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Job Aid: Self-Register in a Scheduled Offering

Purpose

The purpose of this job aid is to guide users through the step-by-step process of locating scheduled
offerings and self-registering from the To-Do List, Calendar of Offerings, and the catalog. Each task
below demonstrates a different method of registration.

Task A

Register from To-Do List
6 Steps

Task B | v

Register from the Calendar of Offerings
8 Steps

'

Task C v
Register from the Advanced Catalog J

Search — 10 Steps

Vs

Task D v

Confirm Registration
3 Steps

Task A.  Register from the To-Do List

G From the Home page, PLAT=AU Welcome Theresa DAmIco | 3 Check System | Sign Out
filter the To-Do List to - [ nome  EEGEETE

show All Learning.

Theresa A D'Amico
Sales Associate

Your Talent Profile is Tncomplete

e ve
Morth America Steel Sales

To-Do List Catalog [ | of 1
Search To Do Hst... 3| Show:| AllLearnine | v | [TE]] Gl Easy Links &)
e Everything

18 days averdue Ll Improving Your Sales Perf. o LEalllitE

Registrations
Must be registered
e Oriing Courses
14 days overdue [
v @ Developing Your Full Sale Extarnsl Requests
Must be registered
Caurse Evaluations
Due within a week
Assessments

Dec/ 12010 L public Speaking for Manaf

Performance Reviews

Curricula >> \ [ Completed Work >
Must be registered Compensation B Overdue (0) —_—
=5 p——— ) 7 items completed in the
Dec/4/2010 Lg Buildine Relationships for Contintiing Success P Due in 30 days (3) Last 30 days.
Due Lats 1
Must be registersd Y ===
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Hover over the item into
which you want to
register.

Click Register for
registration information.

Due within a month = :
FOH]PQ tencies >

Dec/10/2010 @ Plateau Student Access Overview
p=l

o of

ks et
4

; Due by Dec/15/2010 | Required | Assigned by i T 8
Auailable Diana M Daly B .
e—- l"elw< Pt g St

», Course SALED135 C} view Details
Must be re: % N y " ; —
The most impartant meeting vou'll have with wour client is

In progress| Delivering High-Impact Sales Presentations

Dec/15/2010  #M Company P

Deci18r2010 LG Expanding when you show the decision makers that you have the right
business it for their needs, You've done a lot of H
Must be re; hard.. more
@ Moving fro You are NOT REGISTERED
Must be re: Register into an open offering.
Dec/23/2010 L@ Microsoft A Instructor-Led Item

T T Must be registered

X 15 days remaining
@l Micracaft H

A
Note: Click Request Schedule if there is no scheduled offering given at a
convenient time. Enter the date and reason for the request.

- - S 5 3 Helj
On the Registration page, || fegistration Q e
- — Back
reVIeW the DateS and Delivering High-Impact Sales Presentations
- - d f- d COURSE SALED135
Tlmes SeCtIon an In Revision: 7 - Dec/23/2004 02:3% PM EST
H Item Description: The most important meeting you'll have with your client is when you show the decision makers that you have the right business fit for their
the Offerl ng you prefer - needs. You've done a lot of hard work, so when the curtain goes up on your sales presentation, you want an award-winning performance. In this course, you'l
learn about the third major component of the strategic account sales (SAS) approach--presentation. First, you'll learn how to plan and develop a high-impact
H H presentation. You'll then explare ways to successfully deliver the presentation to your client audience. And finally, you'll learn how ta follow up your
e CI ICk Reg ISter for the presentabion and maintain your sales momentum.
corresponding scheduled v Assignment nformstion
Offe rl ng Required Date: Dec/15/2010 Completion Date: Days Remaining: 15
" Assignment Type: REQ (Required) Assignment Date: Nov/15/2010 Assigned By: DIMDALY, Daly, Diana M
» Current Registration
¥ Dates and Times
:JS?"' Start & End Location Auailable Seats Price Action
b Dec/3/2010 09:00 AM EST ~ Dec/3/2010 03:00 PM EST  New York Office - 25 0.00 | view Details
New York Classroom
03
I+ Request Schedule
Note: Click View Details to view the description, exact times, and locations
for each segment of the scheduled offering.
G Enter any optional Registration e
- Lastly, enter any comments that you wish to be associated with your request andfor registration
comments in the proros [caim

Registration Comments
field. Use this field for
comments for the
instructor, such as special
needs.

Click Confirm.

Offering

Delivering High-Impact Sales Presentations
COURSE SALEC35

Revision: 7 - Dec/23/2004 02:3% PM EST

Start Date: Dec/3/2010 09:00 AM EST

End Date: Dec/3/2010 03:00 PM EST

Capacity: 0 of 25 enralled, 0 waithsted

Price : 0.00 (USD)

Registration Comments

User Name: [FAmico, Theresa A
Registration Status: EMROLL (Enrolled)

Comments:

Previous | Confirm
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Task B.

Register from the Calendar of Offerings

@ | From the Home page,
click the Catalog link.

Theresa A D'Amico
Sales Associate

Morth America Steel Sales

To-Do List catalog it
[ seareh To Do ft.. 8 show:| Everchive |~ | ([T S Fasy Links #1

Overdue

15 days overdus (@ Improving Your Sales Perfor mance
IMust be registered

14 days overdue (@ Developing Your Full Sales Potential
Must be registered

Due within a week

@ Select the Calendar of
Offerings tab.

Catalog

Advanced Search

(]

W curricula ™ Instructor-led ¥ Online ™ Blended ¥ Other
™ Exact Phrase [~ Search All Languages

2

Browse Catalogl Calendar of Offerings

Subject Area Menu Items Currency: | A =
[Expand Al] [Collapse Al]
;I | Please select Subject Area to view related ltems.
Achieving Results  (17)
Apprentice Program (1)
Building Organizational
Commitment  (19)

9 Display the desired
month by using the
Month of drop-down
menu or scroll through

or

@ | Click the Calendar
Search link to use a
keyword search.

months using the arrows.

Catalog

[ ]

Advanced Search
¥ Curricula I Instructor-led I Ontne [ Blended W Other

I Exact Phrase [~ Search All Languages

Jeekly view.
4 4 monthof: |December x| |zo10/=| [ B Calendar Search JCalendar Options

Wednesday

30 1 2 3
Influence (1 Offering)

Browse Catalog | Calendar of Offerings

Below are the results of your search of the Caler

[ month [ week [T pay

Calendar of Offerings

Thursday Friday

Monday Tuesday

6 @ 8 9 10
Communication (1 Healthcare (1 Offering)
Offering)

Healthcare (1 Offering)

The subject area of the
scheduled offering and
the number of scheduled
offerings that are
scheduled for that day
are displayed.

Click the Subject Area
link.

o z
Energy (1 Offering)
Service Orientation (1

Offering)

Note: Subject areas may be color-coded.

Review the offerings and
click Register for the
corresponding offering.

Browse Catalog = Calendar of Offerings

Below are the results of your search of the Calendar of Offerings. You can view the Calendar in a Monthly or Weekly view.

Subject Area: | All Subject Areas j
P month (Bl week [T Day
Calendar of Offerings

Subject ) Delivery
Area s UL Method

< offerings on Wednesday, December 1, 2010 Calendar Search Calendar Options

Facility Description

Start Time. Duratioj 6 Action
idsales  Dec/1/2010 0%00  6.00 hours
relationships AM EST

Influence Building Relationships for Instructor Led  Mew York Office Learn how to build sal

Continuing Success
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Note: Click the Title or Description link to view
item.

information about the

ﬂ Enter any comments in
the Registration
Comments field. Use this
field for comments for
the instructor, such as
special needs.

@ Click Confirm.

Registration

Lastly, enter any comments that you wish to be associated with your request andior registration.

Offering

Building Relationships for Continuing Success
COURSE SALED146

Revision: 3.5 - Dec/23/2004 02:39 PM EST

Start Date: Dec/1/2010 09:00 AM EST

End Date: Dec/1/2010 03:00 PM EST

Capacity: 0 of 25 enrolled, 0 waitlisted

Price : 0.00 {UsD)

Registration Comments

User Name: [iAmico, Theresa A

Registration Status: ENROLL (Enrolled)
Comments: e

© Help

Previous | Confirm

Previous | Confirm

A confirmation screen
displays.

Registration
Finished
Building Relationships for Continuing Success
COURSE SALEO146
Revision: 3.5 - Dec/23/2004 02:3% PM EST
Start Date: Dec/1/2010 0%9:00 AM EST
End Date: Dec/1/2010 03:00 PM EST
Capacity: 1 of 25 enrolled, 0 waitlisted
Price : 0.00 (USD)

Success

User Hame: [F&mico, Theresa A
Registration Status: EMROLL (Enrolled)

Comments:

© 2010 Plateau Systems, Ltd.

-4 -
Plateau Confidential

Knowledge Services Organization




PLAT=AU

Global Universioy

Plateau Learning v 6.3
User Job Aid
Self-Register in a Scheduled Offering

Task C.

Register from the Advanced Catalog Search

From the Home page,
type a keyword in the
Catalog search field.

Click the search icon

().

TETCOTTE TTTeTEss DAMMCD T o CITeCR System T SIgm UnT

PLAT=AU

Organization

Delegators +

Theresa A D'Amico
Sales Associate

our Talent Rrofile s Incomplete

[L.1]
il Morth America Steel Sales

Catalog [ selling g [ ReX

To-Do List
[ searen Ta Do k... Q| Show:| Ewsrtrine (v | [T E1) Easy Links &)
Overdue

15 days overdue '@ |mproving Your Sales Performance
st be registered

14 days overdus G Developing Your Full Sales Potential
st b registarad

Due within a week

Click the Advanced
Search link.

Welcome Theresa DAmico | g Check System | Sign Out

PLAT=AU

Organization

| Advanced Search

Catalog

seliing
¥ Instructor-led [ Online M Blended ¥ Other

™ Exact Phrase [~ Search All Languages

¥ curricula

Enter keywords to search
for in the item’s title,
description, ID, subject
area, delivery method,
and source fields.

Refine the search by
selecting the desired
Keywords radio buttons
and checkboxes.

Click Go.

Catalog : | Advanced Search .
¥ curricula W Instructor-led M Ontine W Blended ¥ Other
™ ExactPhrase [ Search All Languages e
Advanced Catalog Search
Keywords
G Q Title: [Contains =] |
M Instructor-Led Description: | Contains 'I‘ |
I Online e D: [Contams 7| ‘
 Blended
' Other (Selectone or more) Subject Area: | Contains || | Seleet
| Ol o Delivery Method: [contains ]| | Selsct
' Curricula Source: [Contains = || | Selsct
© Only Offerings ™ Search All Languages (4pplies to Title, Description, and Subject Area)
Search

Click the expand icon (»)
to view offerings
available for the item.

Click Register to
immediately register into
the scheduled offering.

Search Results

Select an Action from the Action buttons or click the Expand icon to view the Scheduled Offerings available for a Learning Item.You can refine your Search by clicking the
Back link at the top of the page.
— Back

Catalog Search Results

Title » Type Price Status Action
Cross-Selling in a Customer Service Call a Request Schedule
Add to To-Do List
~0.00
0 =
¥ Moving from Product Selling to Solution Selling &
See Offerings  Already Assigned
avaiabie |
Descriptian st oate/Time ouration Facity & Locatian sea Frice Acton
No Description Dec/B/2010 09:00 AM EST 4.0 hours Mew York Office - 25 0.00 Register
New York {UsSD)
Classraom 01
|

Note: Click the Item Title link for more information about the item. Click
the Description link for additional information on the scheduled offering.
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Q Enter any comments in
the Registration
Comments field. Use this
field for comments for
the instructor, such as
special needs.

€ Click Confirm.

Registration & Help

Previous || Confirm

Lastly, enter any comments that you wish to be associated with your request andior registration.

Offering

Moving from Product Selling to Solution Selling
COURSE SALED141

Revision: 3.5 - Dec/23/2004 02:3% PM EST

Start Date: Dec/B/2010 0%:00 AM EST

End Date: Dec/8/2010 03:00 PM EST

Capacity: 0 of 25 enrolled, 0 waitlisted

Price : 0.00 (USD)

Registration Comments

User Name: D[fAmico, Theresa A
Registration Status: ENROLL (Enrolled)

Comments: 0

Previous | Confirm

The confirmation screen
appears, indicating your
registration status.

Registration

Finished
Moving from Product Selling to Solution Selling
COURSE SALED141
Revision: 3.5 - Dec/23/2004 02:3% PM EST
Start Date: Dec/B/2010 0%:00 AM EST
End Date: Dec//B/2010 03:00 PM EST
Capacity: 1 of 25 enrolled, 0 waitlisted
Price : 0.00 {USD)

SuUccess

User Hame: [FAmico, Theresa A

Registration Status: EMROLL (Enraolled)

Comments:
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Task D.  Confirm Registration

€@ | From the Home page, To-Do List
filter the To-Do List to [P————— : Shorws| Everyth | EE
f f | Search To Do list... 'z ow: | Eve ing - 1
show Registrations. = R Pt s
Overdue [EEEEREE ;
% | Al Learni
16 days overdue g Improving Your Sales Perfi CELITTEE
. @ Registrations
ihust be registered [\"\8
nie | Online Courses
15 davs overdue & D I |
@ Developing Your Full Salg B B
iust be registered [
Course Evaluations
Due within a week |
{ hzzezzments
Dec/ 172010 “@ Public Spealing for Mam@ Performance Rewisis
fihuzt be registered sRBEREAD
Dec/4/2010 Y@ Building Relationships for Continuing Success
Enrolled
@ Hover over the item you To-Do List catalog |
wish to check your [ Search To Do list... Q) Show: | Registratinns | [EE
registration . Due within a week
. . . . Dec/4/2010 L Building Relationships for Continuing Success
@ | Click View registration o
for registration Due within a month
. R - Delivering High-Impact Sales Presentations B
information. @ o |
Enrolled Due by Dec/15/2010 | Required | Assigned by 4 k_
& Diana ™M Daly [ view registration
‘@« Movingftfog - ‘;
Enrolled Course SALED135 & withdraw
The most important meeting vou'll have with your client is SE R TR
No due date when you show the decision makers that you have the right Wy eucnetalls
] business it for their needs, You've done a lot of
“@ Microsoft
hard...more |
Enraolled / [
Yfou are REGISTERED »
Starts: Dec/3/2010 09:00 AM
Location: Mew York Classroom 03
Total Course Length: 1 day ||
Instructor-Led Item :;
Enrolled
14 days remaining
s 1 [ =
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Notes
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