GUIDELINES FOR ONLINE LEARNING
We have compiled some guidelines for you to review before you undertake your online training:

· Our online learning platform provides you with an easy to use navigation tool that allows you to easily click through module content, back or forward.
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· As you work through the material you can click Save and Logout, at any time, which will record how far you have progressed with content and any questions/assignments you may have submitted.


[image: image2.png]Total Training - Windows Intemet Explorer

i/ funanwraining.ie/client/training-view php7en=25tm=section:51

File Edit View Favorites Tools Help

x @ - o ~ | Search Web |~/ 4L Upgrade your Toalbar Now <7 53~ @b Anti-Spy | CIMail ~ EpNews + @ Games ~ &3 Music ~ € Answers + & Sport + | [ Sign in
X Google <] Bsearcn - | - e | @ svare B+ [ Sdewii +| % Check - 3 Transhate - sutoRil - 5 &+ O Sgntn -
S Favorites o @ Suggested Sites v 8] Web Slce Gallery

& ol Trining B v B ) @ v Pagev Sefetys Took~ @

e that audio en viewing vid

great service experience.

ch between normal and full =

Customers will want to return simply because of the attraction that a
positive attitude creates.

These customers will tell others because of the positive memory of the
service being offered.

By being positive, staff make customers feel welcomed and accepted.

O eack 25/ Total Training NeT @
L e e e serig i

Copyright © Total Training 2010 2

Dane ternet | Protected Mode: Off Gh v ®10%
2l GUIDELINES F





· We also use a bookmark system that allows you to recommence training where you left off – just like a regular bookmark that you would use in a hard copy book.
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· All materials used will provide sufficient information to reach the objective of progressing through our multiple-choice questions.  However for some assessments you may find that you need to do some extra curricular reading, research or submit your personal observation in your work environment.

· We recommend you find a place with minimum distraction before starting your training session and read all relevant information before undertaking training. 

· Managing your time is extremely important when you undertake any self-directed learning.  Expect to spend 5/10 minutes familiarising/re-familiarising yourself with the learning environment and your navigation through the system.   Studies indicate that users of e-learning struggle to complete more than 40 minutes of study in one sitting, therefore we recommend you cover approx. 25 minutes of programme material at each sitting.

· You may be required to verify your details on more than one occasion when you are logged into our learning platform, particularly when submitting examinations, assignments etc.

· Our system times out after 10 minutes so if you go away from your computer for more than 10 minutes you will need to login again.

· Our multiple-choice questions are programmed to ensure that you must select the right answer before you progress.  This ensures you have a learning experience at each stage as your progress through the material.  Don’t worry if you don’t select the correct answer the first time, you can change your answer.

· When you answer multiple-choice questions, if you read a question and you think you do not know the answer, remember that this is an open learning tool so you can click back to find the answer.  

· If you encounter any technical difficulties, email helpdesk @ info@training.ie and we will undertake to revert within 24 hrs

· Assignments / Examinations will be saved and submitted and results will be issued in due course.

· There will be an opportunity for Feedback at the end of the module – we would appreciate if you would take the time to complete this form for us. 

· Our Data Protection Policy ensures we only use your information for the purpose for which it is gathered i.e. for your student records.

For further information contact Total Training at 00 353 87 68 37922

