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Disclaimer

Generac Power Systems, Inc. has created The Learning Center to assist its employees, resellers and
guests in furthering their knowledge of the power generation industry. Generac reserves the right to
limit or refuse access to the online system or to classroom sessions at any time for any reason. Further,
Generac makes no representations or warranties regarding system performance, learning results or
the program content as applied by The Learning Center student. Finally, Generac reserves the right to
revise this publication and to make changes to the content at any time, without obligation to notify any
person or entity of such revisions or changes. Use of The Learning Center creates no obligation on the
part of Generac Power Systems, Inc. and no relationship between Generac and the student.

System Support

If you have questions or encounter any diflculties in working with the online learning system, contact our
systems administrator at 262-544-4811 ext. 4114 or email training@generac.com. Or you can write to:

Generac Corporate Training Department
211 Murphy Drive
Eagle, WI 53119
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The Learning Center Introduction

The Learning Center is a Web-based training portal that allows you to manage all of your online and
classroom-based learning activities.

With The Learning Center, you can:

« Browse course catalogs and self-enroll in courses.
» Access and launch the courses that you are already enrolled in.

« View your personal calendar for at-a-glance reminders of your scheduled learning
activities - both online and classroom-based.

* View and print the certilcates you have earned.
« View a transcript of the status of all your personal learning activities.

» Use the shopping cart to purchase courses and view your order history.

Accessing The Learning Center

The Learning Center is a Web-based application, [cenerac UEARNING CENTER_

therefore, you must have a basic Internet or local |
network connection and Web browser to access th o

system.

. o
Some courses may require that your computer hay |
audio and/or video playback capabilities as well. T Wt The s g Cutas
access the system, open your Web DrowSer, €Ner| e o poe s onto amng oot st o enpiores,
. . distributors and guests improve their professional knowledge and skills.
learning.generac.com into the address !eld
and presEnter. You should be re-directed to the
login screen.
usersManual] B5 0w

gt . THE |

System Compatibility Test OENERAS LEARNING CENTER-

On the bottom of the home padgyistem Test

button. This function will test various capabilities of
your browser and network to ensure that all requirg
and recommended functions are enabled so that y
can use The Learning Center. Welcome to The Learning Center

Generac is pleased to provide this online leamning tocl to assist our employees,
distributors and guests improve their professional knowledge and skills.

It is recommended that you run a system test befo
logging in for the !rst time.




Once the test is complete, you will be show[Generac LEARNING CENTER-
the test resullts.

[ System Compatibility Test

Popup Blocker should be] | . ...
disabled for this application
to function eflciently. N

ety s e |

Please contact the Corporate Training system administrator at (262) 544-4811 ext 4114 for assistance with
any un-checked item(s).

Logging In

If you have been given a username and password by the system administrator, use that information to log
into the system. If you are self-registering, you will need your Generac Account Number or a special access
code to gain entry into the system.

You must log into The Learning Center with your unique username and password so the system can track,
record, and report learner activity. This is the only way you will receive credit for participating in required or
elective courses.

Note that the username and password !elds are cAse-sENsiTive" When you create your
account or are given your username and password, be sure to record them properly and keep
them in a safe place.

If you are unable to log in, there are several possible reasons:

* You may have provided an incorrect username and/or password (check case-sensitivity)
e Your account may not (yet) exist

« The administrator may have disabled your account

¢ You may still be logged in from a previous session

If you have any questions, contact the system administrator using the email link at the bottom of
the home page.



Retrieving a Lost Password

If you have forgotten your password, you may have it emailed to you by clicking the “I forgot my password”
link located under the login button. Simply enter your username as prompted by the form and click the
Submit button. A new password will be emailed to the address stored with your user pro!le. If your user
prolle does not have an associated email address, you should contact your system administrator to have
your password retrieved or changed.

Creating Your Account

If you are a Generac employee, your account—
including all required user pro!le information—| GENERAC'
be created for you by the Corporate Training —E8
Department. Once this is done, you will receive]
emails with your username and password. This
you will need to access the system. User Registration

Select your Learning Group Type below and click 'Next'.

If you are a reseller or guest, the system

administrator will set a permission within the sy Learning Group Type:
to give you access. Once this is done, you mus| 5
self-register. To do this, clickthereate an

account, register here” link on the home page.
You will be directed to the User-Registration page.

On the User-Registration page, you will select your group type from the drop-down menu (reseller, guest,
etc.) and clidkext. You will then be asked to enter your six digit account number or four digit access
code and clitdext.

| | All resellers will see a validation screen identifying your

company name and city. If this information is correct, click
Yes. If this information is incorrectiNdliekd contact the

system administrator. If the system tells you that you have an
invalid account number, check to be sure you are using the
correct number before contacting the system administrator for
assistance.

User Registration

After validating that the company name and city are correct,
you will be directed to a registration page. Complete the form,
and then cli¢kegister . A message will appear letting you
know that you have been granted access to your Course
Catalog. Cli€ontinue to proceed.

An email will be sent to the email address that you supplied
= with your user prolle. This email will con!rm the username
you have selected.




Logging Out

Do Not Logout Here

To log out of The Learning Center LMS, thgothelink located
in the upper right corner of the window. Note that it is important to logout

of the system properly by using this logout

link and not by simply closing the windowv.[FR s SEIE
Closing the window will leave you logged Bl x o - ﬁ-
until the session times out and could kee
you from being able to log back into the THE

LEARNING CENTER

Timing Out

While you are logged into The Learning

Center, there is a 20 minute limit for non-
activity. If you have not performed a functi
that accesses the server (page navigation
or data loads) within this time frame you w

Logged in as: ADMINISTRAT(

automatically be logged out of the system e /
and must log back in to continue. Note, 7

however that this will not occur while you are Logout using the “Logout” Ii*]k
viewing a lesson.




The Learning Center Interface Overview

The Learning Center interface is divided into several easy-to-use sections.

TheTop Menu, located just beneath the masthead graphic, provides navigation buttons for accessing
theHome Page, Course Catalog, My Account, FAQ andHelp screens. Theourse Catalog

lists your available catalogs and courskly. Abeount screen contains all your personal account
information, learning activities, transcript, certi!cates and shopping cart.

Left Side Menu

Top Menu

2

~

Footer

ThelLeft Side menu is visible when you select eith€otiree Catalog or thevly Account

screen. If you are onQloeirse Catalog screen, the left side menu will contain a search box and an
Event Calendar. The search box allows you to search for cdiwsesarCiialog and the Event
Calendar displays all of the live training events that have been scheduled.

If you are on tMy Account screen, thieeft Side Menu will display your personal calendar,
certi'cates and order history.

TheFooter, located at the bottom of the screen, contains links to items such as the system test and the
system administrator’s email address.

10



Course Catalog

The Course Catalog

TheCourse Catalog screen displays any
catalogs you have been given permission to|see.
To view the courses contained in the catalodg,
simply click the catalog icon or catalog namg.

Once the course list is displayed, clicking the
course number will take you directly to the
Course Details screen for that course.

Course Details Screen

All general information for both instructor-led and online courses will @ppese Detidiés

screen. The top of this screen contains information such as the course number, course name, cost (if
any) and the approximate course length. The information will vary slightly between classroom and online
courses. Beneath this general information, the screen is broken into the sections described below. Note
however that not all sections will appear for all courses as much of this information is optional.

TheDescription section contains a text description of the course as entered by the system administrator.
TheObjectives section lists the objectives of the course.

TheCourse Materials section lists downloadable !les that have been included with the course. These
lles may consist of documents, presentations, spreadsheets, worksheets or any other !les that the

administrator has uploaded. To download course materials, simply click the desired link.

TheExpert/Instructor section displays the name and contact information for the subject matter expert
(for online courses) or instructor (for live courses).

TheLocation Information section is a free text area that the administrator may use to give you extra
location information for live courses such as room numbers, building numbers or even driving directions.

TheSchedule Information section is a free text area that the administrator may use to give you extra
scheduling information for live courses such as irregular dates, times or cancellation notices.

ThePrerequisites section will list all other courses that must be completed prior to enrolling in this
course. You may click a course name in this list to go directly to its course details screen.

ThelLessons section lists the lessons that are contained within the course.

TheCertilcates section lists all certilcates that may be awarded upon completion of the course. Not all
courses offer certilcates. Click a certilcate’s name to view its details.

11



Searching the Catalog

You may search for a speci!c course or catalog by using the search bar that is located in the upper left
corner of the screen when in the course catalog. Simply enter the course number, search word or search
phrase in the input leld and®&ekch . The search will
display results for courses, catalogs and lessons that contain
your search word or phrase within the title or description.

Enrolling in an Online Course

To enroll in a course, you must !rst !nd your co
in the catalog and view its course details screep.
the course is available for self-enrollment you v e
anEnroll link beneath the red apple icon. Click th
Enroll link to enroll in the course. A conlrmation
screen will display, telling you that you have been
successfully enrolled in the course.

—
(¢}

Estimated Length: 20 minutes

-

If theEnroll button is not available, there may be
several possible reasons including (but not limited to):

* You may not have completed all the required
prerequisites to enroll in the course

* The course may be closed (self-enroliment not
allowed)

Once enrolled you must clididyh®&ccount tab
to open the course and view the associated list of
lessons.

12



Enrolling in a Classroom Session

Some courses contain “Live” classroom sessions. WHen
viewing the lesson list, classroom sessions are identiled

by a green cross.

Clicking the green cross will display a list of available
sessions. Select the time and date that works best foi
and click OK.

The green cross will automatically change to a red X

with the word enrolled next td@git.

Linking Classroom Sessions to Your
MS Outlook Calendar

Once you enroll in a session, a small calendar icon wi
the session location, date and time will appear in the

lesson list. To link this session to your Outlook calendar,

click on the calendar icon then click OPEN to show thq
appointment.

Add any notes you wish to add, therSseleend
Close on the appointment screen. The appointment

h

h

”

will now be attached to your Outlook calendar.

Clicking “My Account” returns you dMyyAccount
screen. The session you just enrolled in will appear in
personal Learning Center calendar. Clicking on

the calendar date displays a dialogue box wj
the Classroom session details.

our

13




Dropping a Classroom Session

To drop a classroom session, go back to your lesson
list to view all of the lessons associated with the
course.

Click on the red X next to the session you wish to
drop. A dialog box will come up asking yéu 1o
con!rm. Click OK. The red X will automatically
change to a green cross and an alert message
will appear at the top of the screen remirjding
you that you must select a session.

Shopping Cart

If there is a fee associated with a course, you will be taken to
yourShopping Cart upon clicking tgeroll link. Follow
the onscreen instructions. You will automatically be enrollgd in
the course as soon as the transaction is complete. Note that in
some cases such as electronic payment by check using Hay
Pal, the payment transaction may not be completed right away.

Using a Coupon Code

Coupon codes allow you to purchase courses at reduced rates or even at no cost. They are distributed at
the discretion of the system administrator. To apply a coupon to a purchase, enter the coupon code in the
box provided to the right of the course name in the Shopping

Cart. Click thdpdate button to apply the coupon code. The

adjusted cost will display directly below the original cost.

14



My Account

TheMy Account link in The Learning Center displays your personal account information including your
account prolle, transcript, calendar, courses you'’re enrolled in and more. This area is accessible to you
once you have logged in by clickiby thecount link on the menu at the top of the screen.

Calendar

Your personal calendar displays on the lgit=—"
side of the My Account screen along witfi a
summary of the week’s events. Move ydqur
cursor over an event on the calendar to
display the course name, course numbei
and your session date and time. Click
Open directly above the calendar to opgin
your calendar in a new window. Opening
the calendar in a new window will allow you
to view previous and future months and
associated learning events.

My Certilcates

If you have earned a certilcat®é)yheerti!cates

section will appear directly below your personal calendar.
The certilcate list can be expanded or collapsed by clicking
the “+” or “-” sign. To view a certilcate, click the certilcate
name. To print a certi!cate, clid¢kritiie button located

to the right of the certi'cate name. This section will not
show if you have not earned any certi!cates.

Order History

If you have purchased a course, you will ‘@ddgoutistory listed directly belbly Certilcates.

The Order History list can be expanded or collapsed by clicking the “+” or “-” sign. Click on an order
number to open a new window displaying order details. ThenPcintklartttreto print a copy of

the order information. This section will not display if you have not purchased a course.

15



Menu

Your personal menu will appear to the right of your personal
calendar. With the icons that appear here, you can access your
prolle, view your transcript, or display your shopping cart.

Account Information

Click on thly Prolle button to display your
personal Account Information. This includes your email
address, user name, password, etc. You can access
yourContact Info such as your address and phone
number by clicking @entact Info tab found on the left side of
the screen.

Update your personal account information as necessary by

entering any changes directly into the space provided on the

screen. To save your changes, clgikwhéhanges button

found at the bottom of the screen. A green con!rmation box

displays, telling you that your account has been updated successfully"

In some cases, your information may be
pushed into The Learning Center by the
system administrator. In this case, you
will not be able to change your account
information here as it is being stored and
managed by Corporate Training. If you
discover any errors, please contact the
system administrator.

16



Changing Your Password

Log into the system and ®lick

Account in the black menu bar. Click
the My Prolle icon and enter your new
password in thecount Info section

in both the New Password and Con!rnj
lelds. Click tHgave Changes
button. The next time you log in be suie
to use your new password.

My Transcript

Click oMy Transcript to open a new window displaying your course history. The report
includes a complete list of the courses you have enrolled in along with the course status, date
completed, lesson name,
completion status, success status and
score. You can sort the report by any
column by clicking on the column name
Click th@rint button to send a copy of
your transcript to the printer. I:I

-_—

Click column heading to 5oft

17



My Cart

Click oMy Cart to display items in your personal shopping cart. When the items are

displayed, you can remove courses, add a coupon code, and/or enter the required credit card
and billing information to complete your purchase. More information about the Shopping Cart can be found
in theYour Shopping Cart section of this Learner Guide. This section will not display if you do not have
anything in your cart.

Learning Activities

TheLearning Activities section of the

My Accounts screen displays four tabs:
Enrolled, Overdue, Completed, and

Expired. The number of courses contained in
each tab can be found in parentheses directly
to the right of the tab name. You can display
the contents of a tab by clicking on it.

Initially, courses are sorted alphabetically. You can sort courses by Due Date or Expiration Date by clicking
on the associated column heading. To view the course details scigetaildidiutten for the
associated course. This button is active on all four tabs.

Launching Content

To launch content or view the lessons in a coursesClibkitioe for the desired course.
You will see a complete list of the lessons contained in the course, along with the lesson type,
your current Status and Score.

To launch a lesson, click the G®en
button for the desired lesson. Make sure
your popup blocker is turned off. If you
receive a message that the popup blockel is O
on, turn off the popup blocker and relaungh
the lesson. Be sure to add The Learning
Center site to the allowed sites list in your
popup blocker settings.

Viewing a Lesson: While viewing a lesson in the new browser window, do not|close the
main LMS browser window. Doing so will cause all of your data for the currently launched
lesson to be lost.

18



Closing and Exiting Content

When you are Inished interacting with the lesson and are ready to close it, you should always use the Exit,
Close, Quit or other button or link that is provided in the lesson interface. This will ensure that the lesson
closes properly and that all of your personal data (bookmark, test scores, etc.) is communicated back to
The Learning Center.

Once you close your lesson screen, the
main Learning Center interface will disy
a message saying: Processing Data...
Please Wait.

ay

During this period, The Learning Cente
is updating your status with respect to the
course you just viewed. DO NOT closd the
main window or log out of the system util
this process is !nished or you may lose
your course data.

Once the lesson window has closed,
the main LMS window will display “Datd
Saved.” Click the IElick here to

go back to your ‘My Account’

screen, to return to the lesson list. The
lesson status and score will re#ect you
latest activity.

s
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