRAINING
Image Course Duration Modules Created date  Status Action

& USERS « New course for May 2018-05-11 2 2018-05-11 m @S AE @

o

Y 2018-05-16
= QUESTIONBANK 7
= TASKS TODO n . Donec consequat, 2018-05-11 2 2018-05-11 m @S AE a

quam a ullamcorper
2018-05-15
ullamcorper

@il REPORTS ‘ 7

In courses list, just by clicking on button “Import free courses”, you can see list of all free courses which

you can use for free:




& Import from 6 free courses

Q -- Filter by course's category -

Selected 0/6 courses

ofis MOS10_OUTLOOK

ook
Koo orate 0 downloaded SKU:

SKU_ODGTH92061

MOS10_Outlook

Author  Administrator Level  Beginner

Lessons 224 Duration 0 minute(s)

MOS10_POWERPOINT

0 rate 0 downloaded SKU:

QUII IUNLNT74742

Cancel

& Import from 6 free courses

Q -- Filter by course's category --

Selected 1/6 courses

offcs MOS10_OUTLOOK
K20
Ouiice orate 0 downloaded SKU:
SKU_ODGTH92061

MOS10_Outiook

Author  Administrator Level  Beginner

Lessons 224 Duration 0 minute(s)

MOS10_POWERPOINT

0 rate 0 downloaded SKU:
QUL INL74TA2

3.6. How to import Zip course to system?

Smart Trainer LMS is using SCORM version 2004 - the current SCORM version. If you bought courses

from Smart Trainer LMS website, or you have a zip course which has compatible structure with Smart

Trainer LMS structure, you can import its Zip course to the system.




All the course content will be unzipped. Hence, you can start training it in Smart Trainer LMS!

& Import from courses from zip file

Zip archive file:

Chon tép | Khéng c6 tép nao drroc chon

Cancel

4. How to manage courses?

4.1. How to manage courses?

In the courses list, you can manage all the courses: Add new course, Edit course, Activate course,

Deactivate course or Delete course.

If you want to activate, deactivate or delete multiple courses at the same time, you can select these

courses by check-box ) then select “Bulk action” at the top right corner.




£ Skins v @ Language v »-' Super Administrator v

# Dashboard > & Courses
Lerereooner Gt EEEEETE 8
train your entire organization Courses ( Courses sub title ) & Assign training plan to trainees B Import courses from zip file ® Import from 6 free courses o=

@ DASHBOARD

= List \ +Add | @ Import \ z

[\

LIBRARIES

‘ Course status E

17 result(s) found Viewing options | 10 v

& TRAINING PLAN & 2017/0513-2018/05| | Library E

I DEPARTMENTS <

& ILT TRAINING

Image Course Duration Modules Created date  Status Action
USERS New course for May 2018-05-11 2 2018-05-11 @
s . ; Coo ) s28 o
2018-05-16
= QUESTION BANK < 7
= TasksTo00 @ « Donec consequat, 2018-05-11 2 20180511 [ ®sNE
quam a ullamcorper
2018-05-15
ullamcorper
Ll REPORTS < o7

If you want to find a specific course, you can use search, sort or filter functions:

e Scarch function: Free text search. Enter any keywords that you remember.

e Sort function: Sort by: Course title, Modules or Created date from A/ Newest to Z/ Oldest or vice
versa.

e Filter function: Filter by duration of created date (for example: This month, Last month, Last 6

months, This year, Last year or Custom range), Course’s status: Active or Inactive.

Moreover, if you want to change the number of courses showed in one page, you can change the view

option by 5, 10, 15, 20, 25, 50, 100 courses/ page at “Viewing option” box.

4.2. How to view course detail?

You can view a course detail easily by click on the course’s image; courses title or “View” icon.

In the course detail page, you can see all the following information in 4 main tabs:
e Course Information

e Assign Trainees

e Add Training Modules & Quizzes

e Add Exam & Certificate

4.2.1. Course information

In this screen, you can see all course information which is divided into 2 main columns:




Left column: Show course image; Course ID; Added time & Added by
Right column: Show all course’s setting:

Course title: Maximum 255 characters

Course description

Course status: Active/ Inactive

Course duration: from date to date

Libraries: Show all libraries which contain this course

Exam setting: Exam duration
Allow exam attempts
Allow retake exam after
Maximum number of questions
Passing percentage

Show results after finish exam: Yes/ No

Allow certificate: Yes/ No

= & sknsv @ Language v [ ] * Super Admin v

# Dashboard > & Courses > i MOS10x_Excel
&smarttralner . .
e "\MOS10x_Excel" Course - Detail Information

@ DASHBOARD

© Course information [EY | o
% LIBRARIES
1 == =
& courses Back to Courses list Course Information Assign Trainees Add Training Modules Add Documents Add Exam & Certificate
& TRAINING PLAN
i Course Information ‘ @ Editinformation
i DEPARTMENTS « Course title MOS10x_Excel
& USERS « Course description MOS10x_Excel
Status 3
= QUESTIONBANK ¢
Course durati
ourse duration A
= 1asksTo00 (D «
Libraries Organic chemistry, Mathematics and statistics, Structure and function of macromolecules
L REPORTS ‘ Exam setting
Libraries Report Allow certificate [ vo]

* Courses Report Course ID: 4

Training Plans Report Added time: Nov 28, 2017

e Record By: Super Admin

Departments Report

+ Trainees Report
# SETTINGS

& CONTACT

© HELP & SUPPORT

Poviered by SMART TRAINER LTD | © 2017 Al ights reserved
& ACCOUNT

4.2.2. Assign trainees




At this tab, you will see all course attendance list first. They are trainees who are participating on this

course.

= £ Skins v @ Language v

# Dashboard > @ Courses > &= Agile for Business Analysts
&smarttfalner . . . .
"Agile for Business Analysts" Course - Assign Trainees

o B ! Super Admin v

@ DASHBOARD

© Course information [ |

Q

% LIBRARIES
1 = =
8 coursts Back to Courses lst Course information Assign & Trainees Add Training Modules Add Documents Add Exam & Certificate

& TRAINING PLAN
& Attendance list # Requested

& USERs « Location 2] | Depariment ‘ | Join ype H

= QUESTIONBANK ¢

I DEPARTMENTS «

6 result(s) found Viewing options | 10

= tasksTopo () «

Leamer fullname Location Department Email Join type Added date Progress
Ll REPORTS Sam Han America Neque porro quisquam suenguyen202@gmail.com Assigned 2017-11-03
Helen Janet Europe HR Department etest5830@gmail.com Assigned 2017-11-02
# SETTINGS
Tran Van tungtv Europe Department here tungtvsoict@gmail.com Assigned 2017-11-02
CONTACT Martin Dao America Neque porro quisquam minhdt1@qsoftvietnam. com Assigned 2017-11-02
Super Admin Europe Department here admin@smartirainerims.com Assigned 2017-11-03
© [EPRETETT Super Admin Europe Department here admin@smarttrainerims. com Assigned 2017-11-03
& ACCOUNT
O LoGout

Powered by SMART TRAINER LTD | © 2017 All rights reserved

You can use search, sort or filter functions to view accordingly trainees.

Search: search free text. You can search by trainee’s fullname, location, department, email or their join

type®.

*Join type here means trainee is assigned to join course by admin or department’s manager (Assigned)

or he/ she sent request to join this course (Requested).

Sort: sort by trainee’s fullname, location, department, email or added date from A/ Newest to Z/ Oldest

and vice versa.

Filter: filter by location, department or join type (all type, assigned or requested)
4.2.3. Add training modules & quizzes

In the course detail screen, let’s click on the “Add training modules” tab

Add Training Modules




= & Skins v @ Language v * Super Admin v

# Dashboard > @ Courses > i Neque porro quisquam est
&smarttralner . . .
e "Neque porro quisquam est " Course - Detail Information

@ DASHBOARD

© Course information XY | c
% LIBRARIES
1 =
& courses Back to Courses list Course information Add Training Modules Add Documents Add Exam & Certificate
& TRAINING PLAN
i Course information ‘ @ Editinformation
I DEPARTMENTS ¢ Course title Neque porro quisquam est
& USERS « Course description Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur tincidunt magna tortor, sit amet suscipit eros condimentum vitae. Quisque interdum hendrert odio, vel omare

lacus omare non. Donec vel dignissim est, in rutrum metus. Ut ut lectus augue. Aliquam pulvinar aliquam nis, sit amet sollicitudin erat luctus in. Quisque sem risus, omare id
portitor vel, aliquam non massa. Cras sollicitudin tortor in massa mattis pharetra. Praesent tellus lacus, ullamcorper vitae justo et, pulvinar dignissim lorem. Etiam non metus
non nunc tempor molestie ullamcorper malesuada felis. Vivamus condimentum, augue vitae aliquet mattis, tortor orci interdum dolor,id tristique leo orci quis ipsum

Status ['ncive

= QUESTIONBANK ¢

= maskstopo [ «

Course duration

Ll REPORTS Course id: 39 A
Added time: 2017-11-03 03:54:48 Libraries
# semmes By: Super Admin Exam setting Exam duration: 5 min(s)
& CONTACT Allow exam attempts: 5 Attempts
Maximum number of questions: 10
@ HELP & SUPPORT Passing percentage: 70 %
Show results after finish exam: [
& ACCOUNT
Allow certification
O LoGout

svascriptvoid(0)

When creating a new module, the system administrator must configure it using a form provided Smart
Trainer LMS:

Module title: Required field. Unique field. Maximum 255 characters.
Module description: Optional field.

Upload content: Required field. You can select upload file from computer or embed video from Youtube,

Vimeo or both.
Note:

Upload file type from computer: doc, docx, pdf, ppt, pptx, xIs, xlsx, csv
Maximum size: 250 MB

Completion condition: Required field. You have to select only one of three options:

e Complete module by click on button: You can rename this button.

e Complete module after a period of time: You will have to set passing time for this modules. Unit:
minutes.

e Complete modules after doing some quizzes:

Set time to take quiz: Required field. Unit: minutes




Module status: Required field. Active/ Inactive

Position of module in Modules list: Optional field. System will auto generate position of this module in
the modules list. If you want to change the order, you can enter new number or drag drop it in the
Modules list.

After creating new module successfully, you will be redirect to Module list. At this screen, you can

quickly add new quiz by click on “Add quiz” button .

Another way to add quiz, you can click on “View” icon @to go to the module detail then click “Add

quiz”.

& sknsv @ Language v * Super Admin v

# Dashboard > & Courses > & "Czym jest Lorem Ipsum” > & Modules > £ "Consectetur, adipisci velit.." > & Quiz
&_sinarttralner .
o e e oraezaten Quiz
@ DASHBOARD
© Quzs | c
% LIBRARIES

fit

& courses Back to module list Module information

g

& TRAINING PLAN

= Quizlist + Add quiz

I DEPARTMENTS Son's
- ‘ Question’s type - Choose question type - . + Add from question bank

& USERS « ‘

Muttiple Choice - Single Option

_ Cancel
= QUESTIONBANK ¢ Mutiple Choice - Multiple Answer

YYes/No Question
= asksT000 ([ « Fillin the gap

Written question
Ll REPORTS Import file

# SETTINGS
CONTACT
© HELP & SUPPORT
& ACCOUNT

O LoGout

Powered by SMART TRAINER LTD | © 2017 All rights reserved ~

At this screen, just select question type which you want to add then click on “+” icon n to start
adding quiz.

Smart Trainer LMS has 6 type of quizzes/ questions:




e  Written Question e Yes/ No Question
e Multiple Choice - Sin-gle Option e Fill in the Gap
e Multiple Choice - Multiple Answer e Import File

4.2.4. Add exam & certificate

The easiest way to add exam to course is by clicking on the tab “Add Exam & Certificate”.

£ Skins v @ Language v ! Super Admin v
# Dashboard > & Courses > & "Economics and Management” > & Exam
&smarttfalner . .
S s "Economics and Management" Course - Add Exam & Certificate

@ DASHBOARD

€ i = = Ei
= LIBRARIES Back to Courses list Course information Assign & Trainees Add Training Modules Add Documents Add Exam & Certificate

& COURSES

Y o

i Exam information \‘ + Add # Cerfcatin | c

& TRAINING PLAN

I DEPARTMENTS «

& USERS “« O

= QUESTION BANK ‘
Create exam for course

= TasksTo00 ([ «
Ll REPORTS

# SETTINGS

& CONTACT

© HELP & SUPPORT

& ACCOuNT

In order to create exam for course, you will have to fill in following fields:

Exam title: Required field. Maximum 255 characters.

Exam description: Optional field.

Score this exam: Auto set inactive. You can switch on to enable scoring for questions!

In this screen, you also can view the setting of exam which you created when creating new this course. If

you want to change exam setting, just click on the text link “>> Change exam setting”.




= & skinsv @ Language v 2 B 2 Super Admin v

i Bxaminformaton | 4 Add | # Cenificatin | -]
&smarttrainer ‘
ol yor st srguirton EXAM INFORMATION
@ DASHBOARD exam title * 0/225
O S exam description

& COURSES

& TRAINING PLAN
1 DEPARTMENTS «
& USERS «

= QUESTIONBANK ¢

= TasksT000 (D « 3 Words: 0
Ll REPORTS Score this exam @

# SETTINGS

EXAM SETTING >> Change exam setting
CONTACT Allow exam attempts 5 Attempts
© HELP & SUPPORT Allow retake exam after 1 day(s)
Maximum number of questions 15
& ACCOUNT

Passing percentage 60 %

O LoGout

The exam duration 5 min(s)

Showing results after finishing exam  Yes

EXAM CONTENT (Please add question to your exam 1) + Add from question bank | + Add question manually

Smart Trainer provides 2 options for you to create exam for course:

Add from Question Bank

If you already added questions in Question Bank, you can use this function. Want to search for a specific

question? Let’s use search or filter by Question library functions.

Just by drag drop to select question, then click on “+ Add question” button.




Preview

Question Bank

Nunc sed scelerisque massa. Fusce ac mattis

Al categories v | Search recommended questions Q et

 Filter 9 question(s)

(& Nunc sed scelerisque massa. Fusce ac mattis est?
@ Writen question

Microsoft Office Word

Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Curabitur ligula erat, tincidunt quis sapien sed,
luctus cursus tortor. Proin id fringilla ipsum. Aenean
suscipit dui ut nunc tempor luctus. Nam vehicula
dolor felis, it amet elementum tortor aliquet vel
Nunc finibus, metus non imperdiet sagitts, purus
lectus scelerisque quam, mollis accumsan odio felis
non purus. Ut finibus tincidunt posuere. Quisque
vitae nulla tortor. Mauris vulputate tempor
pellentesque.

@ Muttiple Choice - Single Option

togl [tag? tag3

Ut pellentesque, ex vel finibus pulvinar, purus
lectus condimentum lacus, ut sodales turpis arcu id
fells. Ut molestie feugiat dignissim. Maecenas a
orci sapien. Vivamus eget rhoncus arcu.
Pellentesque facilisis velit iaculis facilisis suscipit.
Aliquam eu dui ut erat mollis congue.

aliquet elementum enim, quis rutrum augue porta
sed. In consectetur et justo mattis aliquam. Ut id
arcu sollicitudin, congue eros at, venenatis enim
Sed feugiat est nec nisl fringilla portttor. Maecenas
pellentesque neque id lacus pretium vestibulum

% Neque porro quisquam est qui dolorem ipsum quia
~ dolor sit amet_ consectetur, adipisci velit

@ Import fle

Microsoft Ofie  Power Point  PPT

Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Duis sagittis, quam at lobortis cursus, magna
magna venenatis purus, a facilisis elit ipsum quis
uam. Fusce iaculis turpis justo, nec tempus nisi
Volutpat sit amet. Vestioulum elementum iaculis
mauris, et vehicula enim laoreet eu. Proin ut
pharetra tellus, ut dapibus leo. Mauris honcus
finibus ante in tincigunt. Ut omare metus ac arcu
efficitur egestas. Vivamus finibus sapien et vehicula
varius. Duis ultrices neque vitae ante laoreet
pellentesque. Ut scelerisque rutrum sodales. Morbi
a risus vitae purus ullamcorper porttitor id eget
odio. Vestibulum ex odio, tincidunt a nulia in,
euismod fringilla purus. Nunc rutrum erat risus, et

feugiat, at volutpat ante rhoncus. Curabitur non
molestie lacus. Aliquam velit nulla, lobortis

felis ey, pulvinar ultrices odio. Morbi iaculs, felis sit
amet faucibus tristique, lacus ipsum tincidunt
mauris, id euismod ante justo a ex. Cras lobortis
neque at metus ultricies dignissim. Sed sed lacinia
elit. Ut bibendum, nunc sed euismod rhoncus, felis
metus loborts ante, ac sagittis odio libero id est
Sed euismod tempus nibh, ac commodo neque
porta hendrerit. In maximus metus ut eleifend
finibus. Aenean et magna, dictum at luctus vel
condimentum sed leo. Curabitur laoreet volutpat

Neque porro quisquam est qui dolorem ipsum
quia dolor sit amet, consectetur, adipisci velit

+ ADD (2) QUESTION

Or Add new question manually with 6 type of questions:

e Multiple Choice - Single Option Fill in the Gap

Written Question

e  Multiple Choice - Multiple Answer
e Yes/ No Question

Import File

If you are going to use this question many times, or just want to use the format of this question, you can
click on the checkbox “Add question to Question Bank” *

*By adding question to Question Bank, you can simply use it by select it from Question Bank next time.




Add more questions to "™

O Add question to question bank @

Question’s type *

[ saectsstn ype

e —
Muliple Choice - Single Option
Mutiple Choice - Multiple Answer
Yes/No Question
Fillin the gap
Written question
Import ile

Tags

Add atag

(Separate by comas. Ex- tag1, tag2. tag3)

0 Score this question @

Cancel

You can add certificate to course by click on the tab “Add certificate”. Now you can select the template

which you want to use then click “Add certificate” to save your setting.

# Dashboard > & Courses > & "Economics and Management Exam
&smarttratner . .
vy "Economics and Management" Course - Add Exam & Certificate

@ DASHBOARD

i = =
% LIBRARIES Back to Courses list Course information Assign & Trainees Add Training Modules Add Documents Add Exam & Certificate
COURSES
i Baminormaion | 4 Add | # Cenicatin | &

8
8 TRammGPLAN Receive certificate after ~ Pass exam
m

DEPARTMENTS ¢ Select certificate template *

CERTIFICATE ‘
LMS o ACHIEVEMENT

Analytics Certificate

& USERS «

QUESTIONBANK ¢

TasksTo00 () «

REPORTS

SETTINGS

o

Cancel

CONTACT

© HELP & SUPPORT

ACCOUNT

O LoGout

Powered by SMART TRAINER LTD | © 2017 All rights reserved ~




5.How to manage training plan?

5.1. How to manage training plans?

In the training plans list, you can manage all the training plans: View detail training plan, Add exam &

certificate to training plan or Delete it.

In order to go to “Training Plan Management” module, let’s click on “Training Plan” on sidebar menu!

Senar

v

E M m s B @& ®

o

£ skins v @ Language v 2 3B ' Super Admin ¥

# Dashboard > & Training plan

Tra'n'ng p|anS ( Training plans sub title ) GRS A IR TEED

=ust | - 2> Recently viewed

Q Sort by + Bulk actions ~ RSN No Training plan Viewed Recently.
+ Recently added fs/

Training plan @ Long Time Ago

[$]

& 2016/11/15-2C ‘Tmmv‘g plan... |¥

12 result(s) found Viewing options | 10 :I

Training plan @ Long Time Ago

Training plan title Numb  Created date Progress Status Action
er of

Training plan @ Long Time Ago

traine
Bolecvo watch @ Long Time Ago

261 Training plan 1 1 2017-11-13 04:15: m ® Ken the Dummy @ Long Time Ago
1 ® M
Training Plan @ Long Time Ago
260 Training plan 1 1 2017-11-03 07:44: [ Active JIECY
01 ® M
259 Training plan 3 6 2017-11-03 07:41 [ Active JIRCY
46 BN

5.2. How to view training plan detail?

You can view a training plan detail easily by click on the training plan title or “View” icon.

In the training plan detail page, you can see all the following information in 4 main tabs:

Training Plan Information

Assignment
Documents

Exam & Certificate

You can click on each tab to view more detail about training plan information, all trainees who were

assigned to this training plan, all documents belong to this training plan, and exam & certificate of this

training plan.




5.2.1. Training plan information

v @ Languagev o B

&_slnarttralner € 1
e o s e Back to training plans list Training plan information

@ DASHBOARD

Exam & Certificate

g plan information

% LIBRARIES
& COURSES ‘

& TRAINING PLAN There are 3 courses in this training plan

T DEPARTMENTS Mathematics and Computer Science

Lorem Ipsum ist ein einfacher Demo-Text fur die Print- und Schriftindustrie. Lorem Ipsum ist in der Industrie bereits der Standard Demo-Text seit 1500, als ein unbekannter Schriftsteller eine Hand voll Worter nahm und
diese durcheinander warf um ein Musterbuch zu erstellen. Es hat nicht nur 5 Jahrhunderte iberlebt, sondern auch in Spruch in die elektronische Schriftbearbeitung geschafft (bemerke, nahezu unverandert). Bekannt wurde
es 1960, mit dem erscheinen von "Letraset”, welches Passagen von Lorem Ipsum enhielt, so wie Desktop Software wie "Aldus PageMaker” - ebenfalls mit Lorem Ipsum.

USERS «

QUESTIONBANK ¢ View all modules selected v

TasksT000 (D «

Ll REPORTS «

Libraries Report

Biochemistry (Molecular and Cellular)

- Courses Report

{~ Training Plans Report Curabitur molestie luctus quam a dignissim. Praesent efficitur et ex a porttitor. Vivamus non justo non odio consectetur varius. Cras faucibus lacus ut arcu omare viverra quis finibus tortor. Ut posuere enim quis tempor
o euismod. Curabitur viverra nisi eget mi portiitor gravida. Morbi a finibus enim. Nulla facilisi. Integer non dignissim lacus. Etiam massa justo, vestibulum quis lectus in, sodales placerat est. Phasellus ullamcorper luctus justo id
interdum. Sed ullamcorper dui eget blandit rhoncus.
Departments Report . . . N N i
a s Quisque luctus sagittis sagitis. Ut vestibulum eu ipsum nec rutrum. Aliquam feugiat orci lectus, it amet pulvinar est bibendum a. Pellentesque faucibus ante eget diam vehicula, et gravida turpis fermentum. Suspendisse eu
iaculis quam. Curabitur euismod dictum augue, in lacinia orci interdum in. Proin ut imperdiet ligula, vitae mattis felis. Duis rutrum felis mauris, ut elementum est rutrum vel. Mauris sit amet tincidunt sem. Aenean tempor ut

mauris ut maximus. Nullam sed purus ut odio dictum rutrum mattis eu tellus. Cras consequat libero eget odio tincidunt, commodo tincidunt ante tristique.

Trainees Report

# SETTINGS Donec ultricies portitor nulla, eget maximus nulla congue vel. Fusce pharetra eget orci eu vestibulum. Morbi non imperdiet velit Praesent vel nisi nec nula dapibus vulputate. Sed diam metus, laoreet sit amet felis sit amet,
lobortis scelerisque tortor. Morbi et consectetur massa. Phasellus vita varius metus. Cras ut sem nec eros varius ultricies utin magna. Fusce nec dolor orci. Nulla rutrum sodales risus id consequat. Nulla a viverra tortor
O G Mauris feugiat purus at consectetur dignissim. Nulla bibendum rhoncus erat ac laoreet

View all modules selected v

© HELP & SUPPORT

R Economics and Management
ACCOUNT N

In this screen, you can see all information of selected training plan!
Session 1: Training plan title & duration (start date, end date).

Session 2: List all courses in this training plan: Course image, Course title, Course description & List all

modules selected.
5.2.2. Assignment

At this tab, you will see all course attendance list first. They are trainees who are participating on this

training plan.




& Skins v @ Language v * Super Admin v

#4 Dashboard > @ Training plan information > & Assignment
smarttrainer .
e | Assignment (rrining pian)

@ DASHBOARD

© Course information [N | c
% LIBRARIES
& courses Back to training plans list Training plan information J— Document
& TRAINING PLAN
& Attendance st
B DEPARTMENTS « 5 Sortoy N
& USERS «

[t ) (oo J (oo B

6 result(s) found

= QUESTIONBANK ¢
Viewing options | 10
= 1asksTo00 (D «

Trainee Course Location Department Email Join type Added date Progress
fullname
Ll REPORTS «
Sue Nguyen Africa Marketing Department nganth@qsoftvietnam.com Assigned 20171116
- Libraries Report
Sam Han America Neque porro quisquam suenguyen202@gmail.com Assigned 20171116
Courses Report
Training Plans Report Helen Janet Europe HR Department etest5830@gmail com Assigned 2017-11-16
Exams Report Tran Van tungtv Europe Sales Department tungtvsoict@gmail.com Assigned 20171116
Departments Report Martin Dao America Neque porro quisquam minhdti @qsoftvietnam.com Assigned 20171116
"~ Trainees Report Super Admin Europe Sales Department admin@smarttrainerims.com Assigned 2017-11-16
# SETTINGS
CONTACT
© HELP & SUPPORT
Powered by SMART TRAINER LTD | © 2017 Al ights reserved ~

& AcCount

You can use search, sort or filter functions to view accordingly trainees:

Search: search free text. You can search by trainee’s fullname, location, department, email or their join

type*.

*Join type here means trainee is assigned to join course by admin or department’s manager (Assigned)

or he/ she sent request to join this course (Requested).

Sort: sort by trainee’s fullname, location, department, email or added date from A/ Newest to Z/ Oldest

and vice versa.

Filter: filter by location, department or join type (all type, assigned or requested)

5.2.3. Documents




& Skins v Language v 2 B Super Admin v

# Dashboard > @ Training plan information >
smarttrainer
e Document (rraiing pian)

@ DASHBOARD

%= LIBRARIES Back to training plans list Training plan information Assignment Document Exam & Certificate
& COURSES
=l | c
& TRAINING PLAN
Q
1 DEPARTMENTS «
Document Content Vide Modul Created date
& USERs . 1 Lorem Ipsum | modszetning til hvad mange tror, er Download file Video Hvor kan jeg fa fat i det Aug 4, 2017
Lorem Ipsum ikke bare tffzeldig tekst. Det
stammer fra et stykke literatur pé latn fra
= QUESTIONBANK ¢ &1 45 fke., hilket gor teksten over 2000 &r
gammel. Richard McClintock, professor i
latin fra Hampden-Sydney universitet
= TasksTo00 (D « Virginia, undersogte et af de mindst
kendte ord "consectetur” fra en del af
Lorem Ipsum, og fand frem tl dets
Ll REPORTS Ll oprindelse ved at studere brugen gennem
. Klassisk litteratur. Lorem Ipsum stammer
i Libraries Report fra afsnittene 1.10.32 og 1.10.33 fra “de
| Finibus Bonorum et Malorum” (Det gode
Courses Report 0g ondes ekstremer), som er skrevet af
[ Training Plans Report Cicero i &r 45 f kr. Bogen, som var meget
populcer i renzessancen, er en afhandiing
i~ Exams Report om etik. Den ferste line af Lorem Ipsum
Lorem ipsum dolor sit amet...” kommer
[~ Departments Report fraen h'upe i afsnit 1.10.32.
Trainees Report Standardafsnittet af Lorem Ipsum, som er
brugt siden 1500-tallet, er gengivet
F SETTINGS nedenfor for de, der e interesserede.
Afsnitiene 1.10.32 og 1.10.3 fra “de
Finibus Bonorum et Malorum” af Cicero er
& CONTACT ogsi gengivet i deres nojagige udgave i
selskab med den engelske udgave fra
overseettelsen af H. Rackham fra 1914
@ HELP & SUPPORT
2 Hvorfor bruger vi det? Lorem Ipsum er ganske enkelt fyldiekst fra  Download file Hvor kommer det fra Aug 4,2017
print- og typografiindustrien. Lorem Ipsum
& ACCOUNT har veeret standard fyldiekst siden 1500-

List all referrer documents from all selected courses in this training plan.

5.2.4. Exam & Certificate

= & Skins v

# Dashboard > & Training plans > & > & Exam
smarttrainer
oy et gt Exam

@ DASHBOARD

@ B Super Admin v

i = B 43

% LIBRARIES Back to training plans list Training plan information Assignment Document Exam & Certificate

& COuRsES
Y

i Exam information +Add | # Confcate | =

TRAINING PLAN EXAM INFORMATION

exam itle * 01225

8
T DEPARTMENTS «

exam description
& USERS « ® o Ffomas B 7 U § x X Q

A-H-X Db EE=E = == L

QUESTIONBANK ¢ o« o-® 0
16px - —o-8

m

TasksTo00 (D «

Ll REPORTS .

Libraries Report

Courses Report

Training Plans Report

Exams Report
p Words: 0

Departments Report

Trainees Report

# SETTINGS

& CONTACT EXAM SETTING (Please fill in all required field to start adding question to exam)

@ HELP & SUPPORT Set time to take exam’ 1 mins) |,

& ACCOUNT Allow exam attempts* | § Attempts 1 .

In order to create exam for course, you will have to fill in following fields

Exam title: Required field. Maximum 255 characters.




Exam description: Optional field.

Score this exam: Auto set inactive. You can switch on to enable scoring for questions!
In this screen, you also have to customize the exam setting:

Set time to take exam: Required field. Unit: minutes.

Allow exam attempts: Required field. Select from 1 attempt to 5 attempts.

Maximum number of questions: Required field. Only number available. Unit: question.
Passing percentage: Required field. Unit: percentage (%).

Show exam key after finishing the exam: Required field. Check on checkbox to display result after trainee

finish exam.

= & Skins v @ Language v 2 B ! Super Admin v

&_sgarttralner
e ene

@ DASHBOARD

% LIBRARIES [ Words: 0

& COURSES Score this exam @ Q

& TRAINING PLAN
EXAM SETTING (Please fill in all required field to start adding question to exam)
1 DEPARTMENTS <
Set time to take exam® |1 mins) |,
& USERS «

Allow exam attempts * | 5 Attempts

= QUESTIONBANK ¢
Allow retake exam after * 1 days
= TasksT000 (D «

Maximum number of questions* |1

Ll REPORTS “«
Passing percentage” |50 *

€ & < <

Libraries Report

- @rrecoie Show exam key after finishing the exam Check to display result after leamer finished exam

Training Plans Report Certificate Check if you want to give certificate on completion and achievement

Exams Report

- Departments Report )
EXAM CONTENT (Please add question to your exam 1) FEREESPRNN -+ .1 cticn manaly
Trainees Report

# SETTINGS
Cancel

CONTACT

@ HELP & SUPPORT

& ACCOUNT Powered by SMART TRAINER LTD | © 2017 Al rights reserved ~
Smart Trainer provides 2 options for you to create exam for course:
Add from Question Bank

If you already added questions to the Question Bank, you can use this function. Should you wish to

search for a specific question? You may search by filtering by Question library functions.

Just by drag drop to select question, then click on “+ Add question” button.




Question Bank Preview

Neque porro quisquam est qui dolorem ipsum

All categories v | Search recommended questions . quia dolor it amet, consectetur, adipisci velit

 Filter 9 question(s)

Nunc sed scelerisque massa. Fusce ac matis
est?

(& Nunc sed scelerisque massa. Fusce ac mattis est? % Neque porro quisquam est qui dolorem ipsum quia
~ dolor sit amet_ consectetur, adipisci velit
@ Writen question

@ Import fle
Microsoft Office Word
Microsoft Ofie  Power Point  PPT

Lorem ipsum dolor sit amet, consectetur adipiscing
elit. Curabitur ligula erat, tincidunt quis sapien sed, Lorem ipsum dolor sit amet, consectetur adipiscing
Iuctus cursus tortor. Proin id fringila ipsum. Aenean elit. Duis sagittis, quam at lobortis cursus, magna
suscipit dui ut nunc tempor luctus. Nam vehicula magna venenatis purus, a facilisis elit ipsum quis
dolor felis, sit amet elementum tortor aliquet vel quam. Fusce iaculis turpis justo, nec tempus nisi
Nunc finibus, metus non imperdiet sagitts, purus Volutpat sit amet. Vestibulum elementum acuiis
lectus scelerisque quam, mollis accumsan odio felis. mauris, et vehicula enim laoreet eu. Proin ut
non purus. Ut finibus tincidunt posuere. Quisque pharetra tellus, ut dapibus leo. Mauris thoncus
vitae nulla tortor. Mauris vulputate tempor finibus ante in tincidunt. Ut omare metus ac arcu
pellentesque. efficitur egestas. Vivamus finibus sapien et vehicula
® Mutipie Choice - Single Oplion varius. Duis ultrices neque vitae ante laoreet
pellentesque. Ut scelerisque rutrum sodales. Morbi
a risus vitae purus ullamcorper porttitor id eget
= = - odio. Vestibulum ex odio, tincidunt a nulla in,
euismod fringilla purus. Nunc rutrum erat risus, et

feugiat, at volutpat ante rhoncus. Curabitur non
molestie lacus. Aliquam velit nulla, lobortis

felis ey, pulvinar ultrices odio. Morbi iaculs, felis sit
amet faucibus tristique, lacus ipsum tincidunt
mauris, id euismod ante justo a ex. Cras lobortis
neque at metus ultricies dignissim. Sed sed lacinia
elit. Ut bibendum, nunc sed euismod rhoncus, felis
metus loborts ante, ac sagittis odio libero id est
Sed euismod tempus nibh, ac commodo neque
porta hendrerit. In maximus metus ut eleifend
finibus. Aenean et magna, dictum at luctus vel
condimentum sed leo. Curabitur laoreet volutpat

Ut pellentesque, ex vel finibus pulvinar, purus
lectus condimentum lacus, ut sodales turpis arcu id
fells. Ut molestie feugiat dignissim. Maecenas a
orci sapien. Vivamus eget rhoncus arcu.
Pellentesque facilisis velit iaculis facilisis suscipit.
Aliquam eu dui ut erat mollis congue.

aliquet elementum enim, quis rutrum augue porta
sed. In consectetur et justo mattis aliquam. Ut id
arcu sollicitudin, congue eros at, venenatis enim
Sed feugiat est nec nisl fringilla portttor. Maecenas
pellentesque neque id lacus pretium vestibulum

Or Add new question manually with 6 type of questions:

e Multiple Choice - Single Option Fill in the Gap

Written Question

e  Multiple Choice - Multiple Answer

e Yes/ No Question Import File

If you are going to use this question many times, or just want to use the format of this question, you can
click on the checkbox “Add question to Question Bank” *

*By adding question to Question Bank, you can simply use it to select it from the Question Bank next

time.




= &£ sknsv @ Language v @ B * Super Admin v

# Dashboard > @ Training plans > & "Training plan” > & Exam
smarttrainer
o i s Exam

@ DASHBOARD

%5 LIBRARIES Back to training plans lst Training plan information

& COURSES
i Bxeminformaton |+ Edt | 4 Cerficate | <

& TRAINING PLAN " . -
Receive certificate after  Complete training plan

1 DEPARTMENTS « Select certificate template *

CERTIFICATE
& USERS « Lms LMS o ACHIEVEMENT

digital learning certificate Analytics Certificate
= QUESTION BANK —— == ( )

«

®

DO
= masks1000 (D « i

Ll REPORTS «

Libraries Report

* Courses Report Cancel
Training Plans Report

* Exams Report
Departments Report

+ Trainees Report

# SETTINGS
CONTACT

© HELP & SUPPORT

Powered by SMART TRAINER LTD | © 2017 All rights reserved A~
& ACCOUNT

You can add certificate to course by click on the tab “Add certificate”. Now you can select the template

which you want to use then click “Add certificate” to save your setting.

6. How to create new users?

At the navigation bar in the left side, clicks on the “Users” module to go the Users management.

Otherwise, you can click in button “Add trainee” in Dashboard.




£ Skins v Qo Language vV :? Super Administrator v

&_sin'artt‘rain[er

@& DASHBOARD

e 4 THE BEST
= UBRARIES SOLUTION TO TRAIN YOUB
8 coumses “ __ ' ENTIRE STAFF

& TRAINING PLAN

i DEPARTMENTS P

& LT TRAINING
& USERS

= QUESTION BANK
‘ Add library | ‘ Add course ‘ ‘ Add trainee ‘ Assign course

= masks1000 B «

Total libraries: 19 Total courses: 17 Total trainees: 7

Course assigned: 1

il REPORTS P

6.1. How to create new users

6.1.1. How to create new country?

At the navigation bar in the left side, clicks on the “Departments” module, then click submodule

“Countries” to go Countries management.

£ Skins v [+] Language v 2 Super Administrator v
# Dashboard > = Country
smarttrainer o=
O COUﬂ'[ry ( Overview Etics, export records of all countries added to the system ) a=n
@& DASHBOARD
= List \ +Add | @ Import \
% LIBRARIES
& COURSES
4 result(s) found Viewing options | 10 v
& TRAINING PLAN
Id Name Code Email Status Action
I DEPARTMENTS ‘
246 Virgin Islands, US Vi [ Active | @4 AE
. Countries 245 Singapore SA singaport@gmail.com [ Active | ®sAE
i States
244 Australia AU australia@gmail.com =3 @4 Q@
" Locations - 2
- Divisions 243 New Zealand NZ newzealand@gmail.com m @ AE

i Departments
= Bulk actions « A
Teams

& LT TRAINING

® uccoe

In order to create new country, you will have to fill in following fields:




Country code: Required. Auto suggested based on Country code list. Maximum 2 characters.
Country name: Required. Auto filled after selecting country code.

Country logo: Optional.

Email: Optional. No space or special symbols (%, &, *, $, #,...), include @.

Direct phone: Optional. Number only. No space, text or special symbols (*, &, *, $, #,...)

Status: Active/ inactive. Default set as Active.

£ Skins v Qo Language v 7‘ Super Administrator v
# Dashboard > = Country
smarttrainer e
e Country ( Overview, statistics, export records of all countries added to the system ) L]
@ DASHBOARD
=lst |+ Add \ @ Import \ e
% LIBRARIES
Country code *
& COURSES AF (Afghanistan)
BETLSEL I AX (Aland Islands)
& TRAINING PLAN AL (Albania)
Country logo AS (American Samoa)
I DEPARTMENTS « AD (Andorra)
Email AO (Angola)
~ Countries Al (Anguilla)
States Direct phone AQ (Antarctica)
o AG (Antigua and Barbuda)
AR (Argentina
Divisions Fax e g

AM (Armenia)
AW (Aruba)

Departments
Status

Teams

& ILT TRAINING

Cancel Add this & add another
& nicebe -

Another quick way to create multiple countries: You can use import countries function.




¥ Skins v Q Language v 7’ Super Administrator v

Country

# Dashboard >
smarttrainer
7o Your ostirs orgescisien Country ( Overview, statistics, export records ojgffountries added to the system )

@ DASHBOARD
% LIBRARIES r
Sort by S + Add new Country
& COURSES . Import Countries with csv
. ]

4 result(s) found

0

& TRAINING PLAN

Id Name Email Status Action
T DEPARTMENTS <

26 Virgin Islands, US vi = @ AE 5]
Countries . o -

245 Singapore SA singaport@gmail.com m ®sBE a
States

244 Australia AU australia@gmail.com @ @
Locations m s e o
Divisions 243 New Zealand NZ newzealand@gmail.com m @ NE m]

Departments
ions » [N}
Teams Bulk actions O an

& LT TRAINING

demo.ec2-54-194-99-0.eu-west-1.compute.amazonaws.com/admin/#

Click into tab “Import” or button “Import Countries with csv”

& Import Countries with csv

# Dashboard > = Country
smarttrainer
e Country ( Overview, statistics, export records of all countries added to the system )

@& DASHBOARD

sist |+ @ mpon | c
% LIBRARIES
& COURSES Import guide
& TRAINING PLAN @  Download sample import file @

B Open downloaded file
T DEPARTMENTS «

1.View detail example in tab "ImportGuide”

" Countries 2.Copy data in each individual column in tab "Import”
* States 3.Save your file and Import |

" Locations

* Divisions

- Departments

Import

© Teams

& ILT TRAINING Choose file from Computer

[roeee

demo.ec2-54-194-99-0.eu-west-1.computs

Import guide

Download sample import file




Open downloaded file.
1.View detail example in tab "ImportGuide "
2.Copy data in each individual column in tab "Import"

3.Save your file and Import !
6.1.2. How to create new state?

At the navigation bar in the left side, clicks on the “Departments” module, then click submodule “States”

to go States management.

&£ Skins v [+] Language v ! Super Administrator v
# Dashboard > = gffte
smarttrainer o=
e State ( Qffview, statistics, export records of all states added to the system ) s=m
@& DASHBOARD
List \ +Ad | © Import \ 2
% LIBRARIES
Q Sort by + Bulk actions ~ I}
& COURSES
7 result(s) found Viewing options | 10 v
& TRAINING PLAN
Id Name Country Email Status Action
DEPARTMENT <
9 State 123 New Zealand m oY A7l o
I~ Countries 3 > N -
8 Easte Region Singapore easteregion@gmail.com m ®sHE @
* States
7 Wellington New Zealand wellington@gmail.com [ Active | @& hE o]
" Locations -
W v i i i
- Divisions 6 New South Wales Australia newsouthwales@gmail.com m @@ @
* Departments 5 South Australia Australia south.australia@gmail.com ([ @ HE @
* Teams 4 North Australia Australia north.australia@gmail.com  [EXS0Rg) ®sNE (m]
& LT TRAINING 3 Auckland New Zealand m @& BE @
2 icFRc . _ [

In order to create new state, you will have to fill in following fields:
Country: Required. Select from dropdown list.

State title: Required. Maximum 255 characters.

State logo: Optional.

Email: Optional. No space or special symbols (*, &, *, $, #,...), include @.

Direct phone: Optional. Number only. No space, text or special symbols (%, &, *, $, #,...)

Status: Active/ inactive. Default set as Active.




Language vV

# Dashboard > = State
smarttrainer
o e oeire rgmsizst on State ( Overview, statistics, export records of all states added to the system )

@& DASHBOARD

\

~
<

= List

+Ad | @ mpon |
% LIBRARIES

Country * - Choose country - -

& COURSES |—\| Please select
State title *

& TRAINING PLAN

State logo New Zealand
Singapore
I DEPARTMENTS < Virgin Islands, US
Email -

Countries

States Direct phone
Locations

Divisions Fax

Departments
Teams
& LT TRAINING

Another quick way to create multiple countries: You can use import states function.

£ Skins v (+) Language vV 2 Super Administrator v

# Dashboard > = State
smarttrainer
il Yo e orgestzaten State ( Overview, statistics, export regod of all states added to the systel

@ DASHBOARD
% LIBRARIES | +
Sort by PS Add new State
& COURSES & Import States with csv
. y

ol

7 result(s) found
& TRAINING PLAN

Id Name Country Emai Status Action
I DEPARTMENTS ‘«
9 State 123 New Zealand =3 Add location @ AE @
Countries N N o -
8 Easte Region Singapore easteregion@gmail.com m Add location @4 AE (m]
States
7 Wellington New Zealand wellington@gmail.com m Add location @ @ (]
Locations
peer 6 New South Wales Australia newsouthwales@gmail.com m Add location @ ANE @
Departments 5 South Australia Australia south.australia@gmail.com [ Add location ®sAE a
© Teams 4 North Australia Australia north australia@gmail.com  ([XSIRS) Add location @ HNE =]
& ILT TRAINING 3 Auckland New Zealand m Add location @ QE (]
2 eFDe . _ (I

& Import States with csv

Click into tab “Import” or button “Import States with csv”




£ Skins v (+] Language v Super Administrator v

H—]
B State ( Overview, statistics, export records of all states added to the system ) Ll
smarttrainer

rain your entire organization

@& DASHBOARD =lst | 4+ Add | ® Import \
- Import guide
& COURSES

@ Download sample import ile @
& TRAINING PLAN '.‘ Open downloaded file.

1.View detail example in tab "ImportGuide”

I DEPARTMENTS « 2.Copy data in each individual column in tab “Import”

Countries 3.Save your file and Import !

States
Locations

Divisions Im port

Departments

Teams Choose file from Computer

Start importing

oo

& LT TRAINING

Import guide

Download sample import file

Open downloaded file.

1.View detail example in tab "ImportGuide "

2.Copy data in each individual column in tab "Import"

3.Save your file and Import !
6.1.3. How to create new location?

At the navigation bar in the left side, clicks on the “Departments” module, then click submodule

“Locations” to go Locations management.




£ Skins v Qo Language v Super Administrator v

. T
T
) Locat'ons ( Location sub title ) -
smarttrainer
train your entire organization
— .. \ o
@ DASHBOARD = List \ + Add ® Import \ 2
Sort by * Bulk actions v SN
Ep— v
& COURSES 4 result(s) found Viewing options | 10 v
& TRAINING PLAN Id Location State No of department Status Action
9 Location 123 State 123 1 m @S Q@ o
I DEPARTMENTS 4 New Zealand
Countries 8 Location 3 Auckland 0 [ Active | ®sNE o]
New Zealand
States
Locations 7 Wellington Wellington 0 m @ NE (m]
New Zealand
Divisions
Departments 6 Changi Easte Region 0 [ Active | @S HE o
Singapore

Teams

& LT TRAINING

Bulk actions a O An

2L icFRC

In order to create new location, you will have to fill in following fields:
Country: Optional. Select from dropdown list.

State: Required. Select from dropdown list.

Location title: Required. Maximum 255 characters.

Location logo: Optional.

Location manager: Optional. Select from the list of all the manager who do not belong to any location yet

or users in this state.

Detail address: Optional. This is physical address to contact this location. After enter address, you can

view it on Google map by click on “View map” button




= O Skins v 0 Language v Q @ Super Administrator v

&_silarttralner st | o4a | @ meot |
1rai your entire organization

Country ‘ - Choose country - M
@ DASHBOARD
State * ‘ - Choose state - t
% LIBRARIES
Location title *
& COURSES
Location logo Select image
& TRAINING PLAN
Location manager - Choose location manager - -
I DEPARTMENTS <
Detail address 1 Piper Way, Viaduct 2, Auckland Central, Auckland 1010. New Zealand
Countries
Physical address to contact this location.
States
" Locations
* Divisions
Email address =
~ Departments
" Teams Direct phone
& ILT TRAINING
Fax

Email: Optional. No space or special symbols (*, &, *, $, #,...), include @.
Direct phone: Optional. Number only. No space, text or special symbols (*, &, *, $, #,...)

Status: Active/ inactive. Default set as Active.

£ Skins v o Language v ‘-‘ Super Administrator v

. LOC&tIOﬂS ( Location sub title )
smarttrainer
irain your entire organization
=Lt ! o
@ DASHBOARD = List + Add ® Import -
Country - Choose country - M
% LIBRARIES ‘ L
State * - Choose state - .
& COURSES

[ |
Location title *

& TRAINING PLAN Auckland

Easte Region

Location logo
Il DEPARTMENTS < New South Wales

North Australia

i Contact c
L ontact person South Australia
" States State 123
Detail address N
" Locations Wellington
By PRysicaradaress 1o contact this focation
Divisions
" Departments
* Teams
Email address

& LT TRAINING

Direct phone
* uccne

Another quick way to create multiple locations: You can use import locations function.




£ Skins v o Language v 2 Super Administrator v

# Dashboard > = Locations
smarttrainer .
B AT Locations ( Location sub title )

@ DASHBOARD
% LIBRARIES r
~ >
Sort by 'S + Add new Location
& COURSES . Import Locations with csv

4 result(s) found

0

& TRAINING PLAN

I DEPARTMENTS Id cation State No of department Status
<

9 Location 123 State 123 1 =3 Add division ®sNE =]
Countries New Zealand
States .

8 Location 3 Auckland 0 m Add division @ AE (m]
Locations New Zealand
Divisions 7 Wellington Wellington 0 m Add division Y dvalc| (@]
Departments New Zealand
155 6 Changi Eo 0 = Add division ®s AE ]

ingapore

& LT TRAINING

demo.ec2-54-194-99-0.eu-west-1.compute.amazonaws.com/admin/#location_list

Click into tab “Import” or button “Import Locations with csv”

X, Import Locations with csv

Skins v Language vV

. LOC&tIOﬂS ( Location sub title )
smarttrainer

Fan your entire organzation

@ DASHBOARD =lst | +Ad | @ Import \ how all Locations
+ Add new Location
% LIBRARIES H
Import QUIde . Import Locations with csv

@ Download sample import file @

& TRAINING PLAN B  Open downloaded file

& COURSES

1.View detail example in tab "ImportGuide”

! DEPARTMENTS 4 2.Copy data in each individual column in tab "Import”

* Countries 3.Save your file and Import !

* States
Locations

Divisions I m po rt

Departments

- Teams Choose file from Computer

& LT TRAINING

Start importing
. .

neeoe

Import guide

Download sample import file




Open downloaded file.
1.View detail example in tab "ImportGuide "
2.Copy data in each individual column in tab "Import"

3.Save your file and Import !
6.1.4. How to create new division?

At the navigation bar in the left side, clicks on the “Departments” module, then click submodule

“Division” to go Divisions management.

&£ Skins v Q@ Language v < Super Administrator v
# Dashboard > = Division
smarttrainer L o=
Loh DC L T DIVISIOI’] ( Overview, statistics, export records of all divisions added to the system ) L
@ DASHBOARD
sust | +a0 | ©mpot | c
% LIBRARIES
& COURSES
1 result(s) found Viewing options | 10 v
& TRAINING PLAN
Id Division Location Manager Status Action
T DEPARTMENTS P
1 Division 123 Location 123 m ‘Add department @S Q@ (m]

Countries State 123 - New Zealand

States
. Bulk actions « o An
Locations

Divisions

Departments

= Teams

& LT TRAINING

2 nccoe

In order to create new division, you will have to fill in following fields:
Country: Optional. Select from dropdown list.

State: Optional. Select from dropdown list.

Location: Required. Select from dropdown list.

Division title: Required. Maximum 255 characters.

Division logo: Optional.

Email: Optional. No space or special symbols (*, &, *, $, #,...), include @.




Direct phone: Optional. Number only. No space, text or special symbols (*, &, *, $, #,...)

Status: Active/ inactive. Default set as Active.

= & Skinsv © Language™ 2 B * Super Administrator v
oy <
’ = List + Add Import
ﬁs\marttramer . | oo -
train your entire organization
Country ‘ - Choose country - M
@ DASHBOARD
State ‘ - Choose state - "
% LIBRARIES
Location * - Choose location - b

& COURSES “ ‘
Division title *

& TRAINING PLAN

et Location 123
Division logo
Location 3
I DEPARTMENTS < Wellington
Email address ——

Countries
States Phone number
Locations

Divisions Fax

Departments.
Status c
Teams
& LT TRAINING
Cancel Add this & add another

2 uneccoce

Another quick way to create multiple divisions: You can use import divisions function.

£ Skins v Qo Language v

! Super Administrator v

# Dashboard > = Division
smarttrainer o am
il yuur enirs aryeeization DIVISIOI’\ ( Overview, statistics, export re

IS of all divisions added to the sy 1
@ DASHBOARD

stst | 4 | @mpon | = Show all Divisions

Q Sort by rs + Add new Division

1\

LIBRARIES

1 result(s) found

& COURSES & Import Divisions with csv
. ]

& TRAINING PLAN

Division Manager Status
I DEPARTMENTS <
1 Division 123 Location 123 = ®s AE o
B e State 123 - New Zealand
States
Locations

Divisions
Departments

Teams

& ILT TRAINING

% iiccpe

Click into tab “Import” or button “Import Divisions with csv”

. Import Divisions with csv




£ Skins v @ Language v Super Administrator v

. o . [T
T
DIVISIOH ( Overview, statistics, export records of all divisions added to the system ) o=
smarttrainer
rain your entine organization
=lst | +Ad | @ Import \ c
@& DASHBOARD =
% LIBRARIES Import gu ide
R!
@RcolRSES @ Download sample import fle @
& TRAINING PLAN '.‘ Open downloaded file
1.View detail example in tab "ImportGuide”
I DEPARTMENTS “ 2.Copy data in each individual column in tab "Import”
1
Countries 3.Save your file and Import
States
Locations
Divisions Im po rt
Departments
Teams Choose file from Computer

| omree

& LT TRAINING

Start importing

2 nccoce

Import guide

Download sample import file

Open downloaded file.

1.View detail example in tab "ImportGuide "

2.Copy data in each individual column in tab "Import"

3.Save your file and Import !
6.1.5. How to create new department?

At the navigation bar on the left side, click on the “Departments” module, then click submodule

“Departments” to go Departments management.




£¥ Skins v Q@ Language v ' Super Administrator v
. ==
) Locat'ons ( Location sub title ) -
smarttrainer
i your entire rganzation
= 1 \ o
@ DASHBOARD = List \ + Add ® Import \ 2
Sort by * Bulk actions v SN
Sp— v
& COURSES 4 result(s) found Viewing options | 10 v
& TRAINING PLAN Id Location State No of department Status Action
9 Location 123 State 123 1 mﬂ @4 HNE (m]
I DEPARTMENTS 4 New Zealand
Countries 8 Location 3 Auckland 0 [ Active | ®sNE o]
New Zealand
States
Locations 7 Wellington Wellington 0 m @ NE (m]
New Zealand
Divisions
Departments 6 Changi Easte Region 0 [ Active | @S HE o
Singapore

Teams

ILT TRAINING

2L icFRC

In order to create new department, you will have to fill in following fields:
Country: Optional. Select from dropdown list.

State: Optional. Select from dropdown list.

Location: Optional. Select from dropdown list.

Division: Optional. Select from dropdown list.

Department: Required. Select from dropdown list.

Department title: Required. Maximum 255 characters.

Department logo: Optional.

Bulk actions a O An

Department manager: Optional. Select from the list of all users who do not belong to any department yet

or users in this division.

Members in department: Optional. Select from trainees list or import new mass trainees




£# Skins v Qo Language v

g_sﬂarttrainer Location [ - Choose lcation -
S ane

! Super Administrator v

@ DASHBOARD Division ‘ - Choose division - t\
B . |
D rt t v
& LIBRARIES epartmen ‘ Marketing Department F v
Team title *
& COURSES
& TRAINING PLAN Teamlogo | Select image
I DEPARTMENTS < Team manager - Choose team manager - t‘
~ Countries Member in team

Select from trainees list
States

-Select trainee- ‘
Locations

Py Import new mass trainees
Divisions

Departments. @ Download sample import file @

Teams '.‘ Open downloaded file

£ ILT TRAINING 1.View detail example in tab "ImportGuide”

2.Copy data in each individual column in tab "Import”

® ccpe 3.Save vour file and Import |

Email: Optional. No space or special symbols (%, &, *, $, #,...), include @.

Direct phone: Optional. Number only. No space, text or special symbols (*, &, *, $, #,...)
Fax: Optional. Number only. No space, text or special symbols (*, &, *, $, #,...)
Department organization image: Optional.

Status: Active/ inactive. Default set as Active.

£ Skins v Q Language v

! Super Administrator v

# Dashboard > = Department
smarttrainer
{rain your entire organization

Department ( Overview, statistics, export records of all departments added to the system )

@& DASHBOARD

Lst |+ Add \ © mport |

Q

% LIBRARIES
Country - Choose country - -
& COURSES
State - Choose state - M
& TRAINING PLAN
Location - Choose location - t
T DEPARTMENTS <
Division * Division 123 F v
Countries
States Department title
Locations
) Department logo Select image
Divisions
Departments
Department manager - Choose department manager - t
Teams
& LT TRAINING Member indepartment Select from trainees list

-Select trainee-
2 cFDC .




Another quick way to create multiple departments: You can use import departments function.

£ Skins v [+] Language v I Super Administrator vV
# Dashboard > = Department
smarttrainer
== Depar‘tment ( Overview, statisjicglfexport records of all departmel ided to the system )
@ DASHBOARD
= List \ + Add | ® Import \ = Show all Departments
% LIBRARIES o
Q Sort by Add new Department
& COURSES & Import Departments with csv
3 result(s) found
i Run D rti it rt
& TRAINING PLAN I Run Departments repo
Id Departme: Division Manager Trainees Status Act
I DEPARTMENTS «
15 Department 123 Division 123 Super 1 m ®sANaE a
* Countries Location 123 - State 123 - Administrator
New Zealand
- States Manager
" Locations 6 Marketing Department Chang 3 m ®s @ @
" Divisions Nguyen
----- Departments 1 Marketing Department Hung 3 m ®sAE @
- Tran
Teams

& LT TRAINING

Bulk actions «  EESFA]

demo.ec2-54-194-99-0.eu-west-1.compute.amazonaws.com/admin/#

Click into tab “Import” or button “Import Departments with csv”

& Import Departments with csv

Super Administr:
i Department (Overview, statistics, export records of all departments added to the system )
smarttrainer
rain your entire organization
& DASHBOARD stst | +ad | ©mpot | c
= LBRARES Import guide
& COURSES
@ Download sample import file @
& TRAINING PLAN b Open downloaded file.
1.View detail example in tab "ImportGuide™

m DEPARTMENTS < 2.Copy data in each individual column in tab "Import”

ErTes 3.Save your file and Import !

States

Locations

Divisions I m port

Departments

Teams

Choose file from Computer

& LT TRAINING

& uccne

Import guide




____________________________________________________________________________________________________________________________________________|
Download sample import file

Open downloaded file.

1.View detail example in tab "ImportGuide "

2.Copy data in each individual column in tab "Import"

3.Save your file and Import !




6.1.6. How to create new team?

At the navigation bar in the left side, clicks on the “Departments” module, then click submodule “Teams”

to go Teams management.

£¥ Skins v Q@ Language v 2 Super Administrator v
# Dashboard > = Team
smarttrainer =
f L 220 Team ( Overview, statistics, export records of all teams added to the system ) a=m
@& DASHBOARD
stst | +ad | @ mpot | <
% LIBRARIES
& COURSES
1 result(s) found Viewing options | 10 v
& TRAINING PLAN
Id Team Department Manager Members Status Action
DEPARTMENTS
1 Team 123 Department 123 Super Administrator 1 m @4 NE (m]
. Division 123 - Location 123 -
EEIEE State 123 - New Zealand Manager

States

Locations

& ILT TRAINING

2 eFRe

In order to create new team, you will have to fill in following fields:
Country: Optional. Select from dropdown list.

State: Optional. Select from dropdown list.

Location: Optional. Select from dropdown list.

Division: Optional. Select from dropdown list.

Department: Required. Select from dropdown list.

Team title: Required. Maximum 255 characters.

Team logo: Optional.

Team manager: Optional. Select from list of all users who do not belong to any team yet or users in this

department.

Members in team: Optional. Select from trainees list or import new mass trainees




Email: Optional. No space or special symbols (%, &, *, §, #,...), include @.

Direct phone: Optional. Number only. No space, text or special symbols (*, &, *, $, #,...)

Status: Active/ inactive. Default set as Active.

£ Skins v Qo Language v 2 Super Administrator v
— \ <
4 = List + Add ® Import =
&E.E\arttralner \ =)
1rain your entire organization
Country ‘ - Choose country - -
@ DASHBOARD
State ‘ - Choose state - M
% LIBRARIES
Location * - Choose location - -

& COURSES || ‘
Division title *

& TRAINING PLAN

Location 123

Division logo
Location 3

DEPARTMENTS L] Wellington

Email address

-
Countries

States Phone number
Locations

Divisions Fax

Departments.
Status Q
Teams
& LT TRAINING
Cancel /Add this & add another

£ icEDe

Another quick way to create multiple teams: You can use import teams function.

£ Skins v Q Language vV " Super Administrator v

# Dashboard > = Team
smarttrainer
1rain your entire organization

Team ( Overview, statistics, export recQrgdr all teams added to the system

@& DASHBOARD

= Show all Teams

List \ +Add | @ Import \
% LIBRARIES

Sortby + Add new Team
& COURSES &, Import Teams with csv

1 result(s) found

ol

& TRAINING PLAN

Id Team Department Manager Status Action

DEPARTMENTS <

1 Team 123 Department 123 Super Administrator 1 m ®sHE @
: Division 123 - Location 123 -
ot State 123 - New Zealand Manager
States
Locations .
Bulk actions « S}
Divisions

Departments

& ILT TRAINING

demo.ec2-54-194-99-0.eu-west-1.compute.amazonaws.com/admin/#




isions with csv”
X, Import Teams with csv

£ Skins v @ Language v Z Super Administrator v
-
Team ( Overview, statistics, export records of all teams added to the system ) aam
smarttrainer
1raN your entire organzation
= |: \ \ = Show all Teams
& DASHBOARD = List + Add ® Import \
+ Add new Team
% LIBRARIES i
= |mp0l’t QUIde . Import Teams with csv
&/ COURSES @ Download sample import file @

& TRAINING PLAN ’.‘ Open downloaded file

1.View detail example in tab "ImportGuide”

DEPARTMENTS < 2.Copy data in each individual column in tab "Import”

3.Save your file and Import !
Countries

" States
" Locations
* Divisions | m po rt

Departments

- Teams Choose file from Computer

| oweew

& LT TRAINING

® uccoe

Import guide

Download sample import file

Open downloaded file.

1.View detail example in tab "ImportGuide "

2.Copy data in each individual column in tab "Import"

3.Save your file and Import !
6.1.7. How to create new user?

At the navigation bar on the left side, click on the “Users” module, then click on “Users management”

submodule to go the Users management. Or, you can click on button “Add trainee” in Dashboard.




&£ Skins v [+] Language v [} @ Super Administrator vV

&E’jﬂftkmm? I J1F THE BEST SOLUTION
& orsisond TO TRAIN YOUR ENTIRE STAFF

\r

LIBRARIES
& COURSES
gEL"S’“‘,’PﬁE‘E'

& TRAINING PLAN

I DEPARTMENTS

& LT TRAINING

& USERS ‘ Add course ‘ ‘ Add trainee ‘ Assign course

LEmmEEE e Total libraries: 19 Total courses: 17 Total trainees: 7 Course assigned: 1

Role management

~ Permission management

QUESTION BANK ‘< Things todo Top performance
. .  ——

You can create new trainee by click on tab “+ Add” or button “+Add new Trainee” at the right corner of

this page

£ Skins v Qo Language v/ _-T Super Administrator v

# Dashboard > & Trainees
smvﬂll':utrrtmﬁuar;wﬂ%r Tra | nees E=

@ DASHBOARD

=it | +Ad | @ Impont \
% LIBRARIES

Q Sort by 4+
& COURSES

Country = State X Location "4 Division .4
& TRAINING PLAN — -

B 2017/05/13 - 2018/05 User roles A User status A Clear
-
I DEPARTMENTS « 6 result(s) found

Chang Nguyen
& ILT TRAINING

Trainee fullname Trainee role

Hung Tran

Hung Tran tranhung vn09@gmail.com Content

& USERs d Sue Nguyen 4

User management

Role management + Recently added
Tran Hung tranhung.vn10@gmail.com Admin Marketing Department
Permission management Division
Location Hung Tran @ 2 months ago
— State:
= QUESTION BANK < Country. Tran Hung @ 2 months ago

Quia Nsnian A nasnminan dau@amail ram Inctrintnr Marlatina Nanartmant

When creating a new trainee, the system administrator must configure it using a form provided Smart
Trainer LSM where values are set for 3 following sessions:
e LOGIN INFORMATION

Email: Required. Unique email. No space or special symbols (*, &, *, $, #,...), include @.




Password: Required. Include 1 uppercase, 1 number, at least 6 characters, & has no space.
Confirm password: Required. Reenter above password.

Trainee role: Required. Select from roles list.
e PERSONAL INFORMATION

First name: Required. Text input field.

Last name: Required. Text input field.

Profile image: Optional.

Hired date: Optional. Date picker form.

Mobile phone: Optional. Number only, no space or special characters.
Telephone: Optional. Number only, no space or special characters.
Fax: Optional. Number only, no space or special characters.
Skype: Optional. Text input field.

Address: Optional. Text input field.

Country: Optional. Select from dropdown list.

State: Optional. Select from dropdown list.

Location: Optional. Select from dropdown list.

Division: Optional. Select from dropdown list.

Department: Optional. Select from dropdown list.

Job title: Optional. Text input field.
e NOTIFICATION SETTING

Receive notification through email: Yes/ No

Course notification

Account notification




o ACCOUNT STATUS

Active or inactive. Default set as Active.

£ Skins v (+] Language v Super Administrator v
q =lst |+ Add \ ® Import \ c
smarttrainer
rain your eatie organzation
LOGIN INFORMATION
@ DASHBOARD Email* admin@smarttrainerims.vn
% LIBRARIES Password * 8 ceeneene
& COURSES & Include 1 uppercase
& Include 1 number
& TRAINING PLAN & At least 6 characters
& No space
i DEPARTMENTS «
Confirm password * a
& LT TRAINING
Trainee role * | Role will define the abilties of this trainee J

& USERS <

User management PERSONAL INFORMATION
~ Role management First name *

Permission management

Last name *

= QUESTION BANK <

7. How to create Question Bank?

7.1. How to create Question Bank categories?

You can add new category for question bank by click on “Question Bank” module > sub module

“Question Bank Category” in menu bar.




&£ Skins v [+] Language v Super Administrator v

# Dashboard > Sgffiestion bank category
& ILT TRAINING 5 .
Que o n bank CategOFIeS ( Question bank categories sub title )

& USERS P

= List \ + Add \ c

Bulk actions ~  EFN]

QUESTION BANK <

0

" Question Bank Category

Question Bank List

‘ Question bank st =
= msks1000 @ « .

4 result(s) found

il REPORTS <
£ SETTINGS Title Created date Status L

IT Service Management Training 2018-03-26 =3 A o
& CONTACT

Project Management Training 2018-03-26 = Add question S E )
@ HELP & SUPPORT Business Skills 2018-03-26 =3 Add question a: o
& ACCOUNT Lorem ipsum dolor sit amet, consectetur adipiscing 2018-05-02 m Add question VAC (m]

elit. Nullam eleifend, elit ac tristique imperdiet, mi nisl
malesuada odio, at placerat lacus tortor at velit. Duis
& LoGout nec sodales elit. Sed id efficitur nisl. In consectetur
tellus arcu, vel tristique urna

In question bank list, you can click into tab “Add” to add new category:
Category title: Required. Maximum 255 characters.
Status: Active/ Inactive. Default set as Active.

Position: Order of this category in the list.

¥ Skins v @ Language v »’ Super Administrator v

# Dashboard > = Question bank category
& LT TRAINING . X
Question bank categories ( auesion vank categories su tte )

& USERS <
= Lst | o
= QUESTIONBANK ¢ = List + Add \
Question Bank Category Category title Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed a uma sem. Donec duinisi, |

Question Bank List

TasksT000 (B «

Position ’4
il REPORTS ‘
& SETTINGS Cancel Add this & add another
¥ CONTACT

® HELP & SUPPORT

& ACCOUNT

¢ LoGout

7.2. How to create Question Bank?




There are 2 ways to create new question in Question Bank.
Option 1: In Question bank category, simply click on button “Add question”

= Q Skins v o Language v Q @ 7‘ Super Administrator vV

# Dashboard > = Question bank category
ggzlarttrainer . .
70 four entirs organzation Questlon bank CategOFIeS ( Question bank categories sub title )

@ DASHBOARD

Q

Sust | +aw |

‘ Question bank st =

% LIBRARIES

& COURSES

& TRAINING PLAN

4 result(s) found

I DEPARTMENTS «
Created date
& ILT TRAINING
IT Service Management Training 2018-03-26 =3 -] 8]
& USERS
‘ Project Management Training 20180326 = 78 8
= QUESTIONBANK ¢ Business Skills 20180326 = s 8 o
Question Bank Category Lorem ipsum dolor sit amet, consectetur adipiscing 2018-05-02 = VA (=]

elit. Nullam eleifend, elit ac tristique imperdiet, mi nisl
malesuada odio, at placerat lacus tortor at velit. Duis
nec sodales elit. Sed id efficitur nisl. In consectetur
tellus arcu, vel tristique urna

Question Bank List

= msksto00 @ «

Option 2: In Question Bank list, you click into button “Add more questions”

£ Skins v Q@ Language v Super Administrator v
# Dashboard > i Question bank
marttrai .
STALEANET | Question bank
@& DASHBOARD
oust | e
% LIBRARIES
& COURSES Q + Add more question
& TRAINING PLAN 15 result(s) found Viewing options | 10 v
I DEPARTMENTS < # Question type Category Question & answer Action
Questio Multiple Choice - IT Service @ @
& LT TRAINING n1 Single Option Management Training | What is Lorem Ipsum?
IT-Service-Management
& USERS P
0 Lorem Ipsum is simply dummy text of the ‘ - E +

= QUESTION BANK < ]

Lorem Ipsum has been the industry\'s sta ‘ - € +

Question Bank Category

It has survived not only five centuries, but ‘ - E +
i Question Bank List
U WESUDEY a - Questio Multiole Choice - IT Service e

You can add new question manually with 6 type of questions:
e Multiple Choice - Single Option e Yes/ No Question
e  Multiple Choice - Multiple Answer e Fill in the Gap




e Written Question e Import File

8. How to mark exam?

All exams which need to be marked will be showed in session “Things to do” in Dashboard. Moreover,

you can see total number of exams which are waiting to be marked by notification:

B

Total libraries: 19 Total courses: 17 Total trainees: 7 Course assigned: 1

£ Skins v Qo Language v (e} Super Administrator v

DASHBOARD

% LIBRARIES
Things todo Top performance
& COURSES
C urse request Mark exam
& TRAININGPLAN View al Total 17 exams View all
Chang
- .
Il DEPARTMENTS « §  Nguyen Newexam 5 gaye
Microsoft Office 2 Marketi for May
&0 Outlook 2010 days : Marketing a0
& ILT TRAINING ago Department
Division 123
Location 123 ) Most productive trainee
& USERS Super Admin
\ Super Admin
Super Department Training 3 days
— Admin 123 Final Exam ago Department 123 , Division 123 ,
= QUESTIONBANK ¢ 5 Microsoft Office 2 Dvision 123 Location 123
epartment Location 123
123 Outlook 2010 :;zs Complete 5 courses
= TASKS TO DO Division 123 )
a- Location 123 Super Admin
Mark Exams Department Training 5 days
Super 123 Final Exam 500
Pending Requests () Admin Division 123
1 Location 123
.l REPORTS N - Department  MOS10_PowerPoint week
123 ago Super Admi
Division 123 uper min
& crrrmic~c Location 123 BN  Nonartmant Teninina 2

In the mark exams list, you can search, sort or filter to view accordingly exam:

# Dashboard > = Tasktodo > = Mark exams
smarttrainer
ol ur oate rgaizst o Mark €XaMS (List all exams that trainees have taken )
@ DASHBOARD
= st | o
% LIBRARIES
Q Sort by +
& COURSES — —
Country F ‘ State F ‘ Location ‘ Division " Department h4
|
& TRAINING PLAN Attempt type v ‘ Exam status v
M DEPARTMENTS « 5 exams Viewing options | 10 v
& ILT TRAINING Trainee Finished  Result
time
& USERS “ Chang Nguyen New course for May Marketing Department 115 2018-05- [ waiting [ W4
1
= QUESTION BANK < Chang Nguyen ITIL® Practitioner Series Marketing Department 115 2018-03- El -
28
= TASKS TO DO n P Chang Nguyen ITIL's Lifecycle Approach to IT Service Marketing Department 115 2018-03 m ® &
Management 28
Mark Exams Super Administrator ITIL® Practitioner Series Department 123 415 085 [ o7
Division: Division 123 10

Pandina Raauacte 7R




You can click on icon “View” ® to view exam detail

£ Skins v Q@ Language v ' Super Administrator v

Mark exams ( List all exams that trainees have taken )
smarttrainer

irain your entire organization

Full name: Chang Nguyen Course title : New course for Ma
@ DASHBOARD U - A
Country: M Create: 2018-05-11
% LIBRARIES State: [® Total question(s): 10
Location: X Exam duration: 5 min(s)
& COURSES o
Division
& TRAINING PLAN Department: Marketing Department
Il DEPARTMENTS « New exam for May

& LT TRAINING
New exam for May

& USERS .
Attempt 1/5

= @IESLIIELTS ) M Complete 4/4 questions

— & Correct: 1
= 1asksTo00 @ «
88 Finished time: 2018-05-11

il REPORTS P X Time spent: 0 min(s)

Otherwise, you can click on icon “Edit” # to mark or remark this exam.

&£ Skins v [+] Language v Super Administrator v

# Dashboard > = Tasktodo > = Exam lists > = Mark exams > = Attempt 1
smarttrainer

b AL Mark €XaMS ( List all exams that trainees have taken )

@ DASHBOARD

Full name: Chang Nguyen 7 Course title: New course for May
=
— HERRSS Location 84 Create: 2018-05-11
& COURSES Department: Marketing Department [@ Total question(s): 10

X Exam duration: 5 min(s)
& TRAINING PLAN

New exam for May Result: 4/15 (27%)
I DEPARTMENTS P
& LT TRAINING View all 4 questions ] Only view 1 manual question
& USERS \ # Question type Question & Answer Result
={QUESTION BANK 4 Questio Fill in the gap Maximum marks: 6
n1: Lorem Ipsum comes from sections 1.10.32 and 1.10.33 of
= TASKS TO DO n « [answer_1] (The Extremes of Good and Evil) by Cicero, written in Mark allocated marks

45 BC. This book is a treatise on the theory of ethics, very popular
during the Renaissance. The first line of Lorem Ipsum, \"Lorem
ipsum dolor sit amet..\", [answer_2] The standard chunk of Lorem [answer_1] : \"de Finibus

Hint:
il REPORTS 4

9. How to handle trainee’s / department’s course request?

All pending requests which need to be handled will be showed in session “Things to do” in Dashboard.

Moreover, you can see total number of pending requests which are waiting to be handled by notification:




£ Skins v

& COURSES

& TRAINING PLAN
I DEPARTMENTS
& ILT TRAINING
& USERS

= QUESTION BANK

= TASKSTO DO

Mark Exams

Pending Requests ()

il REPORTS <

& SETTINGS

¥ CONTACT

javascript;

<@ Language v

Course request

Total 3 course request

Super
Admin

Department
123

Division 123
Location 123

Super
Admin

Department
123

Division 123
Location 123

Super
Admin

Department
123

Division 123
Location 123

View all

Microsoft Office 2
Outlook 2010 days
ago
Microsoft Office 2
Outlook 2010 days
ago
1
MOS10_PowerPoint ek
ago

Total 17 exams

>

Chang
Nguyen

Marketing
Department

Super Admin

Department
123

Division 123
Location 123

Super Admin

Department
123

Division 123
Location 123

Super Admin

Department
123

Division 123
Location 123

Chang

New exam
for May

Training
Final Exam

Training
Final Exam

Training
Final Exam

View
2 days

ago

3 days
ago

5 days
ago

weeks
ago

Super Administrator v

all

Most productive trainee
Super Admin

Department 123 , Division 123 ,
Location 123

Complete 5 courses

In pending requests list, you can select each action for individual or multiple requests to action.

&_szlartl:rainer
sl

@ DASHBOARD

v

LIBRARIES

& COURSES

& TRAINING PLAN

I DEPARTMENTS <

& LT TRAINING

& USERS <
= QUESTIONBANK

= 1asksTo00 @ «

Mark Exams

Pendina Reauests IR

‘ Country v ‘ State ‘ Location " ‘ Division v ‘ Department V) ‘ Status v
11 result(s) found Viewing options| 10 v

Trainee
Action

Super Administrator

Super Administrator

Super Administrator

Department 123
Division: Division 123
Location: Location 123
State: State 123

Country: New Zealand

Department 123
Division: Division 123
Location: Location 123
Stae: State 123
Country: New Zealand

Department 123
Division: Division 123
Location: Location 123

Course title

Microsoft Office Outlook 2010

Waiting

Microsoft Office Access 2010

Microsoft Office Word 2010

Reject

v

v

Request time

2018-05-11

2018-05-06

2018-05-06

10. How to create help & support articles for trainees?

You can add new Smart Trainer help & support articles; to the “Help & Support” module.




£ Skins v Q Language v Super Administrator v

ﬁs\marttrainer
1rain your entire organization = List \ + Add \ o
P— s oty . o
% LIBRARIES
‘ Category = ‘ Status = Clear
& COURSES
6 result(s) found Viewing options | 10 v
& TRAINING PLAN
Order Article Category Created by Publication date Status Action
-
IX DEPARTMENTS ‘ 1 How can a Department Contact Department Super Admin 20170717 f80
person manage courses and leaming?
& ILT TRAINING
1 de Finibus Bonorum et Malorum 123 User Super Admin 2017-07-17 LED
& USERS < 4 support 3 Course Super Admin m LS EQ
= QUESTIONBANK 3 Support 2 Course Super Admin m SEQ
— 2 support 1 Course Super Admin
= masksT000 (@ « BT / & o
1 Atticle 2 Course Super Admin 2017-07-07 SED

Ll REPORTS P

In this list, you can select articles to publish, unpublish (save as draft) or create a new one:

¥ Skins v [~} Language v 7‘ Super Administrator v
. sts | +aw | =
smarttrainer
10 your ent organzaton
Title * 01255 Choose category for your article
@ DASHBOARD
Description * ) § ) @ Course s
2 LIBRARIES File v Edit v Insertv  View v Format v Table v  Tools v 8
4 » B 7 U E =E E |- - © User ¢
& COURSES R -
& TRAINING PLAN " L K2 N & B A~ A~ 16 = © Department P
-3 O &8
T DEPARTMENTS ‘
& LT TRAINING
& USERS P
= QUESTIONBANK ¢
= 1asksT000 @ «
|l REPORTS < Order in the 5
cateaorv

Title: Required. Maximum 255 characters.

Description: Required. Text input.

Choose category for article: Required. Select from category list or create a new category.




11. How to change system’s settings?

You can change system’s settings in module “Settings” from the menu bar:

£ Skins v Q Language v Super Administrator v

& COURSES # Dashboard > & Settings > / System settings

P System SettlngS ( System settings enable you to customize things in the system )
TRAINING PLAN

-
M DEPARTMENTS 4 & General \ [Ea] Theme dress \ Q@ Social media ] E4 Message & notification ! # Certificate template settings \ <
& ILT TRAINING
& USERS « smarttrainer
{rain your estire organization
= QUESTIONBANK ¢ Change || Remove
= 1askst000 @ « Logo trainee )’
smarttrainer
rain you entre organizaion
il REPORTS
Change || Remove
&~ SETTINGS
System email smarttrainerims.co.nz@gmail.com
N CONTACT
Email password app ™ | ceeeeseenecnnnes
® HELP & SUPPORT
Contact email smarttrainerims.co.nz@gmail.com

In this module, you can change:

e (General settings:

- System logo

- Logo in trainee site

- System email: This is email address which is used to send system email to all users
- Email password app: Application password to access system email

- Contact email

- System title: This will be added to browser title

- Default language: Default language for system phrases

- Application URL: You can access application with this URL

- Customize terminology: Change system terminologies




[+] Language v Super Administrator v

E

«

E

)

(]

COURSES Email password app* | seseeesesanaenns
TRAINING PLAN Contact email smarttrainerims.co.nz@gmail.com
Contact us emails as well as all system level notifications will come to this email
DEPARTMENTS <
System title Smart Trainer LMS
ILIERAINNG This will be added to browser title
USERS < Default language English t

Default language for system phrases

QUESTION BANK <
Application URL

TasksT000 [ « You can access application with this URL
REPORTS g Customize terminology

o
CONTACT

HELP & SUPPORT

Theme settings: Change layout settings; Upload favicon or slider images

2 Super Administrator v

System Settlngs ( System settings enable you to customize things in the system )

COURSES
TRAINING PLAN \ \ . . \ . \ . . ~
& General &) Theme \ 9 Address @ Social media B4 Message & notification # Certificate template settings \ =~
DEPARTMENTS q
Trainee layout By default mini side bar admin menu
ILT TRAINING Fixed top bar while scrolling
Enable forget password feature admin site
USERS <
Admin layout By default mini side bar admin menu
QUESTION BANK < ¥ Fixed top bar while scrolling
¥ Fixed side bar menu while scrolling
TASKS TO DO a < Enable forget password feature admin site
REPORTS « Favicon
SETTINGS
CONTACT
HELP & SUPPORT Change Remove

Address settings: Setting up company address; Time & date settings
Social media settings: Social media links

Message & notification settings

Certificate template settings: Create and manage certificate template for system




£ Skins v @ Language v Super Administrator v

| # Dashboard > & Seftings > / System settings

* SyStem SeﬂlngS ( System settings enable you to customize things in the system )

=
& General ] Eal Theme ] 9 Address ! @ Social media ! 3 Message & notification ] # Certificate template settings \ <

-]
o About 4 results Viewing options | 8 v

ERTIFICATE
& oF ACHIEVEMENT LMS LMS

O NAME AND SURNAME Analytics Certificate digital learning certificate
. @0
= o =

Lotk
&

You can select from existing template to customize it (change content, change layout). Or, you can click

on button “Add certificate” to create a new one based on your company brand identity.

= £ Skins v Q@ Language v 2 B I Super Administrator v
Cereiew # Dashboard > & Settings > / System settings

@ System SettlngS ( System settings enable you to customize things i

e system )

=

& General ! Eal Theme ! 9 Address B4 Message & notification ! # Certificate template settings \ <
8
a8 Code information Select image

p—— o
o ® oTrmasyTB -/ U § x, X Q A-HA- ¥ B E E EE B E E
T Course title [course_title] _
i L & 7~ 16 - o~-a 0

g

Author [author]
&

Trainee fullname
- [trainee_fullname]
= Email [email]
[l Finish date [finish_date]
Ve Location [location]

Click on “Select image” to upload thumbnail image for certificate.

In editor area, you can use HTML/ CSS to create your own company certificate:




= # Skins v Q Language v (o) @ 2 Super Administrator v
e # Dashboard > & Settings > / System settings

&* SyStem SettlngS ( System settings enable you to customize thin,

=

& General ! ] Theme ! Q@ Address | @ Social ! E4 Message & notification ! & Certificate template settings \ <
-]
-] Code information Select imag
P ® ¢ Fomasv B 7 U & x, X Q A-A~- ¥ b E=E = E B = =
T Course title [course_title] _

Source code 16px - —o-® 0O

-]

Author [author]
&

Trainee fullname
- [trainee_fullname]
= Email [email]
Latal Finish date [finish_date]
£ Location [location]

12. How to view or edit my account?

You can view or edit your account information (except your email address) by click on module

“Account” in menu bar:

£ Skins v Qo Language v Super Administrator v

# Dashboard > & Account
I DEPARTMENTS P

Account

& LT TRAINING User Profile, Settings and password

RUEERS < ] Ovewiewm \ <
= QUESTION BANK <
S i Your profile ‘ & Edit profile
uper
= Tasks1o00 [ « ; Mobile phone +64 123456789
il REPORTS . Telephone +64 012345678
Email admin@smarttrainerims.com
#& SETTINGS
Fax +64 090202404
¥ CONTACT Skype admin_smarttrainer
Added: a year ago
Address 123 Block 1, District 2, Wellington
@ HELP & SUPPORT
Job title Manager
& ACCOUNT Country New Zealand
State State 123
O LoGout
demo.ec2-54-194-99-0.eu-west-1.compute. di ings/syst... Location Location 123

In this module, you can edit your information:

- Login information: Change password




- Personal information

Notification settings

£ Skins v Q Language v Super Administrator v

] Ovewiewm \ <

I DEPARTMENTS P

& LT TRAINING Supe.r . LOGIN INFORMATION
Administrator

Email* ¥  admin@smarttrainerims.com
& USERS “ @ Online | [EETTEE 2

Password Ch d

Job title: Manager

Hire date: 2017-06-11

TASKS TO DO a “ PERSONAL INFORMATION
O Added: a year ago

[l REPORTS « First name Super

& SETTINGS Lastname* | Administrator
&% CONTACT Thumb image

-~

© HELP & SUPPORT

& ACCOUNT

Change || Remove

& LoGouT

© Smart Trainer LMS
280 Great South Rd, Greenlane, Auckland 1051, New Zealand




