How to Use The
Bromcom eFront
Training Site




Introduction

In this guide we'll look at how to use the Bromcom Training site, including how you can sign up and login, find
which courses are relevant to you, complete courses and sign up for live webinars as well as the other functions
of the Training Site.
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Navigate to your Trusts unique log in screen. This address will be given to you by your project manager.

You'll see a log in box to the right of the screen, if you already have a username and password, enter it here and
click Sign In. If you are not signed up yet, then at the bottom of the box click Sign Up Here.

Username

‘ Username ‘

Password

Password @

SIGN IN

Forgot login details

Haven' you joined yet? § Sign up here!

Complete all fields in the sign up form.

IMPORTANT: Please use your Work Email address as both your Username and Email Address.

Praswort®

Once you're happy, Click Sign Up and you'll be logged in automatically.
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Accessing Your Courses
When you first sign up, and each time you log in moving forward, you will be taken to the My Courses page.
This is where you will find all the courses that you are enrolled on.
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Course Enrolment
All users will be enrolled in 1.1 Basic System Navigation automatically:
e This course is recommended for all Staff, with the exception of Teachers
e Although not specifically recommended for Teachers, they may still find it useful.

Navigating Your Courses

e Fach course displays a progress bar so you can easily see how far you've progressed.
e Where a course is complete you will also see an option to Click to Download Certificate.
e You can click on any of the courses to begin the course or resume it

o If you have already started a course you will be taken back to the last lesson you were working

on.
e Clicking this icon will allow you to filter the list by Category or Tag and customise your view of the My
Courses screen.
-

e You can use the buttons in the top left to view All Courses, Completed courses, In Progress courses
and Not Started courses.

Completed In progress Mot started

You can get back to the My Courses page at any time by selecting My Training from the menu at the top of the
screen, then selecting Courses.
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Course Catalogue

Accessing the Course Catalogue
To access the Course Catalogue, select Course Catalogue at the top of the screen.

WY TRAINING COURSE CATALOG

The Course Catalogue is the full list of courses available to you.

Understanding the Course Catalogue
The course list is split into Go Live Preparation and Beyond Go-Live:
e The Go Live Preparation Courses cover the fundamental skills required to get started with Bromcom
as well as some essential tasks to get the school set up initially.
o They are ordered from 1.1 to 1.9 to give you an idea of the order they should be completed in.
o All Staff will not need to complete every course, however we do recommend that each of the
Go Live Preparation courses is completed by at least one member of staff at every school.
e The Beyond Go-Live courses are courses that take you into further detail about some of the more
complex functions of Bromcom.
o They do not need to be completed prior to going live with Brommcom
o All of the Beyond Go-Live courses begin with 2.0.

Filtering the List

There are 2 ways you can filter the list to find a course:
o You can look for a specific course using the Search Bar in the top left corner.
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Course Catalogue

o You can use the filters on the left hand side to select a Category, or click Show More to view a full list
of Tags and Categories that you can filter to.

Learning Type -

eLearning (66)

Categories -
Live Webinar (32)
Online Course (29)

Statutory (5)

Show more

o The Categories include Live Webinar, Online course and Statutory (where you will find seasonal
webinars for Census, Primary Data Collections, Managing Pre-Admissions and End of Year
Procedures)

o The Tags include school phase and tags for role-based training.

= A Data Manager, for example, might select the Data Lead tag, and this would present a
list of all the courses that we think will be useful for a Data Manager to complete

Different Ways to Take the Course
Many of the courses have 2 options for how the course can be taken, Live Webinar or Online Course:
e ALive Webinar is a live online training session that takes place over a video call.
o Multiple Schools will attend the Live Webinar and you will have the opportunity to ask questions
of the trainer.
o You will be required to choose a date and time from a selection of different options.
e AnOnline course is a collection of pre-recorded videos and quizzes.
o You can complete an Online course in your own time
e The type of course is listed within the course title but you can also tell at a glance by looking at the
colour of the border on the course thumbnail:
o Ifthe border is Red this denotes a Live Webinar.
o If the border is Blue this indicates an Online Course.

e Werecommend you attend the Live Webinar whenever possible, however the Online Course is offered
as an alternative.




Enrolling in Training

To enrol in either a Live Webinar or an Online Course click on it from within the Course Catalogue

On the right hand side you will see an overview of what's covered in the course, you can click View More to see
more information.

ONLINE COURSE
2.0 Cover Managers Online Course
W Beyond Go-Live, Secondary

This course covers all aspects of cover including:
« Configuring the Cover Module
+ Staff Absences...

View more

To enrol on the course, click Add to Roster on the left.

You'll then see the following confirmation.

ENROLMENTS

Enrolment complete

v)

CONTINUE BROWSING THE CATALOGUE GO TO COURSE
UNDO ENROLLMENT
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Enrolling in Training

You can select Continue Browsing the Catalogue to be taken back to the Course Catalogue. Go To Course will
take you to begin the course you have enrolled on, and Undo Enrolment will remove you from the course if you
enrolled by mistake.

As working through a Live Webinar and an Online Course is slightly different, we'll now have a look at how to
do each of these separately.
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In this section we'll look at how to complete a Live Webinar course within eFront, including how to select and
register on to a Live Webinar session.

IMPORTANT: When registering for a Live Webinar there are further steps that you MUST complete after
enrolling in the course on the training site in order to get the link to attend the session. Please read this section

carefully.

Click to enter the course from your My Courses page, or if you have just enrolled click Go To Course to go to
the course description. Click Start Course.

1.2 Users, Roles and Permsssions Live Webinar

The first lesson for a Live Webinar will be the Agenda for the session:
o The Agenda shows what will be covered in the session and has a notes page for each section.
o You can use the buttons in the Top Right to Save and Print the agenda.
o When you're ready to move to the next lesson click Complete and Continue.

Training Course
Agenda

Users, Roles & Permissions

COMPLETE AND CONTINUE

The next lesson, Booking & Pre-Course Information, gives you some information on how to prepare in advance
of the Live Webinar, including:

o Any courses we recommend you complete before or after the Webinar

o Theintended audience for the Webinar

o how you can check that your system is capable of running the Webinar.




Live Webinars

Scrolling to the bottom of the lesson, you will see a section named Ready to Book? containing a link to register
for the training, click the link.

Ready to Book?

Click here to register for the trainlngl

This will take you to Go To Webinar to register for the Webinar.

Select the session you would like to attend from the drop down, enter your First Name, Last Name and Email
Address and click Register.

Users, Roles & Permissions (Primary & Secondary)

You will then receive an email from Bromcom Training Team containing the link to the webinar.

At the time that your chosen Webinar begins, you will need to return to this email and click on the Join Webinar
link which will take you to the session.

After the session, return to the course to complete the Post Training Exercises. These are a series of tasks for
you to complete independently, either on a test system or using dummy data. Once you're happy that you've
completed the tasks, select Complete to complete the course and get your certificate.

My Caurser 1% Users, Roles snd Farmrisscas Lie Wekirar — Port Trairing Exercizes

NOW YOU'VE COMPBISted the LAAINING COUTSH, Ly These thres eXEICHAS ON YOUT 15T OF raining System Lo embed your knowlecge,

Flease be careful when using your ive sy=iem for any practice entries! Make sure to clearty label any practice cata 35 DUMMY or TEST and delete when youwve finished.
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Online Courses

In this section we'll look at how to complete an Online Course within eFront, including watching videos and

completing quizzes.

Click to enter the course from your My Courses page, or if you have just enrolled click Go To Course. This will
take you to the course description. Click Start Course.

This will open the first lesson, you can see a list of all the lessons in the course on the right hand side, they will
turn green and display a tick once they are completed.
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Left hand menu

Online Courses typically comprise of Lesson Overviews, Videos and Quizzes. Lesson QOverviews can be
completed by reading the material on the screen and clicking Complete and Continue.
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Online Courses

Videos, must be watched in their entirety in order to complete the lesson. Until the video has been completed
the button will display as Unit will complete when video ends.

< COMPLETED LET'S CONTINUE

Quizzes will first display a cover screen. Click Start to begin.

Quiz: System Navigation

o
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1 Numer of questons: 2
-
A < Questions are showe All in one page
S0 tar you have dane this test 0 times
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There are 3 different kinds of question included in the quizzes:

o Trueor False

o Multiple choice questions with single answers

o Multiple choice questions with multiple answers, these questions will be marked “(Select all that apply)”.
Complete all of the questions and once you're happy with your responses, click Submit Test.
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After you have submitted your test you will see a summary of your score, whether or not you passed and then
you'll see which questions you got correct/incorrect.

If you did not pass the quiz, the button at the bottom will read Not Passed and you will not be able to continue,
if this is the case will need to click Repeat Test in the top left hand corner to retake the quiz.

s~ B C o-

If you did pass, the button at the bottom will read Completed, Lets Continue. Click the button to move on to the
next lesson.

< >




Online Courses

Once you've completed the last lesson in a course you will be presented with this message to let you know that
you've completed the training.

1.3 STUDENT MANAGEMENT LIVE WEBINAR [ZJ

*.
Congratulations!

You completed the course

CLICK TO DOWNLOAD CERTIFRICATE

GO HALK TO THE COURSE LIST

If you would like to view/download your certificate, click on Click to Download Certificate. Alternatively, click
Go Back to the Course List to exit.




Downloading Your Certificate

You can get a copy of your certificate from the My Courses page.

In the list, next to all completed courses, you will see an icon that says Click to download Certificate.

This will take you to view your Certificate, download it using the icon at the top.

P teomoomat certificate QN = - { Share )
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Un-enrolling From a Course

To un-enrol from a course, click on the course from the My Courses page to open it. Then select the Options
button on the far right of the screen.

1.2 Users, roles and permissions Online Course

Select Un-Enrol from course. You'll be prompted to enter a reason, then once you're ready click Un-Enrol.

PLEASE CONFIRM X

Would you care to tell us why you are unenroling from this course?

No longer relevant]

UN-ENROL CANCEL

You'll then be un-enrolled and taken back to the My Courses page.




Using Discussions

Discussions is a feature that allows you to leave comments about the training material and interact with other
users.

Please Note: The discussions feature cannot be used to access technical support, it is for any feedback or
requests specifically relating to the training material featured on the training site.

Click on the 3 lines in the top left corner, select Communications, then View All Discussions.

;. : A Bromcom Schools MY TRAINING COURSE CATALOG

B calendar

@ Communications

@

You have no discussions in your inbox

Any discussions you receive will be saved here

View all discussions

You'll then see a list of all the Courses you are enrolled in that are available for Discussions. Select the course
you would like to view the discussions for from the list.




Using Discussions

On the next page, you'll see any currently open discussions for the course you selected. You can:
o Click on a discussion to view them/participate.
o Click Start New Discussion to open a new one.

START NEW DISCUSSION

@ Permissions for built in reports

In the pop-up that appears, enter a title for your discussion and the message. You also have the option to attach
files as well.

IMPORTANT: Please ensure any attachments you include DO NOT include any personal information, as these
can be seen by all users.

Once you're happy click Add.

People can now respond to your discussion, you will receive an email if somebody responds, and it will also be
available in the Discussions panel from the left hand menu on the training site.




User Profile Menu

To access your User Profile Menu click on the icon containing your initials in the top right corner.
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Dashboard

fof

Account settings

Certificates
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Mapped accounts
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Training history

Transactions

E
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In your profile, you'll find:
e Dashboard — This page shows you how many courses and tests you have completed.
e Account Settings — Allows you to view and edit your personal information
e Certificates — Allows you to view and download any certificates you have been awarded.
e Mapped Accounts — This option is not relevant to Learners and is not operational
e Training History — Shows all the courses you are enrolled in and your progress.
e Transactions— This option will display but is not relevant as all courses are free.
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Logout Timer

The auto-logout timer can be located in the top right hand corner

00:16:52

The timer is set to log you out after 20 minutes of inactivity, however, you can click on the auto-logout timer to
see how long you have left and you can also Refresh Timeout so the timer resets to 20 minutes.

Time until logout
00:11:25
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The training site has 2 Ul's (User Interfaces), you will be logged in by default to the New Ul, which is the Ul we

have used throughout this guide. However, you do have the option to switch into the Old Ul by going into your
profile menu and using the New Ul toggle in the menu.

&) Dashboard

¥

Account settings

©

Certificates

2
¥

i

Mapped accounts

In the Old Ul, the main difference is in the my courses page, which displays the courses you are enrolled on as

well as your progress, then the Course Catalogue is located in the top left hand corner. The Course Catalogue
page is the same as in the New UL

My Cosrsem
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You profile Menu, Discussions and auto-logout timer are located in the top right hand corner. You can switch
back to the New Ul by clicking on your Profile Menu and selecting Try New Ul.
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