N Alison Busthess

-~ <
/ .

INTRODUCTORY
GUIDE FOR

BUSINESS
LEARNERS




Table of Contents

Introduction

Getting Started
Invitation to join a Group

Your Alison Dashboard

Alison Courses

Course Categories
Course Types

Studying on Alison
Searching for a Course
Enrolling in a course

Continuing a Course
Unenrolling from a Course

Your Alison Account
Create an Account
Change Your Profile

Your Personalised Dashboard

Help and support



Introduction

Alison is one of the world’s largest learning platforms for education and skills training. It
is a for-profit social enterprise dedicated to making it possible for anyone, to study
anything, anywhere, at any time, for free online, at any subject level. Through our
mission we are a catalyst for positive social change, creating opportunity, prosperity,
and equality for everyone.

As your organisation has subscribed to an Alison business plan, this guide has been
created to help you through the process of getting started and optimising your learning
journey on Alison.

Please note: this guide is not intended to be a full and comprehensive view of all Alison’s features,
courses and benefits, but an introductory guide to new learners whose organisation is an Alison
Business client. Its intent is to help you get started, but we invite and recommend you explore the
Alison site to view all options available to you.



1.Getting Started

This section of our training guide will take you through the steps needed to start your learning
journey on Alison, including how to create your account, understand your Alison Dashboard and
update your profile.

a. Invitation to join a Group

When your organisation subscribes to one of Alison’s Business plans, you as an employee can
enjoy a range of features on Alison. To get started, your organisation must send you an
invitation to join a Group. This invitation will be an email. When you click the link to join a Group,
you will need to sign up or log in to Alison to continue.

*If you are already a registered user of Alison, you can sign in to continue. If your existing Alison
account is linked to a personal email address, we recommend that you create a new account with
your company email, so that your business-related learning is separate.

Once you have created an account, or logged in, you can continue to the invitation to join a
Group.

O)VAIison Bus?ness Products Courses Compare Plans Resources FAQ
Joining a Group

Complete the form below to create a new group. You can update or change your group's details at any time once your Group is set up.

My Company -
Management Team Joining this Group means the Group Manager, Jayden can see your course progress in any course
you leam in while in the Group
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- Your Group Manager can also purchase Certifications and Ads Free Learning for you

You have been invited to join )
aGroup by. Accept Invite

Jayden Masse
Decline Invite
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You will need to click the “Accept Invite” button to join your organisation’s Group. Once you have
joined, your Group Manager (whose name appears on the left in your invite) will have access to
all learning progress on your account.



b. Your Alison Dashboard

Now that you've accepted the invitation, you need to understand how to get the most out of
Alison. Your Dashboard is your ‘control centre’ for your Alison account, and contains a number
of widgets to help you access your information and keep updated with your progress. The
Dashboard is explained in more detail in the “Your Personalised Dashboard” section below.
Once you have accepted the Group invite, you will be redirected to your Dashboard. You will have
a widget pre-loaded with courses that is part of the plan your organisation has subscribed to.
This widget is expanded on your Dashboard when you first accept the Group invite.
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You can scroll through the courses and enrol in any by clicking the “Enroll Now” button near
each course. You can be enrolled in multiple courses at the same time. To minimise this widget,

simply click the icon £ in the top right corner.



2.Alison Courses

In addition to the wide range of courses you have pre-populated in your account when your
organisation subscribes to a business package, you will also have access to study other Alison
courses available on the platform. Alison offers over 3000 courses, and more are added each
week. This may seem like an intimidating figure, but it doesn’t need to be if you know how to
search for courses that you'd like to study. This section will help you understand the multiple
options you have to find the courses relevant to your area(s) of interest.

a. Course Categories

Alison offers 9 main categories of learning: IT, Language, Sales & Marketing, Management,
Health, Business, Engineering & Construction, Personal Development and Teaching &
Academics. Each of our 3000+ courses will fall under one of these main categories. Each main
category will contain multiple sub-categories to help you narrow your search for the courses
relevant to you.

You can access the “Course Categories” by clicking this option in the main menu at the top of
your screen.
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For example, if you would like to improve your Business skillset, select that category to see what
courses are available. Once you are in the Business category, you will see all Related Subjects,
as well as the Top 20 courses that fall under Business.
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Customer Service Skills

You can then either filter courses by one of the Related Subjects, or select a course to study

from the Top 20 displayed.

b. Course Types

Alison offers 3 types of courses: Certificate courses, Diploma courses and Learning Paths.
Certificate courses are niche and cater to very specific subject areas, while Diploma courses are
comprehensive and cover a range of topics within a subject area. On average, a Certificate
course will take you between 1 - 3 hours to complete, and Diploma courses 8 - 10 hours on
average to complete. Learning Paths are a combination of courses (both Certificate and

Diploma) for a subject area.

To filter courses by these 3 types, select “Course Types” in the menu at the top of your screen,

as per the screenshot below.
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Once you have selected the type of course you are interested in, you will see the option to filter
the courses by a category. You will also see the top courses that fall under that course type. In

the example below, we have selected Certificate courses.
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3.Studying on Alison

Now that you have an understanding of the various features and types of courses available to
you, we will focus on getting you started with specific courses you would like to study. As
outlined in Section 1 of this Guide, you will have a number of courses pre-populated on your
profile once you accept an invitation to join your organisation’s group. This section will guide you
through searching for other courses that may add value in your specific job role. Here we will
describe how to search, enrol in a course, continue studying an enrolled course and how to
unenrol should you choose to.

a. Searching for a Course

In addition to the course filtering options described in the previous section, you can also search
for specific courses using the Search bar at the top of your screen.

You do not need to know the name of the course, but rather the topic or subject you would like
to see courses in. For example, if you have an interest in learning about leadership, simply type
in “Leadership” in the search bar, and we will give you course options for your search terms and
tags that match.

%.Alison leadership Q Course Categories v Course Types \» Courses For Jobs

Popular Search Terms
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For example, if you selected the first search term, i.e. Leadership, you will see all courses that
match that search.

Top 20 Leadership courses
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b. Enrolling in a course
Once you have found a course that you want to study, hover your mouse pointer over the course
tile to read more about it.

Top 20 Leadership courses

000 .

Transformational Leadership

it Advanced Ideas

Discover cutting-edge tools and
strategies that will improve your
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More Information @ Management Styles and Employment Management Intelligence, Leadership and
Coaching

Click the “Start Now” button to begin studying the course, or “More Information” to read more
about the course first. In order to get access to the course and all study material within it, you
will need to log in to your Alison account using the organisation email address you used to
create your Alison account.

You are automatically enrolled in a course once you click the “Start Now” button. You can be
enrolled in and studying as many courses as you'd like at any given time.

c. Continuing a Course

Once you are enrolled in a course, it will appear in your “Course in Progress” widget in your
Dashboard (when you are logged in).

Goals and Achievements
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Leamer Report e
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Account Settings AT
Reset my Dashboard Introduction to Pharmacy Practice 03% 7 days ago
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Diploma in Digital Photography 8% 9 days ago
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Click the “Continue Learning” button to continue any of your enrolled courses.

Contine Leaming

™

You will be taken to the last Topic you studied in that course.

d. Unenrolling from a Course

If you have started studying a course and decided that it is not for you, you can unenrol from
that course. Please note that unenrolling will remove any progress you have made on that
course. To unenroll from a course, expand your “Courses in Progress” widget in your Dashboard,
by clicking on the 3 horizontal dots in the top right corner.

™

Once you have found the course you want to unenrol from, click the “Unenroll” button next to the
course name.



4.Your Alison Account

Your Alison Account may contain your personal and professional information: your name (that
name will be printed on your certification), Education, Professional Experience, Skills and
Achievements. By completing that information, you can create, view and download your resume
via Alison Resume Builder. Here you are also able to amend your account details, change
password, See order history, available discounts and more.

a. Create an Account

To sign up to Alison, you will need to create an account. Signing up only takes a minute, and you
can either use your email address or one of our social login options. We strongly recommend
that you sign up using your company email address, so that your account can be easily
identified as part of your organisation.

Slgn Up For Free

Join t Norld's

n Continue with Facebook First Name Surname
:-J Continue with Google E-mai
=. Continue with Microsoft P Password
_ _ _ agree to the Terms and Conditions
in Continue with Linkedin
Y Continue with Yahoo
Already have an Alison account?




*If you sign up using your email address, ensure that your name and surname are exactly as you
would want it to appear on your documents for any completed courses. You can update this and
other information anytime, which we will explain in the “Change Your Profile” section below.

Once you have created your account, you will receive an email to confirm your account. It is
important to click the “Confirm my account” button in the email.

b. Change Your Profile

Account details can be changed in the Account Setting section. You can access your Account
Settings by clicking your profile icon/picture in the menu at the top of your screen, and selecting
“Account Settings” from the list of options.
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Please note that in some cases the details you wish to edit will automatically save. In other
cases you will be asked to save the changes by clicking Save as shown below:

Details
First Name Alison Surname Support
Country: Ireland Nationality: Irish
Date of birth: 21/04/2007 E-mail support@alison.com

Gender: Female



5.Your Personalised Dashboard

Your Alison Dashboard is your control centre, or hub for your account. It is your go-to place if
you need anything on your Alison account. When you log in, you should be taken to your
Dashboard automatically. You can also access your Dashboard by clicking your profile
icon/picture in the menu at the top of your screen, and selecting “My Dashboard” from the list of
options. Alternatively, you can click the “View your Dashboard” button on the left of your screen.
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Your Dashboard is made up of widgets, which are personalised according to your account and
profile. Below is an example of a very active learner’s Dashboard.

Goals and Achievements
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Some widgets will display relevant information on the widget itself, and some will have the
option to expand to show you more detailed information. For example, if you want to set Study
Reminders for yourself, you can click the “Update” button or the 3 horizontal dots in the top right
corner of the Study Reminders widget. This will expand the Study Reminders widget for you to
set your reminders.
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Study Reminders
Total weekly reminders set = 5
We'll email you at these times to remind you to study - You can set up to 7 reminders per week

Tuesday Wednesday Friday Saturday Sunday

Reminder set Reminder set Reminder set Reminder set Reminder set

T7am pm © 2pm T1am 8pm

You will receive an email for each reminder you have set for yourself. You can update or delete
these reminders at any time in your Dashboard. To minimise your widget, simply click the icon

*inthe top right corner.

Your widgets can be moved around in your Dashboard in the order you would like them to
display. Simply drag and drop widgets in the order you would prefer.

On the left of your Dashboard, we have provided some Quick Links for you to access certain
information quickly.

Alison Support ¢

Continue Learning
Leamner Record
Learner Report

Account Settings

Reset my Dashboard

Each of the Quick Links are explained below:

e Continue Learning - this will take you to the last course you studied but have not yet
completed

e Learner Record - this is a record of all courses you have completed and enrolled in but
not yet completed

e Learner Report - a summary of all your learning activity over the previous month



Account Settings - this is your control centre for everything related to your account, e.qg.
password change, discounts, orders, referrals, and more

Reset my Dashboard - resets your widgets to their original view - please note that this
does not reset your learning progress, only your widgets.

6. Help and support

If you need help with your Alison account, go to the Alison.com site and look for our Help icon

in the bottom right of your screen.

All the best with your studies!



