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How do I log on to the learning management system (LMS)?

1. Open your web browser and enter the
Action Group Companies’ web address,
http://www.ag-companies.com/train.htm in
your web browser's address bar and click
GO.

2. Click the LMS icon on the page.

3. The main log-in page appears.

4. Click in the USER ID box and enter your
User ID.

File Edit View Favorites Tools Help

ﬁ - > [ gég * Page~ Safety~ Tools~ '@" .ﬁ% ﬂ @@

In Business Since

1999

L Train

The ACTion group companies have a multifaceted, three-pronged approach to safety
and health in the workplace, placing a strong emphasis on personnel development
and continuous improvement.
with over

« Classroom and on-site delivery of Learning Management System (LMS)

training 30 years of

Instructions:
* Crew Endurance Management « User Quick Reference (%)
Systems (CEMS) « Detailed Instructions(%

Click here to access the
LMS

Need login and password help?
Contact your helpdesk at
http://a ies.zendesk.com/home

industry experience

« MTSA Training (CSO, VSO, FSO, and Providing
all levels)
industry knowlege,

+ Health, Safety and Environmental

Training-Onboard and Classroom practical experience and

a solid reputation

| EARNER

VIRTUAL TRAINING ASSISTAMNT

FLEASE LOGON »

Uzer ID:
Password:

Fm & Mewr Student
Forgod Your paassard
Lagan

"l Togge accessibibty options

Copyright 19042010 RIEC, Inc

PLEASE LOGON »

UserlD:
Password:

Logan |

[[] Toggle accessibility options

I'm a New Student

Forgot your password?
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http://www.ag-companies.com/train.htm

5. Click in the PASSWORD box and enter
your password.

6. If you forget your password, click Forgot

your password? on the LMS Login page.

7. Click Logon.

8. Your Home page opens.
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PLEASE LOGON »

User ID: I'm a New Student
Password. Forgot your password?

Logan |

[[] Toggle accessibility options

PLEASE LOGON »

User ID: I'm a New Student
Password. Forgot your password?

Logan |

[F] Toggle accessibility options

PLEASE LOGON »

User ID: I'm a New Student
Password. Forgot your password?

=

[[] Toggle accessibility options

@@@ Virtual Training Assistant Learner

. My Learner | Schedule Password Reset | Contact Us m

elcome to VTA Learner
Welcome to your Learning Management System (LMS)

This system is your one-stop shop for education, learning and training.
To get started, click the My Learner bution located on the top menu.
Then, select an option from the menu on the left.




How do I log off of the learning management system (LMS)?

1. To log off of the LMS, simply click Logoff
on the top menu bar.

ﬁ.@i Virtual Training Assistant Learner
gt |- | ]
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Navigation

1. The menu bar is located along the top of
the page, and contains dark blue buttons
with links to different pages within the
LMS.

a. Clicking the Home button at the top
left of any LMS page returns you to
the LMS Home page.

b. My Learner, located on the top menu,
is a place for you to quickly find
information about your In-Progress
Training, My Schedule, and My
History pages.

c. To view the class schedule, click
Schedule located in the top menu bar.
You can view a list of classes meeting
certain criteria, review class
descriptions, enroll in classes, or
cancel your enrollments from this page
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| Training Assistant Learner

e ) e e e o e
elcome to VTA Learner

Welcome to your Learning Management System (LM S)

000

This system is your one-stop shop for education, learning and fraining.
To get started, click the My Learner button located on the fop menu.
Then, select an option from the menu on the left.

VirtugLLraining Assistant Learner

I A p— — Passward Reset | Contact Us

000

My Learner For:|hiernational. Jane 1.

My In-Progress
Training

My Schedule
My Plan

My History

My Wishlist

My Contact Info
My Mail

4 Select an option from the menu at left

My External
Training

@@@ Virtual TrainingAssistant Learner
" e e o ) e
|

Calendar List
Schedule
Date Range Filter
o Site Name | ActionGroup
StartDate bs/26/2011 [ ror

EndDate 08/31/2011

See Schedule
Page 1of 1
No classes found meeting your selection criteria.




Click Search located in the top menu
bar. This page is used to search the
course catalog for any word or
combinations of words. The system
will return a list of courses that match
your search statement. The course
title, course description, and course
objectives are searched.

You can use the LMS to view reports
on your training history and your class
schedule. Click Reports located in the
top menu bar. Select the desired
output format using the Report

Format pull-down. Then click the
button next to the report you would like
to view.

Click Password Reset if you wish to
change your password.

Click Contact Us to send a message
to our helpdesk at
http://agcompanies.zendesk.com/home
for questions and comments about the
training course materials and/or
quizzes.

Clicking Help in the upper right-hand
portion of a specific page gives you
help for that page.

When you are ready to log out of the
LMS, click Logoff to end your session.

Browse Catalog | Search Catalog

@@@ Virtual Tra\mng Assistap
the A up Hcme I'IyLeamer Schedule Search Reports m

Student Detail Report -
Last 12 Months -
Acrobat (PDF) -

Run Report

Site Name All Sites [ 7] My Site

Category <Al [~] SubCategory <All=[~]

Wedia <All=[ =]

Search text

Search
@@@ Virtual Tralnlng Assistant Leg --

lHyLearner Scnednle Search Repms e

Student Reports

@@@ Virtual Training Assistant Learner

o ACTion gro

My Learner | Schedule Reports Pﬂss\mrd Resel

Utilities

Change Your Password

ContactUs m

@@@ Virtual Training Assistant Learner

< AcT.

MyLedmer S:Il?du\? Password Reset | ContactUs m

Contact Us

You can also send a message to our helpdesk at http://lagcompanies.zendesk.

at http:/lagcompanies.zendesk.com/home

For technical assistance using the online system, click the “Help” Button located at the top of the screen

For questions/comments about the training course materials and/or quizzes, please contact our helpdesk

com/home.

& @@ Virtual Training Assistant Learner

My Leamer | Scheduis [———

the ACTion group

elcome to VTA Learner
Welcome to your Learning Management System (LMS)

This system is your one-stop shop for education, learning and fraining.
To get started, click the My Learner button located on the fop menu.
Then, select an option from the menu on the left.

& @@ Virtual Training Assistant Learner

My Learner | Schedule Password Reset

the A

elcome to VTA Learner
Welcome to your Learning Management System (LMS)

This system is your one-stop shop for education, learning and fraining.
To get started, click the My Learner button located on the top menu.
Then, select an option from the menu on the left.

Contact Us
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http://agcompanies.zendesk.com/home

2. The navigation panel is located on the
left-hand side of the screen. It contains
many of the features you will use for your
training.

a. The My In-Progress Training page
displays training that you have started
but not yet completed. For example, if
a course requires completion of a
web-based training module and a
performance test, you can monitor
your progress using this page.

b. The My Schedule page displays
scheduled classes in which you are
enrolled. From this page you can
check course logistics such as time
and location. This page also allows
you to cancel enroliments.

c. The My Plan page displays a list of
required training events that have
been assigned to you.
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@@@ Virtual Training Assistant Learner

E!.'WLearner; Schedule Password Reset | Contact Us m

the

My Learner For: international. Jane |

My In-Progress
Training 4 Selectan option from the menu at left

My Schedule
My Plan

My History

My Wishlist

My Contact Info
My Mail

My External
Training

@@@ Virtual Training Assistant Learner
the AcCTio

 ACTion group My Learner | Schedule Password Reset | Contact Us m

My Learner For: international. Jane |

jiiyinProgress _
{Training My In-Progress Training
Ny Schedule Page 1071
Ny Plan _‘ J
My History Lesson Name Lesson Type Required Status Action
My Wishlist Drug/Alcohol WBT Document Started Run *
My Contact Info Quiz Test Started Start Test *
My Mail
*Opens in a new window. Please disable pop-up blockers ta apen
My External
Training

&fjﬁ Virtual Training Assistant Learner
R == 1= ] e [ o | e st | o Je [ oo |
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1 VWET: Drug and Alcohol Awaresess DASWETND A

51art Course

& @@ Virtual Training Assistant Leamer

My Learner | Schedule Password Reset | Contact Us m

My Learner For: international Jane |

the ACTion aroup

My In-Progress

Training My Plan - Filtered

My Schedule

Yy Bian Priority: Al ~ Requirements Al -

My History Include: [7] Optional [T Scheduled training not on plan

My Wishiist SortBy: DueDate ~ Due: Due 6 Months  ~

My Contact Info

My Mail Prior- .
Course Title Code B Status Action

My External ity

[raining




d. The My History page displays
courses that you have completed. You
can select a time period to view all
training completed within that time
frame, and print your results from this
page, as well.

e. My Wishlist contains courses in which
you have expressed an interest. You
can add courses to your wishlist from
the Course Description pages.

f. The My Contact Information page
allows you to update your information
directly into the system. Make the
necessary changes, and click OK at
the bottom of the page to save them.

g. The ACTion Group is not using the My
Mail function at this time.

& @@ Virtval Training Assistant Learner

my Leamer | scneaue [T p—— m

My Learner For: International. Jane 1.

My In-Progress "
Training My History
My Schedule
Format

Dates
J J J Last 12 Months [~ Apply Filter ﬂ Acrobat (paf)  [+]

Course Title Code ‘Completed ~ Hours Lessons
WBT: Drug and Alcohol Awareness DAAWBTWO1  5/31/2011 0 View

Page 1 of 1

My Wishlist

My Contact Info

WBT: First Aid and CPR Awareness ERPWBTWO01 513112011 0 View
Wy Mail WBT: Hazardous Communications SAFWBTWO4  5M2/2011 0 View
My External WBT: Back Safety SAFWBTWO1  5M1/2011 (] View
Training WBT: Benzene Awareness SAFWBTWO2  5/8/2011 0 View

& @@ \irtual Training Assistant Learner

My Learner | Schedule Password Reset | ContactUs m

My Learner For: International. Jane .

My In-Progress

[Training My Wishlist
My Schedule
e | e el

My History

------------- ~
Ky iisiis Course Title Request Date

------------- [F] Leadership Training 5262011
v Contactinfo | |\ yygr: Back safety 512612011

My Mail
My External Delete
[Training

& @@ \Virtual Training Assistant Learner

the £ My Learner | Schedule Password Reset | ContactUs m

My Learner For: international. Jane I.

My In-Progress
Training

My Schedule

My Contact Info

My Plan BTN DY 713-655-1234
My History

Line Manager
My Wishlist

(ETEY Ima Boss
LTIy 713-655-0888
LU BT LY 713-555-1198

My Contact Info
My Mail

My External
Training

Emergency Contact

LELEY Theresa International
Relationship SIECH
CIEY 713-555-0078
LUCTUEICY I LI EY §32-555-9043

Special Needs |[RueN] i

@@@ Virtual Training Assistant Leamer

My Learner | Schedule Password Reset | ContactUs m

My Learner For: nternational. Jane 1.

iranng | My Mail

ly Schedule Page 10of1
ly Plan J J J J
ly History
My Wishlist
ly Contact Info
My Mail

the Af

You do not have any mail.

ly External
[Training
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h. The My External Training is used at
this time to keep track of licenses,
renewal dates, and medical
information, as well as tracking the

training received from outside sources.
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@@6 Virtual Training Assistant Learner

, y Leamer | scneaue m Passuora Reset | Contact us m

My Learner For: |nterational. Jane I.

My In-Progress .
Training My External Training

My Schedule Page 10f 1

My Plan J J J J

My History Title Date » Category Added By
My Wishlist @ Date of last drug/alcohol screen 51212011 Annual Drug/Alcohol Screen Administrator
My Contact Info

My Mail

iy Externat

Training




How do | access My Schedule?

1. Click My Schedule on the navigation & & @ Virual Training Assistant Leamer

panel on the left-hand side of the page. R - | oo | scvwone | seorn | aroerts | enmmarese | conmctvs | e | onen

My Learner For nemational. Jane 1.
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2. Your scheduled training appears on the @GP Vinval Training Assistant Learner
page. e T e ) () ) 5

Calmndar Lut

Schedula

o Bﬁl;hi-‘\-'ﬁ BN = Wysm |
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Hae Srhadule

1 WET: Dvug and Alcohol Awaremess DaAWETNVDT
Start Course
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How do | search for a course?

1. Click Search on the menu bar at the top
of the page.

2. The Search page opens.

3. You will see two tabs:
a. Search Catalog
b. Browse Catalog

4. On the Search Catalog page, enter a
search term in the Search text field, and
then click Search.

5. The results of the search appear on the
bottom of the screen.
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ﬁg‘ja Virtual Training Assistant Learner
o -

Bross Cataiog | Gearch Cataiog

SiteHane Al Sitax T Wy Gise
Crragoey ‘F-lﬂz SusCaiegony
Wads e [=]

Gearch e

Sreaxch |

Browse Catalog | Search Catalog |I
I,—‘

Site Name All Sites
Category <Al [~]
Media <All=[~]
Search text

[~] My Site

SubCategory

<All>[*]

Enter Your Seach Expression Here

Search

Browse Catalog | Search Catalog ‘

Seawrch

Site Name All Sites [ ] My Site
Category <All= |Z| SubCategory <All= |Z|
Media <All=[~]
Search text
Drug and Alcohol Awareness|
Brcreie Tabolag | Soarce Colekag

A Ha AN Sien .-: Wy St

Clsgan <Ak [x] Sy <ap>[=]

(L T | L e |

Saarchibad

[ and Akcobel Aseeress

WET: Drng sl BICOMl e Miae=s
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How do | start a course?
1. Click Start Course beneath the course

title to launch the training.

a. To view the Course Description, click
the title of the course, which appears
as a hyperlink.

b. To launch the course from the Course
Description screen, click Start in the
upper left-hand corner of that screen.

2. The Class Lessons page opens.

3. Click Run to launch the course.

1 ; 1d Alcohol Awareness DAAWETWOA
Start Course

1 | WBT: Drug and Alcohol Awareness |DA2WETWO1

Start Course

goe —

Couran Duseriplion

]

donlicee
WHT: g and Alcobad favareeess [DAMWETH|

sal Traning Assslast Loams
B e e e e e e e [ L

T Vg sk Lo

@& @@ \irtual Training Assistant Learner

the A

Class Lessons
WET: Drug and Alcohol Awareness (DAAWETWO01)

Lesson Name Lesson Type Required
Drug/Alcohol WBT Document
Quiz Test

* Opens in a new window. Please disable pop-up blockers to open

Back

¢ v My Learner | Schedule Password Reset | Contact Us m

Status

Started
Completed
Date: 5/19/2011
Score: 100

Action
Run*
Done

@ @@ \irtual Training Assistant Learner

the A

Class Lessons
WET: Drug and Alcohol Awareness (DAAWBTWO01)

Lesson Name Lesson Type Required
Drug/Alcohol WBT Document
Quiz Test

* Opens in a new window. Please disable pop-up blockers to open

Back

¢ v My Learner | Schedule Password Reset | Contact Us m

Status

Started
Completed
Date: 5/19/2011
Score: 100

Action

Done

l1|Page



How do | take a course?

1. Click Run to launch the course from the
Class Lessons screen.

a. NOTE: Courses open in a new
browser window. Be sure that you
do not have a pop-up blocker
program running, or the course will
not open.

2. Once the course has launched in the new
browser window, it will advance
automatically.

@& @@ \Virtual Training Assistant Learner
e e e ) e e e

Class Lessons
WBT: Drug and Alcohol Awareness (DAAWBTWO01)

Lesson Name Lesson Type Required Status Action
Drug/Alcohol WBT Document Started
Quiz Test Completed Done
Date: 5/19/2011
Score: 100

* Opens in a new window. Please disable pop-up blockers to open

Back

& @@ Virtval Training Assistant Learner

My Learner | Schedule Password Reset | ContactUs m

Training Launched

Lesson Started

Lesson Drug/Alcohol WBT started.

the ACT:

Please allow a few seconds for the lesson window to appear.

IMPORTANT NOTICE on Popup Blockers:

If you are using a toolbar in Microsoft Internet Explorer, such as the Google, MSN

or Yahoo toolbar, PLEASE note that these toolbars may prevent popup windows.
VTA e-Learning courses are launched as popup windows, therefore you will need
to disable any popup blockers in toolbars that you may have installed. To disable

pop-up blockers, right click on the toolbar and uncheck the pop-up blocker in the
menu.

Windows XP Service Pack 2 popup blocker - Make sure to allow popups for the
VTA site by click "Always Allow Popups from this site ..." in the Information Bar.

If you are still unable to open the content due to a popup blocker, you can hold the
control key (ctrl) while clicking the "RUN" link on the previous page. In Internet
Explorer 7, this key combination has been changed to ctrl + alt + click. This will
temporarily override the popup blocker and allow the content to open.

b @ @ @ aun | Pronse

the ACTion group
companies

I

>

DRUG AND ALCOHOL
AWARENESS

theee toolbars may prevent popup dowe A a-L 88 g co

TIP: The courses have sound. Make sure your computer sound is
turned on and you have headphones or speakers attached.

12|Page



3. Click NAVIGATION in the top right-hand
corner of the course window to open a
drop-down explanation of how to navigate
the course.

4. The second slide is a Disclaimer. Please e
listen to and/or read the entire disclaimer. sttt e
You must then select either Accept or
Decline, and click Submit.

Ravep rw Dimalimm b smaed{ mws |1y Dl ym ol e Fm 1 —

L

T Peins

a. If you Decline, you will exit the course. R RS
Click Finish to close the browser
window.

Disclaimer

Result:

“ i e o Fowee d b i S nealn e, o 5 TH e oaese by Boloing Thae
Firdih Zaticn.

—l

b. If you Accept, the course will continue.
Click Finish to advance to the next . Disteiuar

screen.
Disclaimer

Result:

L R e — i by ek Thes Firdeh burmor
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5. There are some interactive screens in the e
course. On each of the interactive screens
you will be given instructions on how to
continue.

Sulbrmaroe Asse in e Woekplace

Substance Abuse i the Workplacs
Kevvjalion: Jick arry Labon
the I aidie i diesdwy e
LA TR]

e yon hopes [npkied 3t 3l
Ihe mualprial, chirk 1o MEXT
basinan ta e b 1he nect
page
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How do | exit a course?

1. To exit the course, click Exit in the upper
right-hand corner of the screen.

2. Next, click Exit now.

End af Coursa

To recsive credit for the course:

» Click the Exit bution in the ugpes right-hand
carnar of the screan

= Take the qguiz and score 80% ar higher

Dce WMo momy' o s il < e o e

" OLAIGE LITE CXIT CXIUIDH [T ATTeS LEpIpIesr rl_'.]lll.lrI.PIIE

comer of tha screan
= Take the quiz and scare B0% or higher
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How do | take a quiz?

1. You must complete a course before you
can take the quiz for that course. Click
Continue when the course window
closes.

2. Once you have completed the entire

course, there is a short quiz.

a. You must receive a score of 80% or
better to pass the course.

b. You must pass the quiz in order to
receive credit for the course.

c. You may retake the quiz if you do not
pass the first time.

3. Click Start Test in the Action column to
launch the quiz.

4. The quiz opens in a new window. Click
Start Test to begin.

16|Page

@ @@ Virtual Training Assistant Learner

Training Launched

Lesson Started
Lesson Drug/Alcohol WBT started.

Please allow a few seconds for the lesson window to appear.

@ @ @ Virtual Training Assistant Learner

the Al

up My Learner | Schedule Password Reset | Contact Us m

Class Lessons
WET: Drug and Alcohol Awareness (DAAWBTWO01)

Lesson Name Lesson Type Required Status Action
Drug/Alcohol WBT Document Completed Run*

Date: 5/25/2011
Quiz Test Not Started Start Test *

@ @ @ Virtual Training Assistant Learner

the Al

up My Learner | Schedule Password Reset | Contact Us m

Class Lessons
WET: Drug and Alcohol Awareness (DAAWBTWO01)

Lesson Name Lesson Type Required Status Action
Drug/Alcohol WBT Document Completed Run*
Date: 5/25/2011

Quiz Test Not Started Start Test *

Instructions Giraud-Best, Monica C |
Test Name: Drug & Alcohal
Description:
1.You should read all the instructions on this page. When you are ready to begin the test, press the Start button at the bottom of this
page.
2.This test may include several types of questions, including multiple choice, check-al-that-apply, fill-in-the-blank, matching and
true-false.
3.This is not a timed test
4.When you have finished, the test will be graded
5.You will need a score of 80 to pass the test
6. If you leave this test before completing it, the test will be graded AS 18!
7. You should maximize this window for the best view of the test questions.
8. This test does not require supervisor/proctor approval to begin.
9. You can move backwards and forwards through the test questions as desired. You may also jump to any question number using
the "go" button.




5. Be sure to read the instructions for each
guestion. For example, to answer this
guestion correctly, you must Check all
that apply.

6. Click Next to advance to the next question
in the quiz.

7. At the end of your test, click Finish.

8. Then, click Grade Test.

9. The LMS will grade your test and then
display your score. Click Done.

10. The Class Lessons page displays,
showing the dates and times of
completion for the course and test.

Test Question 6 of 7

Workers with drug and alcohol problems are more likely than other employees to
apply.)
Check all that apply.

[[] Become involved in an accident
[T Display bad judgment

[T Be late for work

[7] File worker's compensation claims

- (Check all that

Test Question 6 of 7

Workers with drug and alcohol problems are more likely than other employees to
apply.)
Check all that apply.

[C] Become involved in an accident
[T Display bad judgment

[ Be late for work

[T File worker's compensation claims

- (Check all that

] [GTo) i -

Completion Options

You have answered all the questions on the test.

n below to grade your test.
I Grade Test

Test Graded

Congratulations, you have passed the test.
Your Score: 100.0
Passing Score: 80

Class Lessons
WET: Drug and Alcohol Awareness (DAAWBTW01)

Lesson Name Lesson Type

Required Status Action

DrugiAlcohol WBT Document Completed Run*
Date: 5/25/2011
Quiz Test Completed Done

Date: 5/25/2011
Score: 85.7

*QOpens in a new window. Please disable pop-up blockers to open.
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View completion

1. Once you have finished the course, click
My History in the left-hand navigational
panel.

2. Alist of all the courses you have
completed appears on the screen. For
each course, click View in the Lessons
column.

3. A detailed Class Lessons page for the
chosen class appears. The status, date,
and score are displayed in the Status
column.
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My Learner For! nernational. Jane 1.

[ Ta-Frogress

Training

My Schedule
My Plan

My Wishlist

My Contact Info
My Mail

My External
Training

My History

Page 10f 1

Course Title

Dates
Last 12 Months E Apply Filter

WBT: Drug and Alcohol Awareness DAAWBTWO1 5/31/2011
WBT: First Aid and CPR Awareness ERPWBTWO01 5/31/2011
WBT: Hazardous Communications SAFWBTWO4  5/12/2011
WET: Back Safety SAFWBTWO1  B/11/2011
WBT: Benzene Awareness SAFWBTWO2  5/8/12011

WBT: Confined Spaces Awareness SAFWBTWO03  5/8/2011

Total Hours for Selected Dates

J Acrabat (pdf)

D

0
0
0
0
0

Format

|

mV In-Progress
Training

My Schedule
My Plan

My History

My Wishlist

My Contact Info
My Mail

My External
Training

Class Lessons
WBT: Drug and Alcchel Awareness (DAAWBTWO1)

Required

Lesson Name Lesson Type
Drug/Alcohol WBT Document

Quiz Test

* Opens in a new window. Please disable pop-up blockers to open.

Status
Completed

Completed

Score: 85.7

Date: 5/25/2011

Date: 5/25/2011

Action
Run*

Daone




View history

1. Click My History in the navigation panel
on the left side of the screen to view the
list of your completed courses.

2. Alist of all the courses you have
completed appears on the screen.

a@i virtual Training Assistant Learmner
e e e e ) ) A )

My Learner For! nernational. Jane 1.
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Training My History
My Schedule
My Plan Page 1 of 1 Dates Format
i Tirstari J J J J Last 12 Months E Apply Filter ﬂ Acrobat (pdf) [
My Wishlist Course Title Code Completed » Hours Lessons
WBT: Drug and Alcohol Awareness DAAWBTWO1  5/31/2011 0 View
My Contact Info
WBT: First Aid and CPR Awareness ERPWBTWO01 5/31/2011 0 View
Ry Mail WBT: Hazardous Communications SAFWBTWO4 5122011 0 View
My External WET: Back Safety SAFWBTWO1  B/11/2011 0 View
Training WBT: Benzene Awareness SAFWBTW02 5/8/2011 0 View
WBT: Confined Spaces Awareness SAFWBTWO03 5/8/2011 0 View
[Total Hours for SelectedDates | | | |
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Troubleshooting

Why won’t my training course start?

1. Having problems getting a course to
start? It may be your web browser pop-
up blocker. To turn off the pop-up blocker
in Internet Explorer:

a. Click Tools from the drop-down menu
in your Internet browser.

b. Choose Internet Options.
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c. Click the Privacy tab.

nternet Opticns
e -—

o e e - -
_ General |Secur|t| | Privacy | Fontent | Connections I Programs. | hduanced|
Home page Il |
§ To create home page tabs, type each address on its own line.
{ %
=
1' http:/fwww. creBiveii.com/ -
| [ Use current ]l Use default ” Use blank ]
Browsing history
I i " Delete temporary files, history, cookies, saved passwords,
f o ! and weh form information.
f Delete browsing history on exit
\ ceee.. (s
i Search
i p Change search defaults,
| Tabs
|| _|:' Change how webpages are displayed in
1 tabs.
Appearance
[ Colors ] [ Languages ] [ Fants. l [ Accessibility ]
[ oK ] ’ Cancel ] | Apply |
., A
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d. Uncheck the box labeled Turn on
pop-up blocker. Internet Options

| General | Security | Privacy |Content I Connections | Programs Advanced|

Settings i

Select a setting for the Internet zone,
“ ; Medium

- Blocks third-party cookies that do not have a compact

|l privacy policy

- Blocks third-party cookies that save information that can
be used to contact you without your explicit consent

- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent

0

[ Sites ][ Import ll Advanced ] Default

Location
Mever allow websites to request yvour

(= physical location Ear s

Pop-up Blocker

Turn on Pop-up Blocker

InPrivate

Dizable toolbars and extensions when InPrivate Browsing starts

e. Click Apply. Pop-up Blocker
[] Turn on Pop-up Blocker Settings
InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

ok || Ccancel

f. Click OK. i Pop-up Blocker
i [~] Turn on Pop-up Blocker Settings
'II InPrivate
Disable toolbars and extensions when InPrivate Browsing starts
[ ok |l concel Anply
LY A
|
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IMPORTANT NOTICE ON POP-UP BLOCKERS

Toolbar pop-up blocker: If you are using a toolbar in Microsoft Internet Explorer (such
as the Google, MSN, or Yahoo toolbars), please note that these toolbars may prevent
pop-up windows. VTA e-Learning courses are launched as pop-up windows; therefore,
you will need to disable any pop-up blockers in toolbars that you may have installed. To
disable pop-up blockers, right-click the toolbar and uncheck the pop-up blocker in the
menu.

Windows XP Service Pack 2 pop-up blocker: Make sure to allow pop-ups for the VTA
site by clicking "Always Allow Pop-ups from this site..." in the Information Bar.

Temporary Override: If you are still unable to open the content due to a pop-up blocker,
you can hold the control key (ctrl) while clicking Run on the start page. (In Internet
Explorer 7, this key combination has been changed to ctrl + alt + click.) This will
temporarily override the pop-up blocker and allow the content to open.
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| forgot my password — | know my user name

1. If you forget your password, there is an
automatic recovery built in so you can
recover your password through the
system screen.

2. Click Forgot Password on the login
page. The Password Recovery Page
opens.

3. Enter your Username.

4. Click Submit.

5. Your password is sent to the email
address stored in your profile on the LMS.
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| forgot my password — | do not know my user name

1. To use the auto-recovery system for a
password, you must know your
username.

2. Your username is set up to be the first
seven letters of your last name, your first
initial, and a two-digit number, for
example: INTERNAJOL for Jane
International, or SMITHJO03 for John
Smith.

3. If you do not know your username, please
contact our helpdesk at
http://agcompanies.zendesk.com/home.
Click Submit a Request, complete the
form, and click Submit.

4. Someone will reset your password. You
must have an email account to send and
receive the password reset email.

| EARNER

VIRTUAL TRAIMNIMNG ASSISTANT

FLEASE LOGON ¥

Ueer |D:

Password:

Fm & Mewr Sugent
Frrgod your possward
I Lagan |

171 o accossibibty options

|
Copyright 12942010 EC, Inc

Send Password

User ID INTERNAJO1

Forgotten your password? The system can send your password to the email address stored in your student
profile. Simply enter your ID in the box above and press the submit button

(=11 -]
| oo e QEECPEEME cocomcemimms |

Submit a request Subril a requesl for
assistaTeE
Yoour small sodress . PRV —

Subject”

Submit a request

Your email address *

Ifyou are a registered user, please login first to submit a request.
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http://agcompanies.zendesk.com/home

Help — Contact Support

1. For technical assistance using the online
system, click Help located at the top of the
screen. You can also send a message to
our helpdesk at
http://agcompanies.zendesk.com/home.

2. For questions/comments about the
training course materials and/or quizzes,
please contact our helpdesk at
http://agcompanies.zendesk.com/home.
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