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You will need to log into the system using your learnbyee username and password before
you can access any information. Please ensure your username and password are typed in
excatly the same on your welcome email.

) learning
by environmental essentials

Returning to this web site?

Login here using your usemame and password
(Cookies must be enabled in your browser) (@

Usemname  zjexiohnson

Password

Remember username

Forgotten your usemame or password?

Some courses may allow guest access

Login as a guest

As the compliance administrator for your organisation, when you log into the eLearning by
Environmental Essentials learning management system you will have access to all of the
screens as shown in this document.

e This is the first screen you will see once you have sucessfully logged into the system.
You will need to select the course lisences tab to check how many lisences you have
avaliable before enrolling new users onto the system.

) learning
by environmental essentials

EIRUNE 1y Learning Users  Course licences

Enrolment screen  Overview

Settings E Welcome to the enrolment/re-enrolment screen.

> My profile settings If you wish to add users to the system, you can do so by clicking the users tab above. Below is a list of users you have added
to the system alongside courses you have purchased
Use the filters below to narrow your search and then click enrol all at the bottom of the page. This will notify users, by email
that they can access the course. When users have previously been enrolled on the course and need to renew their training
the enrolment procedure is the same. In this case the course will be reset. Note that more than one filter can be applied at a

time
Hide help section
New filter
M Show advanced
Course  any course v
User full name contains 7

Add fiter

Mo rows to display

Export (0 users) Enroll all (0 users) | Enroll selected
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e The course licences tab, once selected, will clearly show how many licenses you
have remaining.

) learning
by environmental essentials

Enrclments My Learning  Users Course licences

Licences  Enrolment history  Payments history

Settings E To purchase credits please visit the online store www.leambyee co.uk
> My profile settings
Course Name Licenses Licenses

Purchased Remaiging
UKATA Ashestos Awareness 4 @

e |f you do not have enough licences and need to purchase more you will need to visit
www.learnbyee.co.uk

e If you are purchasing bulk licenses of 25 or more please contact the support line on
0800 0542354 or email admin@Iearnbyee.co.uk and a member of the team will be
happy to assist.
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Stage 1 - Adding users to your organisation

e The first thing you need to do is add the users for your organisation. To do this, click

‘Users’ as highlighted in Red.

) learning

by environmental essentials

Enrolments My Learning @ Course licences

Enrolment screen  Overview

Welcome to the enrolment/re-enrolment screen.

If you wish to add users to the system, you can do so by clicking the users tab above. Below is a list of users you have added to the system alongside courses
you have purchased.
Use the filters below to narrow your search and then click enrol all at the bottom of the page. This will notify users. by email, that they can access the course.

When users have previously been enrolled on the course and need to renew their training, the enrolment procedure is the same. In this case the course will be
reset. Note that more than one filter can be applied at a time

Hide help section
New filter
M Show advanced
Course  any course E|
Userfullname  contains =

Add filter

Mo rows to display

Export (0 users) Enroll all (0 users) Enroll selected

To add a single user click ‘Add single user’

[stephanie Powner [sdmin]] ou are lozgedin a5 Alex sohnson (siexjohnson) {Lozout)

) learning

by environmental essentials

Enrolments My Learni lisers Course licences

Users  Add single user  /dd multiple users

If you have finished adding users, please proceed to the enrolment screen to grant your users access to courses.

Hide help section

B Show advanced

New filter

User full name

contains |z|
Add fitter

First Name / Surname Email address City/town Last access Edit

Alex Johnson alpha trading.ltd1@gmail.com Londaon MNever =
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learnin
by environmemagssemials

Enroiments My Leaming [IEIEE  Course foences

Users  Add single user  Add multiple users

Add single user

First name*

Surname® Required
Email address* Reguired

City/town*
Institution
Department

Compliance D
administrator

Suspended account |:|
@

Send welcome email |:|

Save changes Cancel

Thers ars required fizlds in this form marked *.

The First name, Surname, Email Address and City/Town fields are compulsory and indicated
with a red asterisk. DO NOT tick welcome email as this will be sent once enrolled

< Add =ingle user

First name*

Surname*

Email address

&

Citytown™*

Firstname

Lastname

Ernzil @erm il.com

Leicester

Institution s 4

Department | Broect Developmend

Compliance ]
administrator

Suspended |
account

Send welcome [
email

Cancel
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To add a multiple users click ‘Add multiple users’

learning
by environmental essentials

Enrolments My Learning Users Course licences

Users  Addsingle user  Add multiple users

Settings =]

Add multiple users
» My profile settings

Enter users details below, 1 line per candidate seperated by commas. First name, Last name,
Email address, City/town, Institution, Department
Mote: All information is required except Institution. Department.

For example

Joe,Smith.joe.smith@noname.com.London

Harveen.Kapur,hk@noname.com Berlin,. /T department

Kerry,Evans,kerrye@noname.com,Madrid, Wildlife instifute
Daniel.Conway.alpha.trading.ltd1@gmail.com, Stoke.Alpha Trading
Lydia,smith lydia smith@gmail.com London |Alpha Training

Save changes Cancel

The email that is added here is where the users login details will be sent too. If you would
prefer the login details to be sent directly to yourself enter your own email address here.

o Click on the 'users ' tab at the top of the screen to view all the users who have been
added to your company. You will only be able to see the users whose details you
have previously saved in this screen.

() learning
by environmental essentials

Enrolments My Learning Users Course licences

Users  Addsingle user  Add multiple users

Settings Em If you have finished adding users, please proceed to the enrolment screen to grant your users access to courses

» My profile settings Hide help section

M Show advanced

New filter

User full name contains 7

Add filter

First Name / Surname Email address Cityftown Last Edit
access

Lydia Smith lydia_smith@gmail com London Mever -1

Daniel Conway alpha.trading. td1@gmail.com Stoke Mever 4
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e Select the enrolment tab at the top of the page

learning

by environmental essentials

‘ Enrolments m'ng Users  Course licences

Enrolment screen  Overview

Settings Em to the screen.

> My profile settings If you wish to add users to the system. you can do so by clicking the users tab above. Below is a list of users you have added
to the system alongside courses you have purchased
Use the filters below te narrow your search and then click enrol all at the bottom of the page. This will notify users. by email.
that they can access the course. When users have previously been enrolled on the course and need to renew their training
the enrolment procedure is the same. In this case the course will be reset. Mote that mare than one filter can be applied at a
time

Hide help seclion

l Show advanced

New filter

Course

Any course b
User full name contains 2
Add filter
Full name Course Name Enrolment period Completion Cert
{from - to) statusd expiry
Sam Jones UKATA Ashestos Awareness !r — — O
ot Earciied
Daniel Conway UKATA Ashestos Awareness t —_— — O

Hat Enrolled

e Tick the box at the end of each individual you would like to enrol and press enroll
selected. Alternatively you can select to enroll all at the same time.

Add filter

Full name Course Name Enrolment period Completion Cert
(from - to) statusd expiry
Sam Jones UKATA Ashestos Awareness G — —

Not Enrolled

Daniel Conway UKATA Ashestos Awareness G — —
Not Enrolled

Lydia Smith UKATA Ashestos Awareness t — —
Not Enrolled

Alex Johnson UKATA Asbestos Awareness G — —

Not Enrolled

Export (4 users) Enroll all (4 users) Enroll selected
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Confirm the enrolment of the users by selecting the yes tab

() learning
by environmental essentials

Enrolments My Learning  Users Course licences

Enrolment screen  Confirm  Overview

Settings Em
Change sel d user(s) for

+ My profile settings
UKATA Asbestos Awareness |¥

Sam Jones
Daniel Conway
Lydia Smith
Alex Johnson

Are you sure you want to enrol these users to selected course(s)?

UKATA Asbestos Awareness
4 user(s) selected for enroliment
4 license(s) remaining

‘e

Stage 3 - Monitoring progress of users and certificates

Once users have been enrolled on the enrolment screen you will be able to view the
details for when enrolment will run from and to, the completion status of the user and
when their certificate will expire (this will only show once the course has been
completed and the exam passed)

TC/Do

Full name Course Name Enrolment period Completion Cert
(from - to) statusd expiry
18
Sam Jones UKATA Asbestos Awareness 2012 1 — — O
E=a
2013
18
Daniel Conway UKATA Asbestos Awareness 2012 16 — — O
2013
18
Lydia Smith UKATA Asbestos Awareness 2012 16 — — O
2013
18
Alex Johnson UKATA Asbestos Awareness 2013 16 — — O
El
2013
Export (4 users) Enroll all (4 users) Enroll selected
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o There are a series of different email alerts that the compliance administrator can
receive from the 'Learnbyee' team to indicate the status of users within their
organisation.

Types of email alerts and
notifications
Confirmation Of Enrolment

Course Expires 30 Days

Course Expires 7 days

Failed a course

Forgotten Password

60 Day Renewal

30 Day Renewal

e Once a user has completed the course you can print off their certificate or view it by looking in
the enrollments page. You will need to select the user whose details you would like to view.

() learning
by environmental essentials

Enrolments My Learning  Users  Course licences

Enrolment screen  Owerview

Settings EID Welcome to the enrolment/re-enrolment screen.

> My profile settings If you wish to add users to the system. you can do so by clicking the users tab above. Below is a list of users you have added
to the system alongside courses you have purchased
Use the filters below to narrow your search and then click enrol all at the bottom of the page. This will notify users, by email
that they can access the course. When users have previously been enrolled on the course and need to renew their training
the enrolment procedure is the same. In this case the course will be reset. Note that more than one filter can be applied at a
time

Hide help section

3 Show advanced

New filter

Course Any course b

User full name contains v

Add filter

Full name Course Name Enrolment period  Completion Cert expiry
{from - to) status¥
18 .
&
UKATA Asbestos Awareness 2013 15 i
Complate
=R
2012
18
TC/Doc2: Alex Johnson UKATA Ashestos Awareness 2013 e ‘ r“J
in Frogress
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e Once you have selected the relevant user their details will appear on the screen below. Select
the certificates tab from the top of the page.

) learning

by environmental essentials

Enrolments My Learning Users Course licences Sam Jones's profile

Profile  Courses  Certificates = Historic

Settings = First name:  Sam
» My profile settings Surname:  Jones
Email address: rriley@environmentalessentials.co.uk
City/town: London
Institution:
Department:
First access:  Mever

Last access:  [Mever

e The users certificate will appear with a red PDF symbol. If you select it will open up the full
certificate on a new screen.

) learning
by environmental essentials

Enrolments  Mylearning  Users  Course licences  [ECEUNRTSSRNT ™

Profile  Courses Certificates  Historic

Certificate Creation
date

Settings Em Course Name

» My profile settings

12

2013

d UKATA Ashestos

UKATA Ashestos Awareness
Awareness.pdf

e Once the certificate is open it can be printed

Certificate of Training

ROSEANN GREER
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If a user forgets their username and password you can find their details by going into the user
tab of the main screen. You will need to select the edit button for the relevant user.
You can also update a users email address using the edit cog

) learning
by environmental essentials

Enrclments My Learning Users Course licences

Users  Add single user  Add multiple users

Settings Em If you have finished adding users. please proceed to the enrolment screen to grant your users access to courses

» My profile settings

New filter

I s
;
i

Show advanced

User full name contains v

Add filter

First Name / Surname Email address City/town Last Edit
access

Lydia Smith bydia.smith@gmail.com London Mever

Daniel Conway alpha.trading.ltd T@gmail_com Stoke Mever gt

Sam Jones rriley@environmentalessentials.co.uk  London Mever &

Alex Johnson alpha.trading.td T@gmail.co.uk London now &

Once you have selected the edit button the full profile page for that user will appear

learning

by environmental essentials

Enrclments My Learning  Users Course licences

Lydia Smith’s profile

Profile  Edituser Courses

Certificates  Historic

Settings =

Edit uss
» My profile settings
sername lydiasmith

Firstname™ | | ygia

sumame®  gmith

Email address™ iz smith@omail.com

Citytown™ ' | ondon

Institution Alpha Training

Depariment

compliance [
administrator

Suspended [
account (3

send welcome [
email

Save changes Cancel

There are required fields in this form marked *
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o If a user would like to change their password they will need to go to the IogincﬁgE]é'ANCE framme

and select forgotten your username or password.

¢ A new email will be sent to the user . This will allow them to reset their password to
one of their own choice.

&) learning
by environmental essentials

Returning to this web site?

Login here using your usemame and password
[Cookies must be enabled in your browser) (3

Username |

e

Some courses may allow guest access

Login as a guest

+ Navigation EX Contact Us o Follow Us

home Envivronmental Essentials Ltd
get started Unit 3 Arlington Court t f
purchase a cours Cannel Row

aboutus Silverdale Enterprise Park
news Newcastle-under-|

fag Staffordshire, S

contact us

Phone: 0800 054 2354
Fax: 0845 456 9954

TC/Doc28 Issue 2 01/10/2018
Page 13




Stage 5 - Advanced compliance administrator features

é training

COMPLIANCE TRAINING

¢ Once on the enrolment screen use the filter tool for any required enquiry or use a

combination.

e You can look at all Enrolled users as shown below

@ by environmental essentials
SRR IR iy Learning Users  Course licences
Enrolment screen  Overview
Settings Em Wel to the enrol Iment screen.
> My profile settings If you wish to add users to the system. you can do so by clicking the users tab above. Below is a list of users you have added
t0 the system alongside courses you have purchased
Use the filters below to narrow your search and then click enrol all at the bottom of the page. This will notify users. by email
that they can access the course. When users have previously been enrolled on the course and need to renew their training
the enrolment procedure is the same. In this case the course will be reset. Note that more than one filter can be applied at a
time
New filter
jl Hide advanced
Course | any course ~
Enrolled” any value
Certificate MO
Yes
expiry for
individual
courses”
Certificate any value 3
expiry for
COUrSes as a
group™
Completion any value 3
status™
User full name contains -
Surname contains v
First name contains v

e Or certificate details such as valid, in date. Other options are contained in the drop
down list for that particular filter

learning

by environmental essentials

Enrolments My Learning Users  Course licences

Enrolment screen

Overview

Settings

> My profile settings

Welcome to the enrelment/re-enrolment screen.

If you wish to add users to the system. you can do so by clicking the users tab above. Below is a list of users you have added
to the system alongside courses you have purchased

Use the filters below to narrow your search and then click enrol all at the bottom of the page. This will notify users. by email
that they can access the course. When users have previously been enrolled on the course and need to renew their training
the enrolment procedure is the same. In this case the course will be reset. Mote that more than one filter can be applied at a

time

New filter
M Hide advanced
Course  any course -~
Enrolled™ any value -
Certificate | 4ny yaie - |
expiry for fany value
individual  [Show all valid certificates
courses®  |Show all certificates that have e
Show all certificates that expire y
Certificate | ny yaue 2
expiry for
courses as a
[ ] group™
Completion any value 3
L] status™
User full name contains -
Surname” contains ~
First name* contains 3

TC/Doc28 Issue 2 01/10/2018
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e Main filter page continued. You can also search for other details such as department

, town etc

THEW TIEr

Course | any course -

Enrolled any value -

Certificate
expiry for

individual
courses™

any value >

Certificate
expiry for
Courses as a
group™

any value 5

Completion

any value ~
status™

User full name

contains ~ i

Surname™

contains 4

First name™ contains b

Email address™ contains i

Cityftown™ contains -

Institution™ contains 4

Department™ contains 4
Suspended | 5y vajue i

account”
Full name Course Name Enrolment period

(from - to)

M Hide advanced

Completion
statusd

Cert expiry

e You can also look at specific details for individual users by applying the relevant

filters once in the users tab as below

Enrolments

Users

—
Settings Em If you have finished adding users. please proceed to the enrolment screen to grant your Users access to Courses.
> My profile settings
Mew filter
User full name: contains -
Surname” contains -
First name™ contains pos
Email address™ contains v
City/town™ contains 3
Institution™ contains -
Department™ contains pos
Suspended | ghy yalue v
account™
System role™ any role -
First access™ Olis after
O is before

My Learning

Add single user

Users Course licences

Add multiple users

j Hide advanced

TC/Doc28 Issue 2 01/10/2018
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e Main filter page for users continued. You must apply the filter by pressing the add

filter button at the bottom of the page

User full name

contains >
Surname” contains A
First name™ contains b
Email address”™ contains 5
City/town™ contains he
Institution™ contains 3
Department” contains 4
Suspended any value 3
account™
Systemrole™ | 4.y role 3
First access”™ O is after
O is before
Lastaccess™ [ .o
[ is before

Never accessed [

—
Add filter

gl Hide advanced

SNS—

€D rternet

¢ Once all filters have been applied you will be able to see using our traffic light system
the status of your users in reference to their enrolment, completion of the course and
certificate expiry date. This can be followed using the colour coded key that you will

be able to see more clearly on the actual system.

) learning
by environmental essentials

Enrolments

Settings =m
MNew filter
> My profils settings

User full name

contains b
Add filter
First Name / Surname Email address
Lydia Smith Iydia.smith@gmail.com
Daniel Conway alpha.trading Itd1@gmail.com
Sam Jones rriley@environmentalessentials. co.uk
Alex Johnson alpha.trading Itd1@gmail co.uk

These symbols refer to the LAST certificate that the user has for the course

- User has never had a certificate for this course (no historic certificate). user is enrolled
- User has a certificate for the course but the certificate has expired. user is enrolled

- User has a current valid certificate for the course. user is enrolled

- User has a valid certificate which will expire in the next 60 days. user is enrolled

¢ o X[OEEE

- User has a certificate for the course but the certificate has expired. user is not enrolled
- User has a current valid certificate for the course. user is not enrolled

- User has a valid certificate which will expire in the next 60 days. user is not enrolled
e )

- User has never had a certificate for this course (no historic certificate). user is not enrolled

Users  Course licences

Enrolment screen  Owerview

l Show advanced

UKATA
Asbestos
Awareness

o

E [
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