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REMINDER: If you're attempting to log into your KT&RS Students/Learners

account for the first time, please be sure you have confirmed your account in the
“"Welcome to Your KT&RS Software Account” email you received after you were added to
the account.

Once you’'ve confirmed the account and created your password, you will log in at your
company’s KT&RS Software URL (which is provided in the confirmation email) and enter
your Students/Learners name in the Login field and password in the Password field. In
most cases, the Students/Learners name will be your company email address.

« If you forget your password all you need to do is click the Reset Password link
underneath the Login button, enter in your email address when prompted and
await instructions in your company Inbox.
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- If you're a new Students/Learners and haven't received the confirmation email to
setup your password and activate your account, click the Confirm Email link
underneath the Reset Password link, enter in your email address and await

further instructions which will be sent to your Inbox. You may need to check your
junk or spam folders if the confirmation email doesn’t show up at first.

KT&RS Software Dashboard

From the main menu choices, to the easily accessible widgets in the middle, to your
Students/Learners profile and help center, this is a breakdown of your main KT&RS
Software dashboard.
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Main Menu

+ Dashboard: Choose this to return to the main dashboard.

* Groups: Choose this to view all Groups you've been assigned to by your
administrator or manager.

+ Tracks: A collection of courses tailored toward specific skill sets. You can self-enroll
yourself at any time to further skill development beyond your required training.

+ Topics: Check out every topic and course available.

+ Classrooms: Where you can register for instructor-led training sessions.

+ The Quad: A social learning hub where you can follow other Learners/Students and
see what learning achievements and points, they’ve earned.
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KT&RS Software Widgets

These are all of the widgets that may appear on your main dashboard so you can easily
access content:

+ Required Courses: Courses you've been assigned to complete by your
administrator.

+ Tracks: Contains the competencies you either self-enrolled into or were enrolled into
by your administrator.

« 4tify: A series of exams on a previously completed course sent to you in intervals to
help strengthen learning retention.

* Groups: Access Groups you belong to.

+ Featured Courses: Highlighted courses for Students/Learners to watch.

+ Favorites: Archives which courses you've liked.

«  Recommendations: Highlights which courses you've been suggested to watch by
other Students/Learners.
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+ Suggested: Like Netflix’s “You Might Also Like"” feature, this section produces
content based off of similar courses or topics you've watched.
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& Profile

& Inbox

This section of the dashboard will be where you access your profile, inbox, help center and
more.

Inbox: From required course notifications to personal messages about a favorite

course, Inbox is your hub to receive and send learning communications with other
Students/Learners.

« Help: Support center with How-to videos and FAQs.

Notification Bell: Click to reveal notifications of classes you recently registered for,
any recent message you received and any 4tify exams you need to complete.

Students/Learners Profile

For a deeper look at your activity, click on Profile in the drop-down menu in the upper
righthand corner of your dashboard.

& Kyle O'Brien ~ ©) Qe =

& Profile

= Inbox

Inside your Profile you'll see your most recent actions in the Recent Activity section, which
shows courses you’ve watched, what exams you’ve passed and/or failed, etc.
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Recent Activity

i E ‘ﬁ, Kyle O'Brien
09/26/2018

Kyle,0'Brieh Kyle O'Brien watched Working Well with Everyone: 01, What is Diversity?
'ﬁ' Kyle O'Brien
0972672018
Bio Kyle O'Brien watched How to Build Resilience
Testing
& Edit

Below that you’ll find Exam History, Certificates and any Achievements you've earned.

Exams

75%
Q B Download 10 days ago
Managing for Accountability
50
Q View & Download 10 days ago
Managing for Accountability
50
10 days ago

[Z]  Successful Employee Onboarding: 02. Before They Start

Achievements

066
Groups

Groups make it easier for Administrators/Instructors to track and manage exactly what
content certain Students/Learners must be accountable for. When you are added to a group,
you will receive notifications in your company email inbox as well as your Inbox section.

Groups

2017 New Content 2018 4YourInformation 2018 New Content

Here's where the monthly

updates will be stored. Enjoy!

%2R 29 members 2 2% 30 members 2 22 29 members
¢ 3143 courses

3 230 courses CJ 6 courses :
2 Required Course(s) Past Due: April 30th 2015
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Each Group has a green progress wheel to help you see where you stand with the
completion of a group and how many total courses and members there are. Below that, you
will see the due date if there are required courses, including notifications of an assignment
that is past due so you can catch up.

From the dashboard, use the left/right arrows to scroll through and see all of the Groups you
belong to. Click on the Group title to open up all of the courses within the Group.

= Q i’ KyleOBrien + @ & =

[-Je]-} :
2017 New Content & HR Compliance

Compliance training is necessary for all organizations. Take a look at a sample of our offering
Hide Completed Only Required

2018 4Yourinformation "
Understanding Harassment: 02. Understanding Offenders

Afﬁﬂ[S(ﬂHleﬂ
o Harassent

Here's where the monthly updates We've looked at types and categories of sexual harassment, what potential targets can

PO do, and what's expected of bystanders. But what kind of person engages in sexual
will be stored. Enjo

L harassment in the first place? That's what we're going to cover in this program. We're
going to look at seven common personality types most likely to engage in sexual

@d harassment: The Clown, The In-Your-Face and In-Your-Space Coworker, The Gossip, The

2018 New Content
Anti-Harassment: 04, Investigating Complaint

Eliminate corporate liability and improve quality of work life by managing harassment
INVESTIGATING situations when they occur. In this course, we'll discuss what goes into investigating
complaints. We'll go over how to stop the harassment and how all employees are

B protected from retaliation
4tify Your Learning

nti-Harassment sment for Everyone

Sexual Harassment is illegal. We're all

4YourHealth | inst it. But, nothing good happens about this
ANTILHARASSMENT FOR topic unless it is openly discussed and everyone takes a stand, The U.S. Supreme Court
has “strongly suggested" that every employer in America take action. This class is the
IR |,y we begin the discussion with each and every employee of our organization. Watch,
learn, and take a stand.

Training for a better life!

Click on a course title to watch a course in that group or browse through other Groups in the
left-hand sidebar. You can also filter the course list in a group by hiding your completed
courses or having it just display the required courses.

Course Page

After you click on a course tile, you're directed to the Course page.
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HR Compliance Show all groups

Understanding Harassment: 02. Understanding Offenders

Hide Completed

Only Required

0

The topic of ethics has been around a long

Ethics for Everyone

time, all the way back to Plato...

02. Respect: How to be
Respected

Respect must be earned. It's not

something that's automatically given. In...

Understanding Harassment: 02.
Understanding Offenders

We've looked at types and categories of

sexual harassment, what potential...

Anti-Harassment: 04.
Investigating Complaints

Eliminate corporate liability and improve [ % Add Favorite ][ r ] Ll O )& 0% positive )  E}
JES O N S

Press the play button to start a course. As you’'re watching you can scroll down to find other
resources.

« Favorites: Bookmark this course to your dashboard.
« Share: Share this course with other Students/Learners.
+ About: Displays a brief description of the course.

+  Community: View comments from other Students/Learners, or leave a comment of
your own.

- Downloads: Access student materials to help reinforce the lesson.

+ Notes: Take down notes on a course. You will be able to edit, delete, or share any of
your notes throughout the course.

+ Transcripts: Access transcripts by clicking the icon to the left of the course title.

+ Close Captions: When playing the course, activate closed captioning by clicking the
icon in the bottom right corner of the video.

View related courses using the panel on the left-hand side of the course.
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To take an exam, you have two options:

+ Select the orange Take Exam button that’s directly below the video player.

« After the course ends, a Take Exam button prompt appears onscreen so you can
jump straight to the exam questions.

Understanding Harassment: 02. Understanding Offenders

You have completed watching Understanding Harassment: 02. Understanding Offenders.

The next course is

¥¥ Add Favorite Lt O < 0% positive )

Searching for Content

The search bar quickly loads keywords based off of your search and puts the results into four
categories: Groups, Courses, Tracks and Topics.

= X Productivel / ﬁ Kyle O'Brien
Divergity

&  Productive Work Habits ! ) . i )
tided Track ell with Everyone: 01. What is Diversity?

onlb Rec [  Characteristics of the Sale: Analytics and
Metrics
Course

Workirjg W

What ik Di [E  Intro to Gmail

Topic

This is aldiver

than whit you ;I Becoming a Great Leader: Building an
Effective Leadership Team bu have completed watching Working Well with Everyone: 01. What is Diversity?.

Course

Workirlg
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Tracks

Tracks are designed around specific learning competencies on areas such as accountability,
business acumen, conflict management, customer focus, and so on. They're designed to
encourage self-directed learning and skill development outside of your required learning.

As Students/Learners, you can enroll yourself into any of the 36 available Tracks at any
time. To access them and enroll yourself, click Tracks from the main menu and choose a
Track from the options available. Click the orange Enroll Yourself button to enroll.

Accountability = Ethics and Values
Understands why groups do what they do, Adheres to an appropriate and effective set of core values and beliefs during both good and bad times, actgAl line with those values,
picks up the sense of the group in rewards the right values and disapproves of others, practices what they preach

1. Respect: How to be Liked

RESPEEI Being liked at work makes you more productive, more gfigaged, and happier in your workplace
It allows your team to function more smoothly. So pw do you get people to like you? Believe it

or not, there's a professional way to make yoursgff likeable, and that's what this program is all
about.

Action Oriented HOW 0 € LXED

S e

h!:“ﬁ“‘“

Enjoys working hard, is action
orientated and full of energy, not fearful of
acting with minimal planning, seizes more

opportunities than others. 02. Respect: How to be Respected

Alignment and Compliance &

Is aligned with the culture, values,

RE:PE‘I Respect must be earned. It's not something that's automatically given. In this program, we're

o B KSE going to explore the qualities and behaviors that will help you earn respect at work

hmwmu

5 004

and mission, operates with the mission. b 2 03. Respect: How to Work with Someone You Dislike
; = RESPECT We're all different. We have diverse backg , skills, and exp nes, those
1 our. B
o 1o 0 W W differences create conflict. This program will provide guidance on how to work with someone
5 S O you don't like, while remaining productive and professional

Building an Effective Team

Blends people into teams when

Once enrolled, click on a course in the Track. The page will refresh to show all of the other
courses in that Track on the left-hand side to make it easier for you to continue learning
that Track after you complete a course.
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Ethics and Show all
Values Racky 01. Respect: How to be Liked

Hide Completed

Only Required

01. Respect: How to be Liked
Being liked at work makes you more
productive, more engaged, and happier

in...

02. Respect: How to be
Respected

Respect must be earned. It's not

something that's automatically given. In...

03. Respect: How to Work with
Someone You Dislike

We're all different, We have diverse

g , skills, and

Strategic Leadership: THE [ ¢ Add Favorite ][ @ Share ] g g )& 0% positive ) @)

Answer for Business Success

View Course Topics

To view all the courses in their respective topics, click on Topics from the main menu. The
page will refresh with every topic listed alphabetically on the left-hand side; with whichever
topic you choose appearing to the right of it.

= aQ ql Kyle O'8rien ~ @ C.. =
Building a Business Case [El Communication Styles
) Dashboard
11 tourses
2 Groups
Business Basics
& Tracks [ 28 course
E  vopics Business Grammar SC- Introduction to DISC
2| Everyone is diffecent, which can make it difficult for us to interact with each other. Whot is it that
&4 Classrooms The Business Grammar sefies heips you € makes people different? What is @ about an irritating coworker that makes him or her itritating
brush up on your grammar and writing. e N";—‘ * 10 you? By looking into DISC personality types, we can recognize our own lendencies, so that we
B The 4 Tadvsductten v PISC can better recognize lendencies in others. Having this will help you 0
Qua y L] 30 courses r— relationships and become a better employee, manager, friend, spouse, parent, etc. In this fiest
Business Math " DISC: Questionnaite
1n this second program of the DISC series, we'll help you determine your DISC style. Download
51
Thiz:ancles velpe:yos byush up on your % & and take the self-assesament, completing all three sections, Ag you fill it out, consider your
math skifls for the work place. You can -ﬁ,‘ A behavior at work. Rate each answer with a fous, three, two, or one (four being the most ike you,
count on adding confidence to your LT Quunttonaatie m one being the least). Be honest, and remember there i3 no nght or wrong. better or worse DISC
business figures and subtracting the time = style. “Be sure to watch this series in order
i takes 10 felearn the peocess every time

To jump quickly to a series that's tied to this topic, click one of the blue squares at the top.
The page will then refresh and load with those associated courses.
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[E Communication Styles

DISC

Leading

DISC Selling

Skills

Emotional
Intelligence

Required

LS e
Infreductten to PEEC @

DISC: Introduction to DISC

Everyone is different, which can make it difficult for us to interact with each other. What is it that
makes people different? What is it about an irritating coworker that makes him or her irritating
to you? By looking into DISC personality types, we can recognize our own tendencies, so that we
can better recognize tendencies in others. Having this information will help you strengthen
relationships and become a better employee, manager, friend, spouse, parent, etc. In this first

The Quad is your social learning playground where you follow other Students/Learners and
see what courses they watch,

The Quad

what badges they accumulate, exam scores and more.

Dashboard Discover Following Followers Hidden Users
'
What's your Quad up to? Recommended

X
Leaderboard Allison Giles
Alllsop Glles Joined February 2013

8551 points
Danny Tanner £3964 Q18
-
Amber Wonderland
3706 points
Joel Zimmer &
2822 points N Danny Tanner

Mark Mullin ‘/ \
m | Joined February 2013
Kyle O'Bi
177 points

X
Recent Activity Joel Zimmer

@ Allison Giles scored 100% on the exam for Character 02. Developing Your Character Joined September 2014
29
() Danny Tanner completed viewing Character 02. Developing Your Character CTED £31488 O 14

29

To get there, select The Quad from the main menu and select from a number of options in
the drop-down. From here, follow a Student’s/Learners by clicking the green +Follow button
on that Students/Learners slide. Use the Discover tab to find a Student’s/Learners to follow.
Click on Followers to see all Students/Learners currently following you and select Following
to see all the Students/Learners you are currently following.
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Click on a person’s name to view their profile.

Dashboard Discover Following Followers Hidden Users

Welcome to The Quad!

It's a new social community in your learning campus but a community needs people! So your first step is to start following your favorite learners.

Scroll down or search by name and click "+ Follow".

Find new people to follow

x x
Allison Giles / \ Danny Tanner Joel Zimmer
Joined February 2013 @ Joined February 2013 Joined September 2014
3964 18 86 Q7 £31488 O 14

Daria Owens Nora Durst Kevin McCallister

Joined March 2013 Joined March 2013 Joined September 2014

3948 (14 =377 O4 2360 O™N

Kyle O'Brien has 700 lifetime points Natalia Portman has 6000 lifetime points

Recent Activity

Natalia Portman
07/30/2018

Natalia Portman Natalia Portman completed Succession Planning: 01. The Importance of Succession Planning

15 Followers | Following 17

Achievements

Inside their profile, you can see:

. Recent Activity: Shows the Students/Learners activities such as recent groups
they joined, course views, and exam scores.

Copyright © Global Eagle Company (G.E.C.) Business Transformation Services (B.T.S.) (2007-2020) All Rights Reserved.
Unauthorized Duplication, Use and or Redistribution is Strictly Prohibited



Pulse

LIFE & CAREER PREFP

. Lifetime Points: A comparison bar above a Student’s/Learners profile of total
points you have vs. how many they have.
. Achievements: Shows how many badges a particular Students/Learners has
earned.
. Message: Send a message to another Students/Learners.
Classrooms

Classrooms is your hub for finding and registering for instructor-led training sessions. To
register for one, click on Classrooms from the main menu to go here:

[E Professional Productivity

Select a topic from the left and then click on a session title to open up the registration
instructions, location details, handouts, and more. To register for a session, click Register

in the session details.

Professional

Productivity p i
. A \
Tips ng the Most from 4

Questions?
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For more on how to navigate your KT&RS Software account, click the Help icon at the top of
your dashboard to find a suite of helpful how-to articles.

For more assistance with your KT&RS Software account, visit lifecareerprep.com.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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