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Purpose:
The purpose of the MVL Online Training Program is to train employees in areas of customer service, safety, human resources and product knowledge by utilizing the Ace Learning Place system.

Objectives: 

Prepare new and current employees in areas of customer service and store operations to increase knowledge, skills and abilities 

Program Guidelines:

The MVL Online Training Program is set into three periods of training. These periods are set up for new employee orientation, the first 90 days of employment and the first year of employment. The following online course will be completed during these three periods.  

Period I: 

· The Ace Professional

· Helpfulness: Wowing the Customer

· Understanding Sexual Harassment

· Maintaining a Drug Free Workplace

Period II:

· 1 to 1: Customer Service Success

· Ace Rewards

· Ladder Safety

· Straight Back Talk

· Fire Extinguisher Safety
Period III:

· The Art & Science of Retail Merchandising

· Bird Feeding- Getting Started

· Electrical: The Basics

· Electrical: Service Panel

· Electrical: Wires

· Electrical: Conduit & Fittings

· Electrical: Receptacles & Switches

· Electrical: Tools for Electrical Projects

· Plumbing: Fittings & Repair Parts

· Plumbing: Drain Waste Vent

· Plumbing: Faucets

· Plumbing: Residential Systems

· Plumbing: Soldering & Solvent Welding

· Plumbing: Toilets

· Plumbing: Valves

· Plumbing: Water Heaters
Administration:
Each store will assist in the administration of the MVL Online Training Program. Stores will designate a Training Coordinator to oversee the training program. A member of Store Management will partner with the Training Coordinator to ensure the program requirements are being met.  

Training Coordinator’s Role:

· Implement and oversee the  MVL Online Training Program

· Train new and current employees on how to use the Ace Learning System

· Assign and track each store employee’s progress through the training program and monitor timely completion of assigned courses

· Provide monthly reports on employees progress to Store Management

Store Management’s Role:

· Oversee the MVL Online Training Program

· Review monthly progress of store employees through the training program

· Report monthly progress of training to Operations and Human Resources
Human Resource’s Role:

· Train the store’s Training Coordinator on use of the Ace Learning System

· Assist in troubleshooting questions and inquiries

· Review monthly progress reports for completion of assigned courses 

Logon to Ace Learning Place:
Steps to logon to the Ace Learning Place:
Go to www.acelearningplace.com
Enter User ID- SAMPLENAME (User ID assigned to employees)
Enter Password- PASSWORD1 (default password)
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Steps for taking an online course:

Click on ‘My Course’
Click on ‘Online Course’
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Click on ‘Course’
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Click on ‘Course Name’ (Under Lesson Name)
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Select Motion and Sound Version

Begin the Course

When a course is completed and you wish to exit the Ace Learning Place, click on ‘Log Off’ and not the ‘X’ in the corner of the webpage.

User Management:

Steps for setting up a new employee in the Ace Learning Place:

Click on ‘Administration’

Click on ‘User Management’
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Click on ‘Create New Student’
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Create a new user the following fields need to be populated in all capital letters:

· User Name- (first name and last name initial)

· Password- (Use PASSWORD1 as the default. New users are required to change their password upon logging in to the Ace Learning Place for the first time.)

· Enter First and Last name

· Enter store email address

· Enter User Group (Use Sales Associate for both cashiers and sales associates)

· Enter Hire Date
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Create a new user the following fields need to be populated in all capital letters cont’d:

· Enter Store Number

· Enter Library Access Codes (For cashiers and sales associates select “All Store Associate Courses (100)” and “Cashier Courses (200)”)

· Enter Status to Active

· Click on ‘Create User and Send Registration Email’
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Viewing Reports:

Click on ‘Administration’

Click on ‘Reports’
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Click on ‘System Reports’
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Click on ‘Run’ on the Course Analysis report
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Select Report Format (Excel)

Select Course Name 

Click ‘View Report’

[image: image12.png]Ace Learning Place : Administration - Windows Internet Explorer,

Fle Edt View Favortes Took Help

% & [ @acoteaminglece: admvstration

ACE

LearningPlace
retal traiing

| My Courses | Library

About | My Information | My preferences | userManagement | Reports |

Goto My Reports | [BGo to All Reports | [ Goto System Reports.

Course Analysis

Report Formats el v
Student Statusi acive
Completon Status:| oL v
Completon Date Range
StartDate: View Calendarl
Ena Date view Calendarl
Course Type:| __ Al | — 4

When choosing a specific course, you do not need to choose “Course Type.”
Course Name:| anding ntion (A Gui

Class Name: — ALL —
SortBY:[Student Last Name v

“This button opens 3 new vindor.
View Report

(L powersd by Geol.carning |

100%

© 2008, GeoLearning, Inc.

@ et





[image: image13.jpg]byl





[image: image14.jpg]ACE

LearningPlace |
retail training






[image: image13.jpg][image: image14.jpg]