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Welcome to PLATO From Progress Learning

PLATO - making HRD easy

PLATO is our complimentary leaming management tool to help you
efficiently manage the learning needs of your organisation

PLATO (Progress Leaming Advanced Toolkit Online) has been created to
provide you with a tool to dramatically reduce your L&D adminsstration costs
as well as organise your staff | g inter n an efficient and cost-
eflective way.

Use PLATO to manage your own courses or access one of our HRD experts
at the click of a button

Regester here 1o stant using PLATO today

Telephone Fax
44 (01243) 789770 44 (01243) 771240

Ste by Wasted Media Ltd

PL o T Od The Qnline HRD Toolkit

www.myPLATO.co.uk
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About PLQTO

P L o T @hich stands for Progress Learning Automated Training Operations disa
complimentary system created to help learning and development teams within

organisations of, typically, over 50 staff . It will automate many of the tasks associated with
setting up and running training courses and coaching sessions. These automated tasks

include the sending out of joining instructions , providing online pre - and post -course
evaluations, | earning needs analysis questionnaires  and collation of company  -wide learning
needs.

At the click of a button PLQTO also gives you acce
can deliver courses and programmes for you whenever and wherever you need them.

PLoTO is free to use and, ,vilsaveyowaovar gl0% o yomaaning r ep or t
budget every year in reduced admin.

PLQTO Principles
PLoTO works to the following principles:

e ThelL&D Manager or someone designated as the user O0L&D
booking/ scheduling the courses and coa ching.

o Each member of staff may have a login with which they can view the scheduled courses
and request places on them.

o Staff members can also request a place on courses that are yet to be scheduled.

e A user 0s mustappesr acourse request before it is forwarded to the L&D
Manager .

e Each user can maintain an online PDP.

e To maxi mise value, PLQTO helps coordinate your |
course attendance.

e Evaluation is based on pre -and post -course questionnaires combined with 3 -month
follow -up questionnaires to delegates  and their managers.

o If appropriate, all correspondence can be sent to the manager of a user rather than to
the user directly. (For example when a staff member does not have access to email.)
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Togetstated wi th PLOTO, you need to enter details of
and all the members of staff who are to have

Ro oms

1. Choose Offices & Training Rooms (see pl14 Offices & Training Rooms)

2. Add any Offices for your organisation

3. Add any Training Rooms for your organisation

4. Choose Staff

5. Either enter members of staff individually or choose Import Staff Details and do wnload
the sample import template

6. Add as many details as possible to this spreadsheet and save the file onto your PC.

Ref. This is a unique reference number used by the system for each member of
staff. This could be their employee ID or just a number. As long as each
reference code is unique then this is fine.

Office Name: This must correspond exactly to the office names you have
already entered onto the system. The default name is Head Offi ce so if in doubt
just put this.

User Level: This is either -

1 ¢&this person will be booking and scheduling the courses, i.e. the L&D
Manager role

2 0 this person has people reporting to them
3 A this person does not hav e anyone reporting to them

Email: If some staff do not have email then create a uniqgue dummy email
address for them as this will act as their login name. All emails can then be set
to go to their manager or an appro priate person who does have email.

Password:t he def ault password is oOoOpasswordd so
that they will need to change this, or allocate them another unique password.

Managed By: This is the reference code that you have entered in the first
column for the person you wish to have approve or deny all course requests
made by each member of staff . This may be left blank. For any user with a
bl ank her elaBsungeTha thesi&D Manager is their manager .

Internal Trainer : This denotes whether this person is likely to conduct internal
training . Please enter either Y or N as appropr iate.
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e Department: The staff member's department or, if not applicable, please enter
"None". This is used in the reporting process and can be any sub -grouping you
wish so it does not necessarily have to be department.

e Manager Email: Please ente r either a Y or N to indicate if emails and any
correspondence for staff should be sent to their manager rather than to the
individual .

7. Choose Browse, find this file and then click on the Upload Saff button
N.B. Using this staff upload option will overwrite all other staff data on PLQTO other than the r
manager .

8. Oncestaff det ail s have been uploaded onto PLQTO the
l ogin to PLQTO. It is possible to add further
staff details.

9. You can then either

e schedule coursesandinformstaff t hat t hey can | ogin to PLQT
place on a course; or

e inform staff that they need to |l ogin to PLOQ
Once you have enough pe  ople to justify running a course then you can
schedule it as necessary; or

e just use PLQTO to schedule courses and auto
involving staff at all.

Scheduling Courses

Home
Course Setup | Schedule a course | Requested from Progress Learning | Awaiting Confirmation

Course Management

Course Setup Course Setup

Current Course Schedule

To schedule a cours e, choose Course Management from the side navigation bar, followed
by Course Setup and then Schedule a course

When scheduling courses you have two options. You can schedule a course to be run either
by Progress Learning or by an internal trainer . If you require Progress Learning to deliver the
course for you then we will send a trainer to deliver the course in -house for you at a training
venue of your choice.
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Scheduling an internal course

PLoTO comes with a | afrognevhich gou cas secleal dny cewsk iat lyest
fits your learning needs. Addit ionally, you can Add a Course of your own if none of these suit.
Once added, your course will appear in the course directory.

Course List | Add a course | Request s Bespoke Course

Schedule A Course

You can narrow down your course search by

choosing a course type  from the cate gory drop - findcou ST
Show new courses onby: [
down or entering a keyword in the search box. View )
details of a course in the directory by clicking on Svsing mching secrins
the course title or the magnifying glass icon. ' Course Trpe
IT Skills. . L] / D

IT Skills [] a5y

o

Course List | Adda course | Roguest s Bespokn Cowrse

Business Finance

This course Is avallable o book from Progress Learning

- If you are happy with a particular ¢ ourse
- outline and you wish to schedule this course
G then click on  manage it yourself .
You can then enter a date, a training room (from the list of training S
rooms you have previously entered), a trainer (from the members of =
staff that you have indicated act as internal trainers ), any associated T

costs (this will be rolled into the budge  treports), start and finish times ,
and any extra details related to this course. N.B. Any of these details
can be edited later. )

Click on Schedule Course .

Scheduli ng a course with Progress Learning

Established in 2001, Progress Learning is an excellent learning & development company with
a proven track record and a wide geographic coverage. We can send you a trainer or
coach wherever you are in the country and set the whole thing up at the click of a few

buttons.

We charge per trainer  not per delegate (manuals  are charged separately ) so part of the
P L @ T @icyps to help you to get the optimal number of delegates on each course, to
maximise the reach of your budget.
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The standard courses we offer are the courses listed in the default course directory . To have
one of ou r trainers deliver one of these on your premises, click on Course Management from
the side navigation bar, followed by Course Setup and then Schedule a course

Home
Course Setup | Schedule a course | Requested from Progress Learning | Awaiting Confirmation

Course Management

Course Setup

Current Course Schedule

Course List | Add a course | Request s Bespoke Course

Find the course you re quire from the course list. You Schedule A Couree Y
can narrow down your course search by choosing Elods sown; EERE b4 s >
a course type from the category  drop -down or ”:IZI:"WW .
entering a keyword in the search box. View details Shoving maching couss
of a course in the directory by cli ~ cking on the e Coune Type
course title or the magnifying glass icon. v j 2
Comm | At ome | Bt Brpee Coee
Business Finance b
T If you are happy with the outline of a
- particular course and wish to book it,
. Click on Book Progress Learning for this course .
Course Daai [N.B. This does not commit you to buying this
:n:”'"“:,"f course.]
You can then specify a preferred date for the course with a level of flexibility on the date to

allow us to best meet your requirements.

Course List | Add a course | Request a Bospoke Course

Career Development

Click on Submit Request .
[N.B. This does not commit you to buying this course.]

Preferred Date osRTzon |5
Withan 3 week of us date bl
Tenaning Room Teawang Room? -

StarsFinish Times

This request will then come through to Progress Learning and we
will allocate you a trainer  and get back to you with 3 date options
T within 3 working days.

g dates you can't do,
changes b3 course
content)

Subend Request |

Your new request will be visible under the  Requested from Progress Learning link in the Course
Management section
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Course Setup | Schedule a | Requested from Progress Learning | Awaiting Confirmation | 0

Requested From Progress Learning

You have requested the courses below. We are currently arranging these for you and will be in touch soon.

Course Requests

Course Ref Training Room Start Date Delegates
SaenoLs Excoremnes ent 498 Training Room2 05/07/2010 oz ©
Course Directory =
Page: 1
Coaching Management
If you wish, you can begin to allocate delegates to this course by clicking on the pa  per and

penicon . This will initially list all members of staff in your organisation who have made an
approved request for this course.

You can cancel the course request by clicking on the red cancel butto n on the right hand
side of the screen.

When we have allocated a trainer for you, you will receive a notification email and you can
view the available dates under the Awaiting Confirmation  link.

Course Setup | Schedule a | Requested from Progress Learning | Awaiting Confirmation | @

Awaiting Confirmation

Please click on "Select Date" for each course below to view the dates on which we can run the course for you
and then select your preferred date.

Course Requests
Course Ref Training Room Start Date Delegates
Bespoke Programmes
areer Development 498 Training Room2 elect Date 0 >
Course Directory 9 _/ e

Coaching Management Page: 1

Click on Select Date to view the dates on which we can run the course for you.
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You can then view the 3 dates, select the best date for you, enter the number of manuals
you require, tick the box to agree the term s & conditions (which are the same for every
course)and then click on  Confirm Booking .

This will then add the course to the official course schedule and generate an invoice  for the
course fee and manuals . This invoice will appear under Invoices in the side navigation bar for
you to print and action.

Our trainer will arrive at the specified location according to the start time of the course.

Finding a Business Coach
Progress Learning has a wide selection of business coaches  from many backgrounds able to
provide the perfect coach for any business requirement.

Home
Add New | Coaching requests | Coaches awaiting confirmation | Confirmed coaching

Course Management

Request Coaching

To use one of our coaches, clickon ~ Coaching Management in the side navigation bar.
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