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INTRODUCTION

The Training Administrator Guide assists dealerships in delivering NADA University Online learning content to their
employees. This guide provides information on:

How to become a Training Administrator How to navigate and use the Personalized Learning

How to manage your employee roster Dashboard

How to establish and maintain training levels How to generate reports

How to manage system functionality to meet
training needs

How to enroll staff in courses

To become a Training Administrator, contact the NADA University Online Customer Service team:
Phone: 800.557.6232
Email: nadauniversity@nada.org
Hours of Operation: Monday - Friday, 8:30am-4:45pm ET

Upon receiving the request, NADA's Customer Service team will verify the user’s status and, upon approval, will provide the
user with the permissions previously described.

Training Administrators are NADA University Online users who have the necessary system permissions to access and
perform the following functions.

With this permission, the Training Administrator has the ability to add new Training Administrators, edit user profiles,
change user training levels and remove users who are no longer at the dealership.

For every piece of learning content that has not yet been purchased users will see an Add to Cart button. Only designated
Training Administrators and dealers are authorized to purchase.

The Training Administrator has access to the Reports Console inside of NADA University Online. The report functionality
provides detailed information on content accessed, started, completed and training progress.

Historically, Training Administrators have been HR personnel, compliance officers or other administrative staff. NADA
provides members and subscribers the flexibility to assign a Training Administrator to suit dealership business needs.
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MANAGE THE COMPANY ROSTER

The Company Roster contains functionally for adding, editing and removing employee profile information from NADA
University Online. The roster contains a list of existing dealership employees within NADA's membership system, along with
relevant profile information, including the employee’s training level designation.

Training Administrators manage their dealership’s company roster through www.nada.org.

Access to the company roster is based on dealership rooftops. To access your dealership’s company roster,
follow these steps:

Step 1) Step 2

Go to nada.org, and click the Login tab. Enter your After you log in to www.nada.org, edit your profile by
Universal NADA Username and Password in the respective clicking the My NADA tab and then clicking the
text fields and then click the Login button. Edit Profile button.

(You can retrieve/reset
your password using the
links provided or using
our online system.)

& My NADA

Welcome, John Admin

& Edit Profile ~ #Email Preferences Logout ©

NOTE: For NADA members
with more than one location,
there will be separate logins
for each rooftop.

Step 3

Edit Personal Profile Edit Company

Click the Manage Roster button to display a list
of employees.

Manage Company Roster

As company administrator you may add or remove employees You may also update portions of employee

profiles. Please keep your NADA company and employee information current. If you need assistance please
contact Membership at 800 557 6232

Name Email Title Status

John Admin Please Add Email Controller Active
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MANAGE THE COMPANY ROSTER

ADD NEW EMPLOYEE

From the Manage Roster tab, click the Add John Variable Ops Manager ~ Please Add Email \(J;?;:’ble Active
Employee button. (You may need to scroll to Ao

the bottom of the page to find this button.) | S
Complete the information on the form, —
including the training level. This training

level controls what learning content Giese Hew feroml

employees will have access to when they Iog Define Company -> Define Yourself -> Create Username

in to NADA University Online. Click the Save o—

button. After you add an employee to the i e

company roster, create the login account and BRSPS ORI OLTANE LU [ PE RO

credentials for that employee. Prefx '

First Name * 51 Name 4

Middie

Lasi Name * st Name ¢

Suffix ]
Mickname

Ernail * ¢

Gender Make
Fémahe

Call Phoni
Wark Phang
Fax

Job Titke * <Seiec! Taes _¢

I 'Other selectsd please enler your job litke hers

Training Level =Gedec! Traming Lovel= ,‘

*= Required Fiekd
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MANAGE THE COMPANY ROSTER

EDIT EXISTING EMPLOYEES

To edit contact information or training levels, Edit Employee
from the Manage Roster page, click the Edit
button next to the employee name. Only the R i
information seen below is editable, including Prefix .
the ability to edit your employees’ training First Name = | Jomn
level. Changing the training level will affect M| ([
the enrollment process for the employee e e
upon login. Click Update Employee. e =
“ Nickname: John 4
Email * Email ’
e
Cell Phone: J
Work Bhone: | (703)821-7100 ’
Job Title * Controller v ¢
It '‘Other’ selected, please enter your job title here:
Training Level Dealership Admin \
etk il | wsanee v
I

REMOVE EMPLOYEE ACCOUNTS

Training Administrators can remove Manage Company Roster

employees no Ionger worklng for the As company administrator you may add or remove employees. You may also update portions of employee
dealershi p. Removi ng an em p|0yee ensures profiles. Please keep your NADA company and employee information current. If you need assistance please

contact Membership at 800.557.6232
that the person no longer has access to
The page at https://verifyld.nada.org says:

member benefits or other NADA University
_ Are you sure you want to remove?

Online learning content. .
John Admin
Sri

To remove an employee, from the Manage John BDC Employee | =
Company Roster Screen:

Click the Remove button next to

the employeé’s name.

@ Confirm the removal by clicking the
OK button.
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CREATE LOGIN ACCOUNT CREDENTIALS &

After adding all new employees to the company roster, Training Administrators can create an online account to allow
employees to log in to the system. New employees are also added to the company roster upon creating account credentials

using the steps outlined in this section.

There are different processes for creating account credentials. One is for dealerships that are NADA members, and the

other is for dealerships that are non-members.

This section covers how to create employee account credentials for NADA members. If you are not an NADA member, see

creating login credentials for non-members.

Step 1

Visit nada.org/onlinelearning and select the link

under the sign-in button to create a new account.

Step 2

Enter your NADA/ATD Membership ID and
select the Search Account button.
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Interactive online courses
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AboutUs = Contact Us

NADA ATD EDUCATION CONVENTIONS/EVENTS FRANCHISELAW  ATAE

CREATE A MEMBER LOGIN
ACCOUNT

Enter your Membership ID Number *:

Member Number

Your membership number appears on your
NADA/ATD dues invoice and on your membership
card.

Only member accounts will have access to member
benefits.

CREATE A NON-MEMBER LOGIN
ACCOUNT

Not a member?

Contact us!

Create a Non-Member Account

CREATE LOGIN ACCOUNT CREDENTIALS
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CREATE LOGIN ACCOUNT CREDENTIALS

Step @

CONFIRM COMPANY
Confirm your company information and select
the Next button. If the incorrect company is

displagled you may retry your search or call
800.557.6232 for assistance.

Step (4)

REVIEW EMPLOYEE RECORDS
Review current NADA employee records that
display and then choose option 1 or 2:

If your name appears, select it and
then select the Next button and

P ONLINE
[
NADA ATD EDUCATION CONVENTIONS/EVENTS FRANCHISE LAW ATAE

Create New Account
Define Company -> Define Yourself -> Create Username

You entered 331213807 as your Membership ID number. Validate your company information

below and click Next

'Cu rol University (Premium))
8400 Westpark Or
Mc Lean, VA, United States, 22102-3591

NADA UNIVERSITY
DNLINE

—
[
HADA ATD EDUCATION CONVENTIONSIEVENTS FRANCHISE LAW ATAE

Create New Account
Define Company -> Define Yourself -> Create Username

11 you @re already noour System, selecl yoursell, and Click MNext. =

proceed to Step 6.

@ If your name is not listed, select the
Create New User button.

Jann Admin - Controder '|
Jann BDC Emplayee -.- BDC Employee
OEA Dealer --- Dealer Principal

nn Employee - Employes ‘
Jann Fixed Ops Employee - Fixed Ops Employee

NOTE: Creating new users here will also add the
employees to the company roster.
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CREATE LOGIN ACCOUNT CREDENTIALS

Step @

ENTER/UPDATE EMPLOYEE
INFORMATION

Complete the required contact information
fields for new individual accounts and select
the Next button.

Step @

ENTER NADA UNIVERSAL LOGIN
CREDENTIALS

Enter desired NADA universal username and
password and select the Save & Next button

| UNIVERSITY
| OHLINE

ll

MADA ATD EDUCATION COMVENTIONSEVENTS FRANCHISE LAW  ATAE

Create New Account

Define Company - Define Yoursed! - Creale Usemanms
Company & 331203807
Cormpany Nare Contral Unesmity [Promum
Predo v

Firsl Marre * 4’

Wade
Larsi Mare * *
St L]
Hichrame

- ¢

Sender foke

Frrmale
Call Phone

Winrk Phone

Jols Title ~Eewet Tl v ¢

to complete the process. -

LUNIVERSITY
ONLINE

NADA

NADA ATD EDUCATION CONVENTIONS/EVENTS  FRANCHISE LAW  ATAE

Create New Account

Define Company -> Define Yoursell -> Create Ussrname

** Username must be at keast 8 characters and must contain at least 1 numenc chasacier
** Passwords are case sensitive and must be at least B characiers in length

Contact 14 nzanar
Full Nama M. Johr Traines
Ernail * phrraner@deslershi com

Usamarme *

Usemame must be 3 least B charstters and must contan  keast | rumen: charscter

Passaond *

Rie-enber 4
Pasgword *

Passwoith afe caie sensfivg and musl be 5l least § charst1ers @ length
*= Requined Field

TRAINING ADMINISTRATOR GUIDE
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CREATE LOGIN ACCOUNT CREDENTIALS &

This section covers how to create employee account credentials for dealerships that are not NADA members. If you are an
NADA member, see creating login credentials for NADA members.

Step 1

Sign-in
UNIVERSITY

ONLINE

NADA

VISI’[ nada.Or,g/Oﬂlinelearnin,g and SeleCt the ||nk HOME ABOUT GETTING STARTED TRAINING & RESOURCES CONTACT US -
under the sign-in button to create a new account.

To create a new account click here

ven

Signintoe:ccessw § .
Driven “

-
>

Management Guides

Activate your dealershi Hundreds of courses - Interactive anline courses
account and start training ‘and resources covering all and convention workshops
ALL your employees dealership departments:

Step 2

About Us  Contact Us
NADA sz
S

NADA ATD EDUCATION CONVENTIONS/EVENTS FRANCHISE LAW  ATAE

Click Create a Non-Member Account button.

CREATE A MEMBER LOGIN CREATE A NON-MEMBER LOGIN
ACCOUNT ACCOUNT

Enter your Membership ID Number *:
Not a member?
Member Number
Contact us!

Search Account.
Create a Non-Member Account

“Your membership number appears on your
NADA/ATD dues invoice and on your membership
card.

Only member accounts will have access to member
benefits.
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CREATE LOGIN ACCOUNT CREDENTIALS

Step @

SEARCH NEW NON-MEMBER COMPANY
Enter the company name or partial company
name, choose the state/province and then
click the Nez(t button.

Step @

SELECT OR CREATE NON-MEMBER
COMPANY

Review the company record(s) that display,
and then choose option 1 or 2:

(D If your company name appears,
select it and then select the This
is my company, Next button and

et | UNLINE
===
NADA ATD EDUCATION CONVENTIONS/EVENTS FRANCHISE LAW ATAE

Create New Non-Member Account

Search for Non-Member company below

Company Name s Haime ¢
State/Province: <Select Statex .¢

Creating an account here will create a Non-Member account. Members should create a Member account. To do 50,
click "Continue as Member® and enter your Membership 1D number

*= Required Field

Ratry your search

Cantinue as Member

NADA | s
ﬁ DHLINE

EDUCATION CONVENTIONS/EVENTS FRANCHISE LAW

Create New Non-Member Account

proceed to Step 5.

@ If your company name is not listed,
retry your search or select the Create

New Non-Member Company button.
4

Define Company -> Define Yoursel > Creale Lsernams
Biow 5 @ st of LOmpanes we KCabed ANESdY N OUr SYSIeM. Pltase SR yOUrs Of 800 & new
company
Umiversity {monmembers) - Mc Lean, VA Uniied Stales
Ml s aeaich Hyou are o membes, please retwn i the

TRAINING ADMINISTRATOR GUIDE
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CREATE LOGIN ACCOUNT CREDENTIALS

Step @

ENTER/UPDATE COMPANY INFORMATION
Complete the required Company Information
fields and select the Next button.

®-

Step @

NADA
—_—

HADL ATD BDUCATION COMVENTONLEVENTE FRANMCHLE LAW AT

Crasis M Nom-Mambsr Arcoum

: ~
v
«
=
. v

= - s *
- .‘

E"

REVIEW RECORDS/CREATE NEW
NON-MEMBER ACCOUNT

Review current records that display, and then
choose option 1 or 2:

@ If name appears, select it and then
select the Next button.

@ If name is not listed, select the Create
New Non-Member Individual button.

OWLIKE

ATD EDUCATION CONVENTIOMS/EVENTS FRAMCHISE LAW  ATAE

Create New Non-Member Account

Define Company -» Define Yourself -» Create Username
If you are alresdy in our Fystem, selec yoursel. and chck Maxl
MO PESLRE relumed

TRAINING ADMINISTRATOR GUIDE
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CREATE LOGIN ACCOUNT CREDENTIALS

Step @

ENTER/UPDATE COMPANY INFORMATION
Complete the required contact information
fields for new individual account and select
the Next button.

Step

=

UNIVERSITY
OHLINE

ll

NADA ATD EDUCATION CONVENTIONSEVENTS FRANCHISE LAW ATAE

Create New Account

Define Company -> Define ¥ oursell -= Creale Lsemams
Company id 3123807
Compan, Mare Contral Uneepraty [Pronuum
Prefam -
Firsi Mamre * *
Wads !

L Mearre * 4
.

LM

Gander Make
Frrmde

Cell Phone

Work Phone

ok Tifle ™ et T L] ¢

ENTER NADA UNIVERSAL LOGIN
CREDENTIALS

Enter desired NADA universal username and
password and select the Save & Next button

to complete the process. -

NADA s
DNLIKE

—

EDUCATION CONVENTIONS/EVENTS  FRANCHISE LAW  ATAE

Create New Account

Define CDNFIBH" = Defing Yoursell .> Create Ussrname

** Userame must be at least 8 characiers and must contain at least 1 numernc characier
** Passwords are case sensitive and must be af least & characiers in ength

Cantact Id
Full Namea

]
gy
L8

Usermams must be M least B charactens and must contam 3 keast | momen: charster
Password *
R

Password *
Pasywords ate case sensdive ard must be ot least § characters o length

*= Required Field

TRAINING ADMINISTRATOR GUIDE
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TRAINING LEVELS

NADA University Online offers 12 training levels. The training levels correspond to specific job titles and learning topics.

INTRODUCTION

Training Administrators can change the training level for any given employee, at any time, by managing the company
roster. Learning content within NADA University Online will change for the end user if the training level is updated on the

company roster.

For example, a service advisor who logs into the system would typically have the training level set to Employee — Fixed
Operations. Upon login, the user would automatically have access to the learning content based on this designation.
When content is purchased by the dealer or Training Administrator, active employees listed on the company roster are
automatically enrolled in the content associated with their learning path. The user would automatically see the courses
listed in the My Upcoming Training portal after logging into the system for the first time, as depicted in the image below.

NADA | UNIVERSITY
| ONLINE

— |

TRAINING HOME MY UPCOMING TRAINING TRANSCRIPT TRAINING CATALOG

Mo records found
My Upcoming Training Al v
Title Type Date Status Action

Online Enrolled

Confident (N31) - 14WKS

MMMMMM Online Enrolled
Online Enralled

14WKS

Winning \Words - Language Pathways for Sales and

: Onlire Enralled

Service (NS1) - 18WKS

Healthcare 2014 Thrive in the Obamacare Era (A05)

j Online Enralled

Wiew All My Upcoming Leaming © Required Training (i Overdue (G Dus Soon [y Recurming Assignmant
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TRAINING LEVELS

WHAT TRAINING LEVELS ARE AVAILABLE?

NADA University Online offers the following training levels:

Dealer*

Owner of dealership

Dealer Administrator*

Owner’s designee of dealership

General Manager - Executive*

General Manager
Dealer/Owner/Executive

Professional Advisor

Dealer legal staff or attorney
CPA/Financial Advisor
ATAE/Association Staff

Department Manager — All Departments

Controller/CFO

Manager — Education and Training
Manager — Human Resources
Manager — Business Office

Department Manager —
Variable Ops

GSM
Sales Manager
F&I Director

Department Manager - Fixed Ops

Body Shop Manager
Parts Manager
Service Manager

Finance & Insurance (F&I) - BDC - Internet Managers

Customer Service Manager
F&I Manager/Director
Internet Manager/Director
Other Manager

Employee — All Departments

Marketing Manager
OEM Employee
Office Other

Employee - Variable Ops

Sales Consultant — New and Used

Employee - Fixed Ops

Parts e Warranty Clerk/
Service Advisors Accounts Rec
Technician —

Service/Body Shop

e Allied Industry e Customer Service
Employee — BDC/Customer Service/Administrative Profgssmnal * Lot Porlter.

e Applicant e Receptionist

e Attorney e Shuttle Driver

*Ability to purchase content for rooftop

CHANGE AN EMPLOYEE’S TRAINING LEVEL
See Managing the Company Roster (Employee
Account Management).

COURSES ALIGNED TO TRAINING LEVELS

Training Administrators see learning content organized by

each training level in the Training Catalog.

TRAINING ADMINISTRATOR GUIDE
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LEARNING CONTENT C¥)

NADA University Online delivers complimentary resources for NADA/ATD members and offers subscriptions for premium
training content. The following table outlines the content types available at nada.org/onlinelearning.

Driven Management Guides (DMG) v (4
Webinars (WEB) v v
Workforce Study Reports (RPT) v*

Convention Workshops (WKS) v
Interactive Online Courses (I0C) v
HR Essentials v

*Only available to participating dealerships. Available to purchase for nonparticipating dealerships and allied industry.

COMPLIMENTARY MEMBER BENEFITS

Member benefits include NADA's weekly webinars and highly regarded Driven Management Guides.

WEBINARS (WEB)
NADA University Online provides NADA and ATD members on-demand access to recordings of live webinar

E programs. These 30-minute webinars are presented by industry-leading subject matter experts and focus on
W’ sSolutions to key issues affecting your dealership. Webinar recordings are added within four to six business days of

the live presentation and may be viewed for up to two years.

DRIVEN MANAGEMENT GUIDES (DMG)

These highly praised NADA publications cover a wide variety of topics—from legal and regulatory compliance to
best practices in parts and service. Managers can use the routing feature to assign Driven guides to their staff
as required reading. Testing and tracking features help ensure your employees receive the information and are
accountable for comprehension.
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LEARNING CONTENT C¥)

PREMIUM CONTENT

Premium content is learning content that is available for purchase. The Premium Subscription includes all convention
workshops, interactive online courses and HR Essentials resources database. For dealerships that are not members of
NADA, the Premium Subscription unlocks access to Driven Management Guides and webinars. Once content is purchased,
it is immediately available.

CONVENTION WORKSHOPS (WKS)

/’\ A Premium Training Subscription brings the best of the annual NADA/ATD Convention into your dealership.

w ' Subscriptions include two rolling years of convention workshop recordings. Many convention workshops also contain
\\,/ assessments designed to check what knowledge a learner has gained as a result of watching the workshop.

INTERACTIVE ONLINE COURSES (10C)
/f\ NADA'’s interactive online courses are as close as you can get to hands-on learning. Online courses incorporate
@ real-world simulations and interactivity to increase user engagement and overall knowledge retention. Courses are

developed by NADA Academy instructors and incorporate best practices uncovered by NADA 20 Group consultants.

HR ESSENTIALS
Includes fast answers to thousands of everyday HR questions, job descriptions, performance management templates and
customizable HR policy handbooks.

ACCESS AND ENROLLMENT TO LEARNING CONTENT

A key feature of NADA University Online is that access to content is automated. For Premium subscribers, enroliment
into content is also automated. Training Administrators need only set a training level for each employee by managing the
company roster. Upon login, employees will either gain access or be automatically enrolled into content.

The user experience for NADA members and Premium Subscribers is a little different. Once logged in,

@ NADA Member Employees are automatically provided access to training content for their appropriate training level.
By default, users are not automatically enrolled in content, but the Training Administrators can change this setting.
Find out more in the NADA Members section.

@ Premium Subscribers’ Employees are automatically enrolled in content based on their assigned training level.
Content relevant to their training level appears in the My Upcoming Training area of the Personalized Learning

Dashboard.
NADA Members v
Premium Subscribers v v

TRAINING ADMINISTRATOR GUIDE LEARNING CONTENT | 17



LEARNING CONTENT

NADA MEMBERS’ EMPLOYEES

The adjacent image shows the default NADA
member Personalized Learning Dashboard.
Members who have not purchased any
Premium content are not automatically
enrolled into content, and therefore do not
have any content listed in the My Upcoming
Training portlet.

TIP: NADA members who wish for member

ONLINE

TRAINING HOME MY UPCOMING TRAINING

UNIVERSITY

TRANSCRIPT  TRAINING CATALOG

MO recordgs found

My Upcoming Training (0)
Title

No records found

View All My Upcoming Learning

Al [=]

Type Date Status Action

© Requirad Training (R Ovardus (I Dua Soon  [E8) Recurring Assignment

benefits to appear in the My Upcoming Training
portlet can attain this by going through the
purchase process. Since content is complimentary
for members, there is no cost involved. The
system enrolls each employee into content based
on the employee’s assigned training level.

LOCATE NADA MEMBER

BENEFITS

Employee must search and then open the
content. This requires members to browse or

search the Training Catalog.

TIP: Search the Training Catalog using a three-
digit code to find member benefits.

° “WEB” — will locate all available webinars.

* “DMG" — will locate all available Driven
Management Guides.

AnA ‘ UNIVERSITY
| ONLINE

—_—_—

My Own Learing My Responsiilties  Administration

@ = @  lohnadmin v £

TRAININGHOME MY UPCOMINGTRAINING  TRANSCRIPT  TRAINING CATALOG

BROWSE TRAINING CATALOG
1. Driven Management Guides
Select a category below.
Browse by Category

Cash Flow Management (BM33) - DMG

EERY)

aches the importance of managing cash daily. It explains

Customer Relations (9)
Legal Requiatory. and Compliance (19
Parts (9)

Search within this category search

Basic Telephone Skills i (CR4) - DMG

Description
“This dealer guide establishes guidelines for telephone efiquette, and is

uide is designed to help you assess customer relations

TRAINING ADMINISTRATOR GUIDE
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LEARNING CONTENT

LAUNCH CONTENT

The system auto.matl|cally recognizes NADA NAI]A SurvERSHTY
members and will display an Open ltem button B
for all member benefit learning content. TRAMNGHOME  MYUPCOMINGTRANING  TRANSCRPT  TRAINING CATALOS
After an employee opens the member benefit s Tl E
content for the first time, the content will - i ) ,
th frer displ My U i Traini _ Basic Telephone Skills for Dealership Personnel
erea .er isplay o'n y Upcoming Training. T (CR4) - DMG
The training level dictates what a NADA Gours Providr [——
member employee can see within the system. el '
gTDMG‘I’;CD:I::‘L m
Duration (Hours): Member Cost: 50 00 Non-Member Cost: 520 00
Credits: Description:
o This dealer guide establishes guidelines for telephone etiquetie, and is designed for everyone in your dealership who
«communic ates with customers. Included are telephone answering tips, as well as best practices for placing callers on held,
transferring calls, and handiing customer complaints.

PREMIUM CONTENT (Purchases)

Training Administrators who purchase content, such as a Premium Subscription, will automatically enroll their employees into
all purchased content based on the assigned training level. Each time an employee logs in, the system checks for changes to

the employee training level, and will adjust enroliments accordingly.

The example below shows a first-time login for a Fixed Operations Employee for a dealership that purchased the Premium
Subscription. Note that the My Upcoming Training list contains 63 enrolled courses.

g:n‘ﬁgsl" = o John Fixed Ops Employee ¥

———
————
TRAINING HOME MY UPCOMING TRAINING  TRANSCRIPT  TRAINING CATALOG

(e il S S A o NP TP ORA (43 | e e s e

No records found. Any words '

BROWSE CATEGORIES
1. Driven Management Guides (16}

My Upcoming Training (63) Al v

Title Type Date Status Action
© Overcoming Obsolescence - IOC Online Enrolled LRSI AREREDTE )
3. Parts (26)
@ Balance Sheet Fundamentals - 10C Online Enrolled
4. Service (37)
© Turn Service Customers into Sales - WEB Online Enrolled 5. Body Shop (8)
& Evaluate Parts Inventory Using the DMS online Erioliod 6. New and Pre-Owned (25)
Summary Analysis - IOC X
7. "F&I" Finance and Insurance (9)
Winning Words - Language Pathways for Sales .
Online Enrolled 8. Marketing and Communications (44)

and Service - N51 - 1SWKS
€ Required Training (R Overdue  (Gj Due Scon [y Recurring Assignment el R AR

View All My Upcoming Learning
Convention Workshops (130}
o Premium Subscriptions (2)
My Completed Training (0)
Workforce Study Products (2)
e Workshops TO GO - Individual DVD's and US8's (129)
Title Type Status Score Action Workshops TO GO Packages (6)

No records found.

All My Training

TRAINING ADMINISTRATOR GUIDE
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PURCHASE PROCESS

Training Administrators can make purchases for a dealership. The purchase process automatically enrolls employees into
learning content relevant to their assigned training level.

NOTE: The same purchase process described here applies to physical products.

Step @

LOCATE THE CONTENT ITEM IN THE
TRAINING CATALOG

Search the Training Catalog, or browse the
available categories to locate the content.
NADA University Online displays popular
results within each category, as well as

the ability to see all content in a specific
category. The Training Administrator can view
content descriptions while browsing to learn
more about each piece of content. Click the
underlined name of a piece of content to

My G Leaming  Administration

NADA |z o e
—_—

TRAINNG HOME MY UPCOMBWG TRADING  TRANSCRST  TRAINING CATMLOG

purchase it.

Step @

ADD CONTENT TO THE SHOPPING CART
After accessing a piece of content, click the
Add to Cart button.

BROWSE TRAINING CATALOG
1. Driven Managemant Guides
Sellct a category below:
Becwse by Category
Busness Management (25] Custormes Relabons i) Qesler Executrs (17}
EBL(S) Legal Bequisiory, and Comphance (18] Marketing and Communcelon (5)
Mo ad Pro-Owned () s () Bursonnel Management and Leederst (7)
Sorvice (14
See ol conlant for s (akaory Search within this category Seann
Most popular results in * 1. Driven Management Guides™
© cash - OMG Basic Telephons Skills hip (CRA} - DMG [ MG
=} Q 2
Descrpton Descrpton Doserption
This course fesches iho importance of managing cash dsihy i explains  This doe guida establishes guidelings ke inkeghone obiquetie, and i This deer guide is designed i help you sssess cusiomes relabions

the cash cysla, infiows. and ouiows. of cash, and e anpact one sale
can have on tha doalershp. For new managers, amploymes

customers: Inchudod are elophone anseng s, s well as best Customer Riskations Chackies! onaties you 10 ovakuste your
Irasitioring inks management posons, sses comsullants, service ciices o placing callers on hoid, ranserring calts, and handing ‘dmalership's current cusinmes relations efforts in onder lo develop &

writors, and aifica s4a Hom youlloam Yo Dstingush the difleance | cusiomer comgdnints
bestweer peolitabiity and cash to delorming  Sere s sufficient funds

sompenhansan plan Yar conlued mpravement

NOTE: This button only displays for Training
Administrators.

NAI'A UNIVERSITY = Advies
OWLINE o [ R
—_

SearchResls  Measuring Service Deparnimen

& conent Bundie Premium Subscription - >300 - LHNVT10L01SW — 1

e cont e

Bundia Frico

(9 tiom Doty Member Cost: 5150 00 Non-Member Cost: 5505 00
Envoll bodayd A ety Suibscription oo of doatrstps wilh 8 s ihan accoss fo ol empkeyees, 2477 b infonciive ooine
coursas, o wadrars, guidos. Daaiors, o o designatod stafl et can admislor

hait empioyes user piodkes nd irarng loves. More ¥
Thes bundie has the tolkawing drscsbanary conent sems

-, Tpe. cast Statns Equivalent Gontent Completed
Balance Shest Fundamentais (1415) . KOG 2 s1m Mol Starect
MY215) : — =] 10 ol Stavtsd
r

Easl Pracies LIN215) - WER =i 00 ol Starod
A Doior Guda 1o Busness Succassion Panning
:BDMS - OMG 2 000 ot Startod

! 2 s0m ot Started
%_\AMMW
(BM43) - DG =1 0w Mot Staried
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PURCHASE PROCESS

Step 3

Dealerships that have more than one store
will have the option to purchase content for
each rooftop. In the example shown, there is
only a single dealership. Click checkbox next
to the dealership for which the content will
be purchased for, then click the Confirm Add
to Cart button.

Step 4

Click the shopping cart icon to check out.
Follow the on-screen instructions to complete
the purchase.

TRAINING ADMINISTRATOR GUIDE

Confirm Add to Cart

Content Title
i Premium Subscription - =300 - LHNVT10LO1SW -1

Ccancel

Control University (Premium))

Organization

Membership
Member $399.00

Confirm Add to Cart

NADA
ONLINE
—
L

My Own Learing My Responsiblties Adminstration

0= @ John Admin v £¥

o

1 2
‘Shopping Cart pping.

Shopping Cart

in your shopping cart

Physical Products Organization
No records found.

‘Apply Discount Codes

Membership

Member

Membership

Cost

$399.00

Cost

about your order, then proceed through the checkout process to complete your order.

Quantity Discount Codes Htem Subtotal
o 539800
Digital Content Subtotal: $399.00

Quantity Discount Codes tem Subtotal

Physical Products Subtotal: $0.00

Order Subtotal: $399.00

Order Discount: -$0.00

Shipping and Handling: 50.00

Order Total (Including shipping and handiing): $399.00
[checkout
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PURCHASE PROCESS

Step @

ENTER CREDIT CARD INFORMATION
Enter the credit card number and card holder
information into the areas provided. Once
complete click the Next button.

f 2
Shopping Cart Shipping

Checkout: Payment Information

Enter your payment informaton and click Next. Click Back to go back and make changes. NOTE: If your order include

completion. for when they are shipped

PaymentOpiOns & ¢ v Payton Pro)

CREDIT CARD INFORMATION

* Credit Card Type  American Express

*Credit Card
Number

*Expiration Date Jan

*Card Security
Code Number

BILLING ADDRE:

v 2018

\2) Card Secunty Code Help

* Name

* Address 1
Address 2
ity

Non-Us.
State/Province.
UsS. State

* Country
* Postal Code
* Phone Number

Save Address

Back | Cancel

products, they digital

—e

Step @

COMPLETE THE PURCHASE
On the last screen, click the Buy Now o
button. Upon completion of the purchase
process, all existing employees associated
with the dealership rooftop are automatically
enrolled into training content relevant to the
employee’s training level.

The system will also automatically enroll newly
added employees into training upon the initial
login to the system of that employee.

Review Order
Review your order. Review the Te ick Buy N order. NOTE: If your order includ separately
o upon o ipped
Digital Content Organization Membership Cost Quantity Discount Codes Htem Subtotal

Premium Subseription - >300 - LHNVT10LO1SW—1  Control University (Premium)) | Member

Physical Products Organization

Membership

5399.00

Cost

1 s300.00
) Digital Content Subtotal: $399.00

Quantity Discount Codes. Item Subtotal

No records found.

ORDER INFORMATION

Name John Admin

Ordered From NADA University Online (members and nonmembers)

Order Cost <%= GetPaymentTotal() %>

Payment Type Credit Card (Payflow Pro)

Payment Number XXXXXXXXXXXX1111

Billing Address John Admin
123 My Street
My Ciy
ur
111

UNITED STATES

5555555655
Order Comments.

Terms and Conditions.

Physical Products Subtotal: $0.00

Order Subtotal: $399.00

Order Discount: -$0.00

Shipping and Handling: $0.00

Order Total (Including shipping and handling): $399.00

Back | Cancel

TRAINING ADMINISTRATOR GUIDE
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PERSONALIZED LEARNING DASHBOARD |

The Personalized Learning Dashboard displays several portlets. The page appears upon login to NADA University Online.

The dashboard is unique for each training level. This page displays a top-level navigation menu, and information about the
employee’s profile. Portlets are small windows into other areas of the system, including Announcements, My Upcoming

Training, My Completed Training, Search and FAQs.

Training Administrators will also have an Administration link and a shopping cart next to their name.

AfA TRAINING CATALOG ADMINISTRATIVE CONSOLE -
Search for specific learning Set training goals, run reports and create an
material with ease. individual learning roadmap for each employee.

g My Responsioilties Administratio
Leam!

Hy O
7} Jokn Smith ¥ L4

0=

m Any words (4 E

BROWSE CATEGORIES.
Service - Recnuiting & Retention (5]

N\J LEARNING PATHS -«
Auto enroliment in role-specific
curriculum, including:

Body Shop
Business Office/F&l

e
3
o

r—4

you may usethe sech ool o browse al n g
& .

i st acminstator
avaiable w)%w;mes: Jevel, Please contact  your site administraf
Service - Performance Analysis (6]
Service - Marketing (10)

?
Howdolpint 3 cadpele]
o oo sah the g atag? DA Comvention Workshops (19)

Dealer/Executive ], R

s 1w e Date Accoss Status Action Driven Management Guides (68)

Title
. sy Started Aosume
Digital and Traditional p—— e 15000 fo= =
. Gash FlowMansgermen) Course 222015
M a rket I n g Ten Ways toentince Service Retention and Profls Workshop 31252015 ot Started Start
Lt Your Socia/ Media Sell Your Service Workshop 412015 Not Started Start
ADeaker Guide 1o Technician Retention Driven Guide 4152015 Not Started Start

Human Resources

Not Started Start

T Senioe Customessnto Saks Webinar Y152015
© Requred Taining  (§ Overave (3 Due Soon £y Recurring Assignment

View AllMy Upcoming Leaning

Legal and Regulatory

My Completed Training (3) e
Parts ey G ¢
Tite Type Status Score Action
Sales Aot Qlargs traiocon Yo Fred Ops | Worohop | Completed 0 Prnt Corticate
Hollnportant s Your Onlne Reputation Webinar Completed @0 Print Certificate
Service — ... N W ot
TRANSCRIPT o TESTING AND TRACKING +——
View a repository of all test items Keep track of training progress
and scoring notifications. to ensure learning goals are met.
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PERSONALIZED LEARNING DASHBOARD

MY UPCOMING TRAINING (Portlet)

My Upcoming Training is a list of learning
content in which an employee is enrolled.
Learning content that displays here is — . - - =

eXp|aIneC| II’l deta” II’l the SECtIOI’l Leal’nlng © Balance Sheet Fundamentals (JA15) - 10C Online Enrclled

© Basic Telephone Skills for Dealership Personnel
Content Access. st

Power of Paper. Compliant, Consistent, and Gilie Enrolled
Confident (N31) - 14WKS

Explore Hot Tax Topics with Industry Experts (N40) -
Explore Hot Tax Topics with Industry Experts (N40) Online Enrolled

15WKS

Advanced Internet Performance Strategies (N02) - Online Enrolled
14WKS

¢ Click View All My Upcoming Learning o view & wy upcoming Learning
button to view a complete list of training
content.

-

My Upcoming Training (257) Al

Online Enrolled

¢ Click the title of the content to launch
the content and complete the training.

@ Required Training (g Overdue (G, Due Soon L‘é Recuming Assignment

RECENT ANNOUNCEMENTS
(Portlet)

The Recent Announcements portlet will
display information related to:

TRAINING HOME MY UPCOMING TRAINING ‘TRANSCRIPT TRAINING CATALOG

RECENT ANNOUNCEMENTS

@ Upcoming system maintenance. August 2015 On-Demand Webinars anois

As a reminder, if you missed our weekly live webinars, feel free to catch up and watch them on demand. The following events were part of our August weekly
webinar series. How 1o Avoid N...

@ New course content as it becomes

. New and Updated Driven Management Guides from NADA 9M1/2015
ava | | a b I e . NADA University Online has two new Driven guides on automotive CRMs, and attracting more customers to your dealership. There is also an update to

the Driven guide on the Family Medical Leave Act....
More...
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PERSONALIZED LEARNING DASHBOARD (=)

MY COMPLETED TRAINING
(Portlet)

The My Completed Training portlet allows
employees to track their progress within the
past 30, 60 or 90 days. The View Certificate
button is selected by an employee for
printing or saving as a PDF file.

See the section Certificate of Completion
for more information on how learners
successfully complete each type of content.

SEARCH AND BROWSE BY
CATEGORIES (Portlet)

My Upcoming Training (257) All
Title Type Date Status Action
© Balance Sheet Fundamentals (JA15) - 10C Online Enrolled

© Basic Telephone Skills for Dealership Personnel Online
CR4) - DMG

Power of Paper: Compliant, Consistent, and
Confident (N31) - 14WKS

Enrolled

Online Enrolled

Explore Hot Tax Topics with Industry Experts (N40) - i Coreallad

Search content within this porlet or browse
the number of categories available for
learning content relevant to each employee
training level. Enter a keyword or phase

into the search box, then click the search
icon to display results. Alternatively, click
the categories available for learning content

° Any words A O

o BROWSE CATEGORIES

available for the user that is logged into the
system to display additional details about
content within that category.

1. Driven Management Guides (67)
2. Dealer-Executive (156)
3. Parts (37)

4. Service (53)

5. Body Shop (15)
6. New and Pre-Owned (63)

7. "F&I" Finance and Insurance (19)

8 Marketing and Communications (75)

9. Human Resources (30)

ATD (Commercial Trucks) (74)

Convention Workshops (130)

Premium Subscriptions (2)

Workforce Study Products (6)

Woaorkshops TO GO - Individual DVD's and USB's (129)
Workshops TO GO Packages (6)

TRAINING ADMINISTRATOR GUIDE
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TRAINING CATALOGS

NADA University Online delivers hundreds of pieces of content. Available training catalogs help users in searching and

sorting content of interest.

TRAINING CATALOG

A complete list of NADA University Online
content is available at universityonline.nada.

org/trainingcatalog. Easily filter by checking
the content of interest and clicking Search.

For each search result, a user can click
the View button next to a piece of content

to access it. The user will be prompted to
log in to view the content. After login, if an
employee does not have an assigned training
level, a message displays advising the
employee of the next steps.

PERSONALIZED TRAINING
CATALOG

Once logged into NADA University Online,
a user will have access to a personalized
training catalog that will display only the
content available to his or her specific
training level. To access the catalog simply
click the Training gatalog button in the

training resources by clicking on your specific

NADA ik
in s | ONLINE
HOME ABOUT GETTING STARTED TRAINING & RESOURCES CONTACT US
Training Catalog
= Content
O Premium Desir;md exclusively for car and truck dealership personnel, NADA University Online
3 Compii delivers huncreds of online courses, conventicn warkshop recordings, webinars, and other
omplimentary vaiuable resources to help you Improve business performance, sales, and profits.
8 Topic
i . There's something to benefit every employee, r;an:ent s regularly expanded to meet
ATD (Commercial Trucks) dealers’ needs a&g changing industry condition
~] Body Shop
Business Stralegy and Please click here to view a pdf of the training catalog.
Management
") Customer Relations Expl DA's
") Dealer Executive areas of interest on the left menu.
Financing and Insurance
Human Resources O NADAJATD Convention Workshop On-Demand Webinar
Legal
[ Legal-Regulatory-
i
Oema;:::m e @ Interactive Onling Course @ Driven Management Guide
Communications
~] New and Pre-Owned
Vehicles (Sales) Please select something to search
[ Parts
O Service Title: 2025 Dealership Vision: What Lies Ahead! (NOT) - 14WKS
& Coment Type Description: Presenter: Jay Ferriero, Scott Gorden, Karl Schmidt, John
Darvish, Joe Shaker, and Jelf Mesriam This work <<fead Mores>

| Drtven Management Guide
[ Interactive Online Course

) Webinar

=) Workshop

& Training Level
() Dealer
" Dealer A

] Department Manager - All
Depts

] Departm
Fixed Ops

| Departm
Variable Ops.

Employee - All Depts
~| Employee - BOC - Cust Sve

- Admin

Gontent Type: Workshop

. @

ﬂﬂ::ADelln Guide to Building a Special Finance Department (SL38)

View

ent Managet -

This dealer guide is d
managers slarl or develop special mm npmmm <ccRead More>>

Content Type: Driven Management Guide

nd Fi

en Manager -

Title: A Dealer Guide to Business Succession Planning (8M43) - DMG

®

~| Emplayee - Fixed Ops

Just as every dealer start chi dsa
business plan, every dealer looking to relite or ol «neaa Mare>>

navigation menu.

NAm peizzill!
A ONLINE
———

My Own Learing My Responsioiities  Administration

John admin +  £F

TRAININGHOME MY UPCOMING TRAINING  TRANSCRIPT  TRAINING CATALOG

BROWSE TRAINING CATALOG
Search
Search for:
See more search erteria ¥
Browse by Category
1. Driven Management Guides (97)
4.service (53)
7."F&I" Finance and Insurance (21)
ATD (Commercial Trucks) (79)

Worktorce Study Products (7)

Any words.

2. Dealer Exceutive (154)

5. Body Snop (15)

2. Marketing and Communications (78]

Convention Workshops (131)

Workshops TO GO - Indvidual OVD's and USB's (130)

3.parts (37)

6. New and Pre.Owned (66)
9. Human Resources (32)
Premium Subscriptions (2)

Worksnops TO GO Packages (12)

TRAINING ADMINISTRATOR GUIDE
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http://universityonline.nada.org/trainingcatalog
http://universityonline.nada.org/trainingcatalog

TRAINING CATALOGS

BROWSE BY CATEGORY

My Own Learning My Responsivlties  Administration

u | Vv | innun[ . - John Admin +
A number of categories are available for NADA ;5 0c e @

learning content relevant to each training
level. Click any category name to see
learning content available for the user who
is logged into the system. Three options for
display are available:

@ All content in this category.

@ Additional sub-categories for
additional drill-down.

@ Popular content dynamically displays
at the bottom of each category, with
the top three results for each category.

TRAININGHOME  MYUPCOMING TRAINING  TRANSCRIPT  TRAINING CATALOG

BROWSE TRAINING CATALOG
1. Driven Management Guides
Select a category below.
Browse by Category
Business Managerent (25) Custormer Relations (9 Dealer Execuive (13
£81(5) Legal Requiatory. and Complance (16) Markeling and Communications (5)
New and Pre-Owned (9) Barts (9
Service (14)
‘See all content fo this category: Search within this category. search
pop in"1.
Cash Flow Management (BM33) - DMG Customer Relations Checkiist (CR2) - DMG Basic Telephone (CR4)-DMG
Q Q Q
Description Description Description
This course teaches the importance of managing cash daily. Itexplains  This dealer guide is designed to help you assess customer relations. This dealer guide establshes guidelines for telephone etiquette, and is
the cash cycle, inflows and outflows of cash, and across all departmens repeat and The | designed for everyone in your dealership who communicates with
can have on the dealership. For new managers, employees transitioning  Customer Relations Checkist enables you to evaluate your dealership's | | customers. Included are telephone answering fips, as well as best
sales consutants, and offce efforts in order to develop a pracices for placing callers on hold, transferring cals, and handiing
staff Here you'l leam to~Distinguish the difference between profitabilty plan for continued improvement. customer complaints

and cash to determine i there are suficient funds to run the business-
of the velocity of cash por
of positive

cash fiow s vita o the success of the business
Commercial Truck & Car

SEARCH

At the top of the training catalog is a section
for searching. Click the See more search

criteria link to expand additional options for s
searching. These options vary depending on
permissions.

BROWSE TRAINING CATALOG

Searsh

Saarch o By o 3] | e
Hide mone searcneriery R

Concent Trpe

g S

ety At
Browse by Category

1 0rven Maragement Gudes (7] & Deaier Dctusies (134) 3. Pars (371

A& Service [83) S Body Snon (15 6. New and Pre Oweed {66)
T.HET Frsate snd rearance (213) £ M ang Ing Communcatons (78) 9. Maman Resources (3]
AT tammandal Truti) BH) Convenrion Warkibost (111 Presivm Sabiegtions 1)
Worore sty ProsscsT) Woresnoss 10,60
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TRAINING CATALOGS

SEARCH (continued)

Type in your text in the Search for box,
select an option from the search menu and
then click Search. Content closest to the
search may display and can be clicked on.

TRASANG HOME WY UPCOMING TRAMING  TRAMMCRIPT

TRbIME CATALOG

The system provides options for searching
within the results. Aftervlocating content,
click the name of the content to display
more information.

BROWSE TRAINING CATALOG
Search
® Searchior:  cash reporting Extact phrase ¥ Seach
Bea®be 8  cash reporting, the buck stops hare
Content Typd .
[Exiting Status .
AcTHity Active !
NADA s
—_
Search Search Results Claswroom Catenam vew 7 Print
a
® Search witin fesults @ You ssarched for ‘cash reporting”
ETyr——
Search 18 mems.
Pagetofz ¥ M
Narrow Your Search
Categories Leam how 1 comply with money laundening statutes and the IR3 Cash Reporbing Ruse. In agoian e o
" S19600  Non Member Cost: 5200 Type: Onlews
BOOT (00 .
o — mant. BMI3 - OMG 3
T tourse taaches Ine importance of managng cash dally K explains e cash cycle, intows a0 &

After selecting the item, more information
displays, such as whether item can be
opened (if applicable) or information on

TRABENGHOME  MYUPCOMINGTRUNING  TRAMSCRIPT  TRAMING CATALOG

purchasing the item.

Searcr Resums
D Online 3 - =]
— Cash Reporting: The Buck Stops Here - |OC A m—
Bopemm Su0mcroon - 300 "
Formae § 2 You festaccessed s e o 4130015, Vigw Dstaig T
Tourse Pre Jor Thes e s pant of the Premium Subscnpeon - <300 - LUNVT10LOTEW bundie. You accessed ths bundie on Emmom Selscroton =300 - H
NADHTMLS nanoms RHNVT
Course Number:
jresistorien [ A2d 10 Cart | Resurms |
Luration oy, @ Momber Cost: 5195 00 Mon-Membar Cost: 5295 00
Credits:
Rating:  Exw

=) ~1 Y

Desceigtion:

Lsam how 10 comply with money Laundsang statules and the IRS Cash Reparting Rule. In additon to

comphance lBundanng and how 1 handks

dealershp
FUSICMnS That 1y 10 get armund Cash reporting mandites
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TRACKING, TESTING AND REPORTING o

Accountability is crucial to achieving peak performance. This key system functionality allows the Training Administrator to
track, measure and monitor each employee’s training status in real time. Transcripts are also available to individual users

for their own training progress.

NADA University Online tracks and displays
the employee status for each course as
follows:

@ Enrolled — Once content is purchased
or accessed, the status of the course
will display as enrolled.

@ Started — Once a course is opened
for the first time, the status changes
to started.

@ Completed — This varies depending
upon the course. Typically, a course
is completed with successful
completion of an assessment,
knowledge check or simulation, with
an 80 percent or better.

To empower dealerships with employee
accountability, nearly every course in NADA
University Online contains an assessment,
or test. Employees who successfully
complete the assessment, knowledge
check or simulation will be provided with a
certificate of completion.

NOTE: Interactive courses will typically require
passing a simulation activity or knowledge check
at periodic intervals within a course. In addition
to a status change, NADA University Online tracks
employee performance on tests.

TRAINING ADMINISTRATOR GUIDE

1AMy Traiang (799 L CLA
e D DE Comnieted (16] nDathes  Cammes 0 .
Enrolled (130)
§ e b - Started (143) & ——
1 1 2016 '

Status | Completed (16) v | FromESSSSSSSSS
[0 B ) S g

»
* Video Presentation
Part 1
Part 2
Part 3
Part 4

Part 5

* Ciosing
Exiting the Course

Common Mistakes Automotive Salespeople Make - N44 -WKS

Results

Your Score: 100% (90 points)

Passing Score:  80% (72 points)

Resuilt:

/ Congratulations, you pass!

Retry Quiz
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TRACKING, TESTING AND REPORTING

CERTIFICATE OF COMPLETION

Upon successful completion of a course or content review, each employee will receive a certificate of completion.

Successful completion means something slightly different depending on the type of course or content the learner is
completing. The following table depicts that variation.

Learner finishes watching or
reviewing content. The system v
automatically marks complete.

Learner successfully completes
a summary assessment at
80% or better, and the system
automatically marks complete
and records a score.

V*

Learner successfully
completes an interactive
simulation or other type of
knowledge check.

Learner finishes reviewing
content and manually marks
the course content complete.

V*

*Course/content may not contain a summative assessment at the end.

Employees who want to print their certificate can click the View Certificate button on the Transcript page next to the

completed course in the Action column. The certificate downloads to the user’s local computer and opens in Adobe Reader,
a free software available from Adobe’s website and installed on most machines.

UNIVERSITY
ONLINE

NADA

Certificate of Completion

This is to certify that
John Adam

Has successfully completed the following:
Cash Reporting: The Buck Stops Here (MC315)-I10C

On
11/5/2016

/%;\

James J. Schoonover
‘Senior Director, NADA Dealership Operations

NADA sz~
| ONLINE

Pt

TRABING HOME  MYUPCOMINGTIABING  TRANSCRIZT  TRAINING CATALOG

QM e, s A
1) i my Training =

| | i@ cmanms

(& otz |

oy O Loering  aamnsuaton

B @ o

| © Required Traring

|[#2 cotscances ‘

1 ANl My Training {255)

L

Tipe ANy Traring
status Beore ‘Start Data

Compioted TS

Comypioted RS

¥ savempor @ em

e Coruneats

View Cartests @ —)
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EMPLOYEE TRANSCRIPT

My Own Leaming  Administraten

Employees are able to run their own NADA | sz D O
individual transcript, which includes:
(D Filtering and sorting of enrolled, e T \
started or completed transcript o i | O W
record. To filter content, choose a L
“ ” (1 All My Training (255) @ oo Al My Training »|status K‘-mwi-rsd(?)]:\?'w - R B | Fmer [ saveasPOF & Primt
Type or Status, or enter “from” and e o Sws S Sibus  ComtnOus  Extenbas  CodtToe cmnrm;-@
. . 2014 Dealorsivp
“to” datesi then C||Ck the Fllter :"“‘w AU e Gomploted 02015 702015 A NA Yiew Cariioae
button. To sort content, click on one o T

P Online: Completed 782015 92015 NA NA View Certificate
Safely Program -
WEB

of the column headers.

@ Exporting it as a PDF file — Click
the Save as PDF button to open the
transcript file in Adobe Reader.

@ Printing the transcript — Click the
Print button to open a printer-
friendly version of the transcript.

REPORTING

A variety of reports can be run that provide real-time tracking of employee progress. This section covers the reports
available, as well as procedures for running the reports.

AVAILABLE REPORTS

A number of reports are available within the system related to user rating of course content, training progress and more.
Some reports are available for every user logged into the system, and others are available for the Training Administrator
through the reports console. The following table summarizes each report.

View information about content items that you accessed, including

My Content Access oo .
completion information.

Every user

My Purchases View purchases you made, and information about them. Every user

For dealerships that assign training to employees, using the Required
My Required Training Training Console, this report allows employees to view information about Every user
these assignments.

View your training progress information, including score (if available).

My Training Progress Detailed information is available through a drill-down report.

Every user

View information about orders that you placed. Click an order number within
My Transaction History the report to view details about that order. More information is available Every user
through drill-down reports.
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1

o

REPORT TITLE

REPORT TITLE

WHO CAN SEE THE REPORT?

Course and Content Ratings

See courses and content items according to their rating. Employees can rate
courses from 1-5 stars.

Training Administrator

Organization Cost Summary

See the cost that users who are members of the selected organization(s)
actually paid for content, grouped by content type.

Training Administrator

Organization Listing

See users who are members of the selected organization(s) or dealerships.

Training Administrator

Organization Report -
Content Access

View information about content items that users accessed, including
completion information.

Training Administrator

Organization Report —
Purchases

View a list of users and the purchases that each user made. Purchase history
is available through a drill-down report.

Training Administrator

Organization Report —
Required Training

View information about required training assignments (past and current
training periods) for users. "Current" means incomplete training periods for
which the start date has passed, but the due date has not passed. Detailed
information for each user's assignments is available through a drill-down
report

Training Administrator

Organization Report —
Required Training Assignments
by Content Item

Select a content item and view the current required training assignments
for that content item. "Current" means incomplete training periods for which
the start date has passed, but the due date has not passed. If a user has
multiple required training assignments for the content item, then they will
appear in the report multiple times.

Training Administrator

Organization Report —
Required Training Periods by User

Select a user and view information about all of their training assignment
periods, regardless of completion status or deadline.

Training Administrator

Organization Report —
Training Progress

View training progress information for users, including score (if available).
Detailed information is available through drill-down reports.

Training Administrator

Organization Report — Transaction
History

View information about orders that users placed. Click an order number
within the report to view details about that order. More information is
available through drill-down reports.

Training Administrator

Purchase History by Content

See how much each user paid for a specific content item during a specified
period of time.

Training Administrator

Recent User Access

See a list of users who recently accessed the site.

Training Administrator

Repeat User Access

See users who have accessed the site the most.

Training Administrator

Summary Report — Organizational
Progress

An overview of training progress — listed by organization — for all users who
have enrolled in, started and completed content such as courses.

Training Administrator

Summary Report —
Training Progress by Organization

An overview of training progress — listed by training item — for all users
within the selected organization(s), showing (per content item) the number
of enrollments, starts and completions, for online courses, classroom
courses, tests and curriculums. Filtering by training type is available.

Training Administrator

Training Progress by Content

Search for and select content items, such as curriculums or online courses,
and then view user progress for the selected content item.

Training Administrator

Training Progress by User

Select a user and view their progress for curriculums, online courses, etc.

Training Administrator
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©

MY REPORTS
(How Employees Run Reports)

Many of the report names begin with the
word “My,” and these reports contain
information relevant to the individual logged
into the system. These reports are available
in the Reports Console for each employee.
Employees access these reports by clicking
on their name on the top right corner of

the page and then clicking the My Reports

option that appears. e

My Own Leaming My Responsiaiites  Adminsiration

m\gmﬂmw +@ = @ JohnAdmin - £
—_— [(mneomn |
[ ]
o
Logout ¥
My Reports (6]

T penern
Tike Tree
Aty Contenn Aceess
o .
L]y Y Stand Selces Cneria

ey Extarnai Leaming -
ke Standard Selecz Crinedta

My Purihaieh x
Vicw purchsac you made, 80d Iformation 350wt them. Suedord Saleez Crnoria

My Reguned Training

b " Standard Selectrnoia
Fovdpraneich s —— Stundrd P

My Tranascrion Higrory

v Sty SeieezCmeny

Wiew Arcrived Schoduled Reports

RUN REPORTS IN THE REPORTS CONSOLE

Training Administrators are provided access to the Administration tab, located near their name on the top right corner
of the page, which allows them to run a variety of reports. This section provides step-by-step instructions on running a

report from the Reports Console.

®

Step

ACCESS THE ADMINISTRATION

Upon login to NADA University Online,
click the Administration link to access
the console.  °

My Own Learring Adriniztraticn

NADA s i
ONUINE B2 @ somadme
—_
- C
|gj All My Training =3 | [0 commasuns ‘ & Exomst Loamng |
| © Requina Traring Hg Certcations ‘ Require Traning Eserplens
L | .
Miow POF il and Wotey
1 All My Training (255) TP i My Trarung [z) seatun| Compiated 2) 3| From m~ B rmer | Bvemroe @ et
Title Trpe Status score StaiDate  CompletionDate  ExpirationDate  Credit Type Credit Hours Action
2014 Daalersig
= L] Compiotsd 015 TS A WA View Cortineats
[

Bt Beand Trush
Wil o Toen Died
Safety Program .

WEB

Compiated A0S T01s N WA
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Step @

CLICK THE REPORTS CONSOLE

The Reports Console is the area where the
Training Administrator can run a variety of
reports, such as learner access, training
progress and training content access. Click the
Report§ Console link to access the console.

Home == Administration Console
Administration Console
Manage users, system configuration options, and system behavior.

Administration Console Reports
About the System Reports Console T

Training
Reaquired Training Console
My Dashboard

Step @

LOCATE THE REPORT
Click the Search button to browse through
the list of available reports.

In the example, we are looking for training
progress and have narrowed the available
reports by:

@ Typing in search text.
@ Clicking the search button.

Step @

CLICK THE SELECT BUTTON
Click the Select button.

Reports Console [~}
Manage and run standard reports. Create, manage and run custom reports, and import ad hec reports. (if the system contains this feature).

Search

Simple Search | Advanced Search | Archived Scheduled Reports
To perform a search, enter keywords in the Search Text field. Then make selections using the search criteria options, and click Search. Use the Advanced Search link to enter
more specific search criteria for your search

Search Text [Training Progress

Search Type | All words n
:2> search|

Records found: 7

Titie Type
My Training Progress Stanaard
Vigw your training progress information, including score (if available). Detailed information s ava...
Organization Report - Training Progress. Stanard
View (raining progress information for users, inciuding scare (if available). Detailed information i...
Summary Report - Organizational Progress Stancard

An overview of iraining progress - fisted by - for all users who have enrolled in, star...
' Summary Report - Training Progress by Organization Stancard
An overview of training progress - listed by training item - for all users within the selected organ...
' Summary Report - User Progress by Organization Stancard
An overview of training progress - listed by user - for all users within the selected

Training Progress by Cantent Stancard
Search for and select content items, such as or enline courses, and then view user progr...

Training Progress by User Standard
Select a user and view their progress for online courses, efc.

e o e e e e e
o Ol 0l ¢l 0j 0| O

Summary Report - Training Progress by Organization ]
sy

© Summary Report - Training Progress by Organization

No Rating Available

- g

A cvorviow of raining prograss - istad by traming tom - for all usors wilhin the selactad organization(s), showing (par eontent fam) tho number of enroliments, starts, and
complations, for onling courses, classroom courses, fests, and curriculums, FMtoring by training type is availablo Mot

Type Reonrth

- BN

There are no scheduled report lasks for tis report
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Step 9

Run Report

Leave all options blank to display all
training progress. If you would like to
narrow your selection, choose the criteria
options based on the descriptions provided
in the diagram below.

NOTE: Report criteria will vary depending upon
the report that is selected.

Run Report]

Organization Report - Training Progress )

Use the form below to Indicate the parameters for the report you want to run. Then click Run Report to run the report {opens in a new window).
Organization | - Select Remove selected organization

User Activity | Active * |
Progress Status | :]
Training Type [ Gertification

Strtdate [ | s
Enapate [ | e

# Records (per page) |25 : |

() Include sub-organizations

|| Classroom

(] Curriculums
(/online

(] On-the-Job Training
[ Test

Layout | pefault : |

Retum |

Training Administrators who are associated with

more than one rooftop may wish to select a specific
dealership in the Organization field. Click the Select
link to choose the name of a specific dealership or leave
it blank to review all dealerships.

By default, the report will only look at active users.
Users who have been removed from the company roster
will not display if the user activity is not changed

to inactive. Leave this blank to see both active and
inactive employees.

Choose an option if you wish for the report to display
only a specific progress status.

Enrolled — All dealership employees are enrolled
into purchased content upon login to the system
for the first time. Employees who have never
logged in will not be enrolled; nor will they display
on the report.

Completed — When a learner successfully
completes a quiz or marks an individual course
or content item complete, the progress status
changes to “completed.”

Started — When a learner opens a course or
content item for the first time, the progress status
changes to “started.”

TRAINING ADMINISTRATOR GUIDE

NADA University Online recommends not choosing
an option.

If only a specific timeframe is of interest, choose
the start date; otherwise, the report will display from
August 2010 to the present.

If only a specific time frame is of interest, choose an
end date; otherwise, the report will display activity
until the current date.

Choose how many records to display per page.

You may change this selection at any time. Some
reports may be configured with multiple layouts. If so,
additional options display from this pull down.
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Step

©

CLICK RUN-REPORT BUTTON

When finished, click the Run Report button.

NOTE: You may need to adjust pop-up blocker

settings on your browser. See Technology

Considerations at the end of this guide to learn how.

Step

@

WAIT FOR THE REPORT TO LOAD

The “Loading” icon will display until the

report is generated. Depending on the

number of employees and courses that are
associated with the dealership, the report

could take some time to finish loading.

Organization Report - Training Progress )
Run Report

Use the form below to indicate the parameters for the report you want to run. Then click Run Report to run the report (opens in a new window).
Remove selected organization

[ Include sub-organizations
User Activity | Active 3
Progress Status

Training Type [ Gertification
[ Classroom
[ Curriculums
(_ Online
(] On-the-Job Training
|| Test

StwiDns | | 12:00 AM
EnaDste [ | [ wanam

#Records (per page) | 25 ¢

Layout | pefault *
 Run Repor|

Return|

...Loading...
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VIEW YOUR REPORT

In the example, the report Organization

Report — Training Progress is shown. The top :ﬁwm:‘“fmw,
of the report displays important information E:“:‘:'_:’.T;m
about the criteria chosen in the report. "“...,.:”'ED..’.‘ -
Additional options are available, including e

the ability to sort or filter the results. "T:":::“"’":

[ Pormute H\L-w-x' % Soa T fiker | _C]ﬂmfal & Aggregme |l chant | il Crosmnt | T Paging |

By default, this report includes: each user’s . T
name, the name of the course, the enrollment e B "" -
date, start date, completion date, progress i i e AR | VR [ P G
status, score (if applicable) and additional
report options. Additional columns of
information are available and can be added to
the report by clicking the Layout button.

PRINT AND EXPORT OPTIONS

Click the Print option to send the file to

your printer. Back | Print | Save New | View Layouts | Refresh | Close Window

¢ Excel — Click the Export to
Excel option if you wish to have
a spreadsheet containing the
information that displays on the
page. Once you click the Excel link,
a spreadsheet will download to your
local computer. Excel allows easy
sorting and filtering of the results, as
well as printing options.

* PDF — Click the Export to PDF option
if you wish to have a nicely formatted,
printable copy of the report.
Depending on the web browser in use,
the PDF file will either download to
the desktop or open within the web
browser window.

NOTE: This option requires that you have Adobe
Reader, which can be downloaded from Adobe’s
website for free.
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The Required Training Console allows dealerships to assign specific content to employees, letting them target specific
training to meet individual training needs. The course appears on the employee’s Personalized Learning Dashboard in the
My Upcoming Training portlet with a notation of the required training. Depending on the type of required training selected,

a due date also displays. Email triggers can be selected via a custom training profile.

TYPES OF REQUIRED TRAINING

NADA University Online offers two basic types
of required training, referred to as training
profiles. One type of profile assigns content
without a deadline, and another type assigns
content with a deadline. The My Upcoming
Training portlet displays required training
ahead of other training, and denotes whether
the training is required. Training profiles with
deadlines display those due dates.

Other profiles can be developed for NADA
members or premium subscribers. If you
need any custom profiles, please contact the
NADA Customer Service Team.

ASSIGN REQUIRED TRAINING

My Upcoming Training (252)

View All My Upcoming Learning

All
Date fiction
Mo deadine associated
Due 82772015

9 with this required training
assignment.

Enrolied

Required Training overdue (G Duesoon [ Recurring Assignment

To assign required training to an employee(s), navigate to the Required Training console.

Step @

NAVIGATE TO THE ADMINISTRATION
CONSOLE

Click the Administration link located in
the top right of the training homepage to
access the Administration Console.

P eeTvT———

TRAINING ADMINISTRATOR GUIDE

REQUIRED TRAINING CONSOLE | 38




REQUIRED TRAINING CONSOLE

Step @

SELECT REQUIRED TRAINING CONSOLE
Locate and click the Required Training

Console link. -

Step @

My Messages (8)

Home >> Administration Console

Administration Console

Manage users, system configuration options, and system behavior.

Administration Console Reports Training
About the System Reports Console Required Training Console
My Dashboard ®

LOCATE AND SELECT THE REQUIRED
COURSE

First, search to locate your course, then
select the required course.

@ Click the Search button to locate
all content or narrow your results by
typing in Search Text.

@ In the Action column, click the
Go button to select the course for
Required Training.

Home > Adminisiraion Conscle > Required Training Console

Required Training Console 7}
Search for content and then assign required fraining {i.e.. select a training profle and entities 1o which the training will be assigned)
Search

Simple Search | Advanced Search
To perform a gearch, select options from the menus, enter keywords in the Search Text field and then click Search. Use the Advanced tab to select criteria to further refine the results.

Acting Role | Crganzabon Manager *
Search Text |Cash Reporing

@ Search Type |Alwords 7

© ©  CashReporting The Buck Stops Here (MC315) 10C Oniine —
Learn how to comply with money lundenng statutes and the IRS Cash Reporting Rule. In L il Ll N
adition fo ¢ :
(i} ] Federal Tax Issues (L32) - DMG. Online: R Tra
This dealer quide introduces and explains many federal tax considerations that confront =0
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@

Step

SELECT THE TRAINING PROFILE
Select the training profile desired.

(D To assign training without a deadline,
select Assign Training Without
Deadline from the pull-down menu,
then click the Go button.

@ To assign training with a deadline,
choose Select Profile from the pull-
down menu to choose a custom
training profile, and then click
the Go button. (See the section
Assigning Training With Deadlines
for more info.)

Step

®

‘Home => Administration Console >> Reguired Traming Console >> Requred Traming
Cash Reporting: The Buck Stops Here (MC315)- IOC )
Find users that have already been assigned this content as training. Uise the Page menu to select a profile and assign training to users.

Required Training

menu, and the Action men for each user,
e e Select Frofile

Assign Training Withoul Deadine
“ Manage Current Extension Training
Manage Training Pericd Exemptions

Rewrn|

Perform a search o find users 1o which training has alieady been assigned. Use the checkboxes and the Cancel Assignment button to cancel fraining assignments. Use the Page
1o perform ofher tasks

First Name.

SEARCH AND SELECT EMPLOYEE(S)
Select the training profile desired.

(D Click the Search button to display all
employees in the organization, or use
the Last Name and First Name fields
to search for a specific employee.

@ Select an employee(s) by placing a
checkmark to the left of their name.

@ Click the Assign Training Button.

The required training will now display on
the assigned employee’s My Upcoming
Training portlet.

Heme >> Adminstration Console >> Required Tramning Console »> Required Training >> Assign Traning
Cash Reporting: The Buck Stops Here (MC315)- IOC 7}
Search for users and then assign the content as required training for them

Assign Training

Enter search criteria and then click Search. Click the checkboxes next to the users to which fraining will be assigned, and then click Assign Training

Training Profile No Deadiine
Last Name

First Name
Activity
st @
... Last Name First Name User Activity
O @ Admin John Active
[ @ BOC Emplayee John Active
[, @ Dealer OFA Active
wo Employee John Active
2 ) @ Fixed Ops Employee John Active
[ @ Fixed Ops Manager John Active
0, @ Geiger James Active
#l) General Manager John Active
0 @ Grou DLG Active
) @ Internet Mangaer John Active
L)
12

My Upcoming Training (252) Al .

Title Type Date ction
No deadline associated

Q ance Sheet Fundamentals (JA15) - IOC Online Due 8/27/2015 5 with this required training
/B " assignment.
D z
L4 ic Telephone Skills for Personnel Oniine o
- DMG
Power of Paper: Compliant, Consistent, and
Confident (N31) - 14WKS Deline Enncled
Explore Hot Tax Topics with Industry Experts (N40) -
Online Enrolled
15WKS
Internet P (NO2) - o Envolled

View All My Upcoming Learning

<§ Required Training » overdue (G DueSoon [ Recurring Assignment
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CUSTOM TRAINING PROFILES
(Assigning Training With Deadlines)

Customized dynamic training profiles allow
dealerships to assign required training with
due dates and have the system send email
reminders to employees. When selecting a
training profile (with a due date), click the

Search button to display a list of all available

custom profiles.

Before using the profile, click the small

blue information icon € next to the desired
custom profile to learn more about how it has
been set up. Information will display about
the reminder email triggers, training period
type, initial due dates and recurrences.

If your dealership wishes to have a custom
training profile created for use in NADA
University Online, please reach out to
NADA Customer Service to discuss your
requirements. Customer Service will be
happy to create a profile to meet the needs
of your dealership.

Home >> Adminfsiration Console > Reguired Training Conscle > Requited Training >> Select Profie
Cash Reporting: The Buck Stops Here (MC315)- 10C [

Create and manage training profiks. They are used when assigning required trainng 10 users

Select Profile

Simpie Search | Advanced Search
To perform a search, enter keywords in the Search Text field. Then make selections using the search criteria options, and click Search. Use the Advanced Search link to enter more
specific search criteria for your search

Search Text

Search Type  Exactphvase *

o il
I
| | | Training Profils | proie Type

@ Due in 14 Days Diynamic
Profile makes a requved iraining confent item due within 2 weeks (14 days) of the date the required

© Due in 30 Days Dyramic
Profile makes a required training confent item due within 30 days {1 month) of the date the required .

© Duein7Days Dynamic

Profile makes a required franing confent item due within 1 week (7 days) of the dale the required ¢

select
Fowany

Information: Due in 7 Days
Close Window | Print

Summary

ID 20320481A2034217897F9D48D3IZES49F
Profile Title Duein 7 Days
Description Profile makes a required training content item due within 1 week (7 days) of the
date the required training was scheduled. This profile will have email reminders go
out 5 days ahead, 3 days ahead, and 1 day ahead
Keywords 7 days, 1 week
Profile Type Dynamic Date
Time Zone (GMT-05:00) Eastern Time (US and Canada)
Reminder Email Trigger 5 Day(s) Before Due Date
3 Day(s) Before Due Date
1 Day(s) Before Due Date
Activity Active
InUse? Yes
Training Period Type Assignment Date
Initial Due Date 7 Day(s)
Recurrence There is no recurrence period
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EMAIL REMINDERS

Training profiles that contain email reminders will send customized text to learners reminding them of upcoming training
assignments. The email reminder is sent to employees automatically and comes directly from the Training Administrator
who assigned the required training. A copy of each email sent to employees is also sent to the Training Administrator.
See the email template below for your reference.

From: LoggedInUserEmail

To: RequiredTrainingAssignedUserEmail

CC: RequiredTrainingAssignedUserAssigneeEmail

Subject: Required Training Assignment Deadline Approaching: {%ContentTitle%}
Importance: High

Message: Dear {%RequiredTrainingAssignedUserFirstName%} {%RequiredTrainingAssignedUserLastName %},
The deadline for a required training assignment is approaching. The following training has been assigned to you:
Content Title: {%ContentTitle%}

Content Type: {%ContentType%}

Content Activity: {%ContentActivity%}

Training Period: {%RequiredTrainingPeriodStartDateTime%} - {%RequiredTrainingPeriodEndDateTime %}

Please note the deadline for completion is {%RequiredTrainingPeriodEndDateTime%]}. Please log into NADA University
Online at http://universityonline.nada.org/ to complete this assignment.

If you have any questions regarding this training assignment, please let me know.

Thank you!

{%RequiredTrainingAssignedUserAssigneeFirstName%} {%RequiredTrainingAssignedUserAssigneelLastName %}
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CANCEL REQUIRED TRAINING

In the event a course was set up as a
required training in error, the required
training can be canceled. To do so, access
the required training console, locate the

course and then locate the employee’s name.

Select the employee name and then click
the Cancel Assignment button.

Cash Reporting: The Buck Stops Here (MC315)- IOC ©
Find users that have already been assigned this content as tramning. Use the Page menu 1o select a profile and assign tramning 1o users
Required Training

Perform a search to find users 1o which training has aready been assigned. Use the checkboxes and the Cancel Assignment bufion 1o cancel training assignments_Use the Page
menu, and the Action menu for each user, to perform other tasks.

Last Name "
Select Profile ik
First Name ‘

Eirst Name Assignment Date

7 0 Aimn John 8202015 ‘No Deadine John Acmn

T \\r—ua«hsam'ﬂ
o |
REQUIRED TRAINING REPORTS
Reports Console (>}

There are five reports available for Training
Administrators that provide the information
about all employees’ required NADA
University Online training activity. To learn
more about how to run the reports, see
reporting. When searching for reports, type in
the phrase “Required Training” to see the full
list of available reports.

Manage and run standard reports. Create, manage and run custom reports, and import ad hoc reports (if the system contains ths feature)
Search

Simple Search | Advanced Search | Archived Scheduled Reports
To perform a search, enter keywords in the Search Text field. Then make selections using the search critena opfions, and click Search. Use the Advanced Search link to enter more
specific search criteria for your search

Search Text [Required Training

Search Type |Allwords v

v Requred Training Standard

[
View information about your Required Training. (past and current training peniods) for us
0 |© |Quanzation Repod - Required Training i Standard
View ation about Required Training (past and current training periods) for users
0 |® 2 i n Standard
|Select a content em and view the current Required Traming for that content fem_"Cur
0 |© [Cmanzation quired Training Assignments by Use Stendud
“Current” means incomplete trainin
0o ed Training P ontent lter Standard
view information about ail of the training periods, regardiess
0 |© |Qrgangaton Report - Required Training Penods by User £ 3
|Sefect a user and view i ion about all of their training  peniods, regardiess of com.
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TECHNOLOGY CONSIDERATIONS

NADA University Online course content is designed to support the widest possible technology infrastructures. The courses
are published in multiple formats, so when users launch courses, several checks are in place to allow them optimal viewing
based on the device and web browser in use.

¢ Learners will see the Flash version of a course, if their browser supports it.

¢ |If learners are using iPads or Android tablets with an HTML5-compatible web browser, the course will launch in their
mobile browser; otherwise, the course will launch in the Articulate mobile player.

¢ |f learners are using a browser without Flash, they’ll see the HTML5 output.

WEB BROWSER AND ADOBE FLASH

It is important to use the right web browser when accessing NADA University Online. NADA recommends using the latest
version of Chrome, Firefox or Safari with the latest version of the Adobe Flash plug-in installed. However, if the Flash plug-
in is not installed, NADA recommends using the following web browsers that conform to HTML5 standards.

€ v v v y
Chrome

O v 4 v v
Firefox

@ y Y v

Safari

Internet Explorer with Adobe Flash installed works in nearly every area of NADA University Online. However, at the present
time, Internet Explorer is not supported. There are a few reasons behind this decision:

* It has a less-than-optimal HTML5 compatibility score compared with other browsers.
° Some pieces of content have less-than-desirable behaviors when used with Internet Explorer.
* Some courses do not pass our internal quality-assurance checks when using Internet Explorer.

*  Microsoft recently released Windows 10, and announced the phaseout of Internet Explorer. It will be replaced with
the new Microsoft Edge web browser in future versions of Windows.
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MOBILE DEVICES

HTML5-compatible web browsers are also recommended for mobile devices and tablets. The latest versions of Chrome,
Firefox or Safari greatly vary depending on what is available for download on your individual device. The latest versions tend
to be more HTML5-friendly.

POP-UP BLOCKER

Courses and reports will display in pop-up windows, which requires disabling the pop-up blocker available in modern
browsers. Use the links below for the latest procedures on disabling the pop-up blocker in your browser of choice.

*  Firefox — https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting

e Explorer — https://support.microsoft.com/en-us/kb/909604

e  Chrome — https://support.google.com/chrome/answer/95472?hl=en

e Safari — https://discussions.apple.com/thread/4998135?tstart=0

ADOBE READER

li— Certificates of Completion, Employee Transcripts and Exporting Reports require you to have Adobe Reader installed
‘o= on your computer. Go to https:/get.adobe.com/reader/ to download the free software.

INTERNET CONNECTION

NADA University Online courses are designed with mobile in mind. Course content loads very quickly at 3G and 4G speeds.
It is important to have a consistent and reliable Internet connection for the duration of each course.
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