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Customization

If you need to customize the dashboard, click on Administration from the main
menu and select Campus Settings from the drop-down options. Then click on the
Customize tab to open up a number of options.

Edit Account Details

Customize New User Email

Customize the look and feel of your account using the settings below.

(3 Dashboard options

New user welcome video

3 Manage Featured Courses

3 Disable features 3 Misc settings

V Disable recent activity V, Must complete video before exam

Everything from disabling certain features such as, comments or sending messages,
requiring Students/Learners (Users) to complete the video before taking the exam,
creating customized welcome emails for new Students/Learners (Users), to uploading
your own image for the login page, can all be found here.

Managing Featured Courses

Featured Courses is just one of many widgets that can be added to the main
dashboard. First, you need to add courses.

To do so, click on Administration from the main menu and select Campus
Settings from the drop-down options. This will take you to Account Details.

Choose the Customize tab and then select Manage Featured Courses.
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Edit Account Details

Customize the look and feel of your accoun the settings below.

D Dashboard options

New user welcome video

This
will redirect you to another page to either add, remove or reorder the featured
courses. To add courses, use the Search courses field to find and add courses to
the page.

% Kyle O'Brien

@ Manage featured courses for People Grow Business. We Grow People

age all of th this account

= =ik Staying Positive
Staying Positive at work can be quite the task Ifs easy to get

i 5 Hacks to a Clean and Comfortable Space

& - cammg  Work Hacks: 5 Hacks Clean and Comfortable m
Space

I - @48  Work Hacks: 5 Hacks for Workplace Sanity

$ Hacks for Workplace Sanity

If you need to remove a course, click the red trash bin icon to the right of the course
title. To reorder the courses, use the blue up/down arrows. Once you're satisfied,
return to the main dashboard and find the Featured section to see your updates.

If you do not have the Featured Courses widget already added to the dashboard,
click the gray Add Widget button in the top right-hand corner, select Courses, then
Featured, and choose what size of the widget you want displayed.

(Please note that if you use the Featured Courses widget it will default as the top
widget on the Students/Learners (Users) dashboard).

Comment Moderation

To view and manage comments made by Students/Learners (Users), click on
Administrator and choose Comment Moderation from the drop-down options.
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Comments

’ Adam Bowen commented on Mission, Vision, Values: 02. Vision

14 days ago

O This was a great course!

mment

Allison Giles commented on July 2018 Company Update
about 1 month ago

O | really, really, really enjoyed that update.

This page gives you a complete history of Students/Learners (Users) comments. To
download all comments for your archives, click the green Export Comments button.

To view individual comments, click the blue Go to comment link and you'll be
directed to the course page where the comment was made.

Community (1)

About wnloads Notes (0)
’ Adam Bowen @© 14 days ago

This was a great course!

From there you'll have the option to Edit, Reply or Remove the comment.

Adding Students/Learners (Users) to KT&RS
Software

You have a few options when it comes to adding Students/Learners (Users) to your
KT&RS Software account. The first option is just creating an individual
Students/Learners (Users). To do so, click Members from the main menu and then
select Create new Students/Learners (Users) from the drop-down options. This
will take you to this page:
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1
@

Kyle O'Brien ~ QG L

o Add new user
Enter the users email address in the form below to have an invitation sent to them to join
202 your Thinkzoom campus.
Email
=
@

T ‘ No Email Address?

Enter in the email address of the new Students/Learners (Users) and click Create
Students/Learners (Users).

(Shortly after, the Students/Learners (Users) will receive a confirmation email where
they'll need to complete the steps to confirm their account and create a password to
log into your KT&RS Software account.)

After you've created the new Students/Learners (Users), you will be redirected to the
main Members page. Use the search bar to find the new Students/Learners (Users).
Need to edit their profile? Click the blue pencil icon across from their name to open
up their profile and edit their attributes or grant them privileges.

@ Show All Users

Show 19 # entries

Search: 1968

1

First Name Last Name Username

’ kyle.obrien+demo1968companyemail.com &

Showing 1 to 1 of 1 entries (filtered from 95 total entries) Previous Next

The other way to add Students/Learners (Users) to KT&RS Software is via importing
a file, this is how you can add multiple Students/Learners (Users) at once. First, you
will need to create your Excel file with all of the Students/Learners (Users) you want
to add.

To make the process easier, we have templates for this.
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Your file should have a column for the Students/Learners (Users) name, first and last

name, the parent email of their manager or administrator for reporting purposes,
whether or not they’re active (enter in 1 for every Students/Learners (Users) you
want to activate and 0 for every Students/Learners (Users) you want to deactivate),
and other attributes, such as what Group you want to add them to.

l [IENTW Insert Pagelayout Formulas Data Review  View
. Xou Calibri (Body) + 12 +| As Av =Bl - = Wrap Text General E- : . 4. wmx. 2. Z Autosum ©
Copy * L] s & 3 Fill *
Paste & Format 8| r|u sl & . A v = = = = o= $ i+ % 3| % & gé:?,:.a:z.x; :so;r:;:: 5((:);25 Insert  Delete  Format & Cloar~
c20 - fx
A B C D E F
1 email firstname  lastname parentemail active  group
2 (first.last@companyemail.com Allison Giles first.last@companyemail.com 1 HR Compliance;Sales;All Company
3 [first.last@companyemail.com Amber Wonderland first.last@companyemail.com 1 HR Compliance
4 first.last@companyemail.com Danny Tanner first.last@companyemail.com 1 All Company
5 [first.last@companyemail.com Bill Williamson first.last@companyemail.com 1 Safety;HR Compliance
6 |first.last@companyemail.com Catherine  Winslet first.last@companyemail.com 1 Leadership
7 first.last@companyemail.com Natalia Portman first.last@companyemail.com 0 Onboarding
8 |first.last@companyemail.com Jeffrey Kirk first.last@companyemail.com 1 Project Managers
9 |first.last@companyemail.com Joe Jameson first.last@companyemail.com 1 HR Compliance;All Company
10 first.last@companyemail.com Miranda Darrow first.last@companyemail.com 3 Safety
11

Once you're done, save the Excel file and return to the main Members page.

Click the green Import Members button, upload your Excel file and click Import
Students/Learners (Users) to complete the process.

+ New Member |

Show 19 #

H [ @ Show All Users ]

entries

Search:
1 First Name Last Name Username Last Login
’ Allison Giles first.last@companyemail.com 2018-09-27 >3
. Bill Williamson first.last@companyemail.com 2018-09-20 V4

Creating and Managing Groups

To set up your Students/Learners (Users) into specific Groups, click on Groups from
the main menu. Next, look for and click the blue link that says + Create a Group.
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= 2 ﬁ, Kyle O'Brien ® [a) =
39 HR Compliance

g
G Dashboard 2017 New Content

Compliance training is necessary for all organizations. Take a look at a sample of our offering
%22 Groups ezl

Hide Completed Only Required

@8 Admin

& Tracks

wding Harassment: 02. Understanding Offende

2018 4Yourinformation N\ “

Understanding
- & Harassment We've looked at types and categories of sexual harassment, what potential targets can
& Topics Here's where the monthly updates o\ aSSTE
d d thiy updat s P , do, and what's expected of bystanders. But what kind of person engages in sexual
will be stored. Enjoy) harassment in the first place? That's what we're going to cover in this program. We're
&) Classrooms Al o8, going to look at seven common personality types most likely to engage in sexual
ember _ J harassment: The Clown, The In-Your-Face and In-Your-Space Coworker, The Gossip, The

& TheQuad
2018 New Content

0 cor| iabil rov: ity if y m ing h ]
L Reports Eliminate corporate liability and improve quality of work life by managing harassment

INVESTIGATING situations when they occur. In this course, we'll discuss tigating
complaints. We'll go over how to stop the harassmen

Members B protected from retaliation
]

4tify Your Learning

Course Builder

A pop-up window will appear asking you to name your new Group and provide a
description. Once you've done that, click the orange Create Group button and the
page will refresh to your new page.

Now it's time to add Students/Learners (Users) and courses. Let’s start with adding

curses. Adding Courses to a Group

Go back to the Admin button and choose Manage Courses from the drop-down
menu. The page will refresh to show two buttons, Add Courses and Done Editing.

Click Add Courses to open up a pop-up window. Adding courses is a quick three
step process.

Add Courses x
: o : s
in
1 Courses Requirements. Options
in
E
n
1. Ethics for Everyone n
3 2. Legally Hiring ([l
3.02. Respect: How to be Respected n
u int
3
o 5
3 ta

First, use the search bar to add the courses you want (you can add multiple courses
at once or even add an entire topic or series of courses!). To remove a course, click
the red “x” button next to the course title.
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The second step is optional and only there if you want to make the course(s) all
required viewing by your Students/Learners (Users).

The third and final step is to decide how you want these courses to appear. By
default, any new course additions to a Group will appear at the top. If you want them
to appear at the very end, you will need to check the box in this step that says, Add
courses to end of list.

Adding Students/Learners (Users) to a
Group

Click the Admin button and select Manage Members from the drop-down options
to trigger a pop-up menu.

oQo

22 HR Compliance @8 Admin

Compliance training is necessary for all organizations. Take a look at a sample of our offerin  Lu Generate Report

&7 Regenerate Progress
Hide Completed Only Required

& Edit Group

C) Clone Group
Understanding Harassment: 02. Understand

_ ] Delete Group
We've looked at types and categories of sexual hare

targets can do, and what's expected of bystanders E Manage Courses
engages in sexual harassment in the first place? Th__ 592 Manage Members

Understanding
Harassment

cover in this program. We're going to look at (

; B rt t
types most likely to engage in sex assment: T 19 Export Course Lis

IR A ti-Harassment: 04. Investigating Complaints

In the pop-up menu, search for and add Students/Learners (Users) by their
Students/Learners (Users) name or by their first or last name. You can remove
Students/Learners (Users) from this Group by clicking the red trash bin across from
their name.
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Manage members x

Order members by Progress | Username | Last Name

' Thom York

§ firstlast@companyemail.com
A F “Z‘ Katie Beadle
st ast@compan;

’ Derrick Rae
tlast@companyemail co

Shelly Smith
t first last@companyemail.co

‘ Tom Rooney
first.last@companyemall.com

.'vunz)

o
|
o

Any additions or changes will save in real time.

Manage Members allows you to see the current progress of the Students/Learners
(Users) in the group. You can click on a member’s name to see what training they
have completed and what they still need to take.

When you're done, exit out of the menu. Now it’s time to add courses to this Group.

Once you're satisfied hit Save Courses and then click Done Editing to save all your
changes.

Requiring Courses in a Group

Within every Group page, you have the ability to set Required Courses where
learners will be notified on their main dashboard that a course must be watched by a
specific date.

To set a course requirement, click Admin and select Manage Courses from the
drop-down options. After the page refreshes, you will notice three editing icons
underneath the course titles. The gray gear icon in the middle is what you will select
to bring up the course requirements options.
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Compliance training is necessary for all organizations. Take a look at a sample of our offering.

ETHI% FUR Ethics for Everyone
The topic thics has been around a long time, all the way back to Plato and
EVERYONE _ Aristotle who'yere the founders of what's called virtue ethics—that ethics is a
m virtue to be soudyht after. But when it comes to business how do we apply
“playing fair"? WelNthere's more to it than that. Let’s take a look at a definition
of business ethics.

Legally Hiring

At some point you'll have an open position on your team, and you will need to

H IR [NG hire someone. You need to hire the best qualified candidate. The truth is, hiring
ALLZLpA4LN g:?/»

the right employee is hard work.

You have three different ways to set course requirements:

+ Require without a date
*  Require course to be completed by a specific date
 Require course to be completed at a reoccurring interval

Update Course Requirements

Require this course to be completed at the user's convenience.

i Required without a date

Require this course to be completed by a specific date.

nz
This will be the date
an t
in
3 3
Require this course to be completed at a reoccurring interval. i
1t
= Required every
te
Required| %] days after joining 5
9

Cancel Update Requirements

If you just want the course to be required without a date, check the box.

If you want courses to be completed by a specific date, choose the date from the
drop-down calendar.

If you want requirements to be recurring, you can choose whether a course must be
viewed every 6 months to 3 years, or you can require it to be viewed by a certain
amount of days after joining the Group.
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Once you're done, click Update Requirements and then Done Editing to save your
changes.

Required courses will have these indicators in the top-right corner of the course
section.

Lyl 600

At some point you'll have an open position on your team, and you will need to

H IR IN G hire someone. You need to hire the best qualified candidate. The truth is, hiring

the right employee is hard work

§ The Leadership Ladder

What's the difference between a supervisor and a manager? And what's the
L difference between a manager and a director? And what does being a leader
mean? These are all great questions, and in this program, we'll cover the roles

and responsibilities of a supervisor, manager, director, vice president, and
leaders in the C-suite.

n ~ Test Course Title
) )
o ©
m Gl &
AT WORK R Description goes here.
[p) 9
= ¥

Red indicates a course is past due, a blue mark indicates the course is required and
green indicates the course has been completed by the Students/Learners (Users).

Along with adding Students/Learners (Users) and courses, there are other options
under the Admin dropdown menu:

+ Generate a Report: Create a custom report on the Students/Learners
(Users) in the group and the courses in the group.

+ Regenerate Progress: Update an employee’s progress wheel.

+ Clone Group: Make a clone of this Group with the same courses but different
Students/Learners (Users).

+ Delete Group: Remove this Group from your KT&RS Software account.

Creating and Managing Tracks

KT&RS Software comes standard with Tracks, a way for you and your
Students/Learners (Users) to engage with self-directed learning off of the Lominger
competencies. Not only can you enroll Students/Learners (Users) into any Track you
desire, but Students/Learners (Users) can also enroll themselves without needing
administrative privileges.

To access a Track, click Tracks from the main menu and then choose a Track.
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To enroll or unenroll a Students/Learners (Users) from this Track, click on Admin
and select Manage Members.

Action Oriented q = Alignment and Compliance &2 Admin

Enjoys working hard, is action orientated Is aligned with the culture, values, and mission, operates with the mission and values inmind,a  |u Generate Report
and full of energy, not fearful of... act in a manner that aligns with the organizational culture, values, and mission. © Clone Track
] 57 courses Media Training: 01. Introduction to Media Trainin U Delete Track

R
In this series, we are going to talk all-things-media and h "8 Manage Members

your company’s advantage. Before you can decid hich media best fits your
company's needs, you need to know abou ifferent types available, and who's
using, listening to, reading, or wat them. In this course, we'll talk about the
history of wand televi: and where they stand today,

Alignment and Compliance : E

Is aligned with the culture, values, and

mission, operates with the mission and values in

mind, and encourages others to act in a manner

that aligns with the organizational culture, values, Media Training: 02. Media Training

Have you ever had to do an interview where you're representing your company? It
can be intimidating if you don't have any media training experience. In this course,
you'll learn how to give the best interview possible, whether it's for radio,

| television, or print. We'll discuss everything from how to speak and what to say, to
8:51 what to wear during the interviews. This course will also give you tips on how to

and mission.

- 161 courses

Building an Effective Team E

A pop-up window will appear where you can search and add new Students/Learners
(Users), remove current Students/Learners (Users) and more.

If you want to create a custom Track, click the blue link labeled Create a Track.

.ﬁ, KyleOBrien v @ 0 =
& Caring About Direct Reports @ Admin

Is interested in the work and non-work life of direct reports, asks about their plans, problems, and desires, knows about

Accountability

Understands why groups do what they do, picks their concerns and questions, is available for listening to personal problems, monitors workloads and appreciates extra

up the sense of the group in teams of positions, effort

intentions, and needs, what they value and how to

motivate them, can predict what groups will do “66“0666 gig Neyayyity

Negativity is toxic. Everybody gets caught up in some type of workplace negativity
o@@ﬁ(f‘d‘\(j(f(f\(ﬂ from time to time. The trick is that, as a manager, it's up to us to stop negativity

18D caiices from impacting productivity and morale. It's up to us to make sure negativity is
hamessed.

Action Oriented a

Enjoys working hard, is action orientated

across different situations.

01. Respect: How to be Liked

RESPECT Being liked at work makes you more productive, more engaged, and happier in
your workplace. It allows your team to function more smoothly. So how do you
get people to like you? Believe it or not, there's a professional way to make

=
=
-
-
b=y
=
=
] 57 course
i_ . m yourself likeable, and that's what this program is all about.

Alignment and Compliance

and full of energy, not fearful of
0N 0 U8

Give your Track a name and a description and then once it’s created go to Admin and
select Manage Courses to add in the courses you’d like to associate with the Track.

You can also customize existing Tracks by clicking on Clone Track. This will not
create a new Track but rather it will unlink the Track from our library. This means
any new courses added to this Track in the future will not be included on this cloned
Track. However, you can customize it to remove any courses and add any of your
own.
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Lastly, you have the ability to generate a custom report on this specific Track. Go to
Admin again and select Generate Report from the drop-down options. You'll be
redirected to the Reports page to fill in the rest of the reporting options.

Classrooms

KT&RS Software supports instructor-led training via Classrooms. As an
administrator, you have the ability to create classroom courses, set up sessions,
manage and track registered Students/Learners (Users) and more.

Leadership [E Communications

Leaders are not only responsible for current

overall results, but must also

Communications

Communicating with each other involves more

than words. It also includes

There are no more classroom courses for this topic

Professional Productivity

An organization is only as good as its front-line

people. Learn effective.

For an in-depth look at how to create classrooms, sessions and manage registrants,
please request a demo at lifecareerprep.com

Reporting Features

Select Reports from the main menu to go to this page, where you’'ll be able to see
the activity of the entire Students/Learners (Users) base with Charts.
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Charts Reports
Top Charts £409/20/2018 - 09/27/2018 =
% Total Views > - 4 Top Courses
P
Anti-Harassment for Everyone
14 Views
Lockout Tagout: Energy Control Program Details, Questions & Exceptions
a0 \ 2 Views
Writing Clearly: Fragments and Run-C
30
Writing Clearly: Active Voice vs. Passive Voice
yZ N Punctuation: Quotation Marks
/ \
— 5 : s
D 5 ) > o© A\
= 4 o v N & & & 7 Ur nding Bloodborne Pathogens: Bloodborne Pathogens and Personal

e Equipment (PPE)

You'll find everything from Top Topics, Top Students/Learners (Users), Top Courses,
Top Favorites, Top Recommendations and Total Views.

You'll also be able to access usage reports in the Reports tab. Here you can find past
reports, as well as build your own custom reports.

Charts Reports

4 New Custom Report

l& Your Reports

Date

Account Name Date Range Requested Status

ej4 £ All users who completed videos and exams 2018-08-18-2018- Processing
09-19
mynewcampus & Member Progress for HR Compliance 0000-01-03-2018-
08-06
15 4 tems per
page

For more details on creating custom reports request a demo at
lifecareerprep.com.com

For more details on creating charts request a demo at lifecareerprep.com.com

Creating Custom Content
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KT&RS Software comes with its own authoring tool to help you create your own custom
content. To get started, click Course Builder from the main menu and then select
Make a Recording from the available options of creating and/or uploading content.

For a step-by-step look at creating custom content request a demo at
lifecareerprep.com.com

Advanced Recording Features

Now there’s more under the hood of the authoring tool for those who want to learn
how to build content using the Scripted Recordings feature, or learn about advanced
editing tools such as adding overlays, creating transitions, replacing sections of content
and more with the Editing Suite.

For more information on Scripted Recordings and The Editing Suite request a demo
at lifecareerprep.com.com

Questions?

For more assistance with your KT&RS Software account, visit lifecareerprep.com
FAQs or reach out to our friendly support team of Transformation Consultants as they
are here to answer any questions you have as well.
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