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1. First steps in MyLearning

ABB MyLearning is global Learning Management System developed for ABB employees & customers utility. The tool
replaced old Training Partner along with similar systems that had been used locally by some of ABB divisions before.

MyLearning helps ABB to deliver a superior LMS experience that enables adoption, speeds compliance and significantly
improves training effectiveness. The platform supports knowledge transferring process, organizing & scheduling live or
F2F training sessions and also tracking & verifying Learner’s progress in training material. In addition to the full range
of standard LMS functionalities - as a cloud solution, MyLearning offers online & offline access for mobile devices.
Find out more about MyLearning here (Internals only). Check out our mobile app available for Android & iOS devices.

In this document you will find all necessary information that will guide you through MyLearning system. Each chapter
focuses on sections that are available in the system and presents what actions you can take in each of them (e.g. join
Virtual Class or cancel your training). At the end of the document, you can also find a chapter with support information

as well as links to other support documents.

To find more Support Materials, go here.
1.1. Logging in MyLearning for Internal and External Users

1. Go to https://mylearning.abb.com/ for global version or https://mylearning-americas.abb.com/ for America

region.
2.  Click the Sign In button.

If you are connected to the ABB network or already are logged in myABB account, sign in will happen automatically via
SSO (Single-Sign-0On).

2 ?
,‘-“IHE MyLearning CATALOG ENGLISH W £

Welcome to MyLearning!

For the best experience, please use Microsoft Edge or
Google Chrome browsers

Find links to support materials and help information in the
footer

If you are not connected to the ABB network or do not have myABB account, you will be redirected to the ABB Log In
page. In order to log in, provide your credentials in the marked fields and click Login.


https://go.insideplus.abb.com/tools-and-services/training-learning-and-development
https://play.google.com/store/apps/details?id=com.expertus.mobilelms.v45&hl=en
https://apps.apple.com/us/app/expertusone-mobile-4-5/id975820681
https://mylearning.abb.com/
https://mylearning-americas.abb.com/

3.

4.

Login
E-mail address* «f—

assword* <——

Forgot your password?

Meed an account? Sign up

In a specific scenerio, during Impersonation, you might not be able to log in to MyLearning. This feature is use by
Administrators for troubleshooting purposes. You will be warned in log in panel by pop-up message.

SIGN IN

Username or E-Mail ©

Password "

X

details

i Login Failed! You are currently being impersonated
by your Admin. Kindly contact the Admin for further

OR COMPANY LOGIN

1

If you do not have myABB account, please create one following the steps below.

1

NOTE: You will be able to log in immediately when Administrator will end the Impersonation. For further

details contact your Admin.

NOTE: If any issues occur when logging in the system, follow the instructions included in the Configure
Your Browser section or reach out to Support.



1.2.

1.

2.

How to set up myABB account (for External Users)

In the ABB Log in page, click Sign up.

Login
E-mail address*

Password*

Forgot your password?

Need an account? Sign up —

Provide all the necessary in the marked fields and click Sign up. Don’t forget to read & agree to ABB privacy policy.

Sign up

With one ABB account, you can access all our online services.

Business information

United States of America

Security

Which phene number do you mest clearly remember from

your childhood?

E nave read and 2gres 10 422 privacy policy
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3. To activate your account, open your mailbox, find the email sent from myABB system and click the activation link.

2 NOTE: You must go to MyLearning and Sign In to have your account properly established in the system.

Otherwise, you won'’t be visible as a User for Administration.

4. Go back to MyLearning and try to Sign In. If you are already logged via myABB, you will be logged in right away. If
not — the system will redirect you to ABB Log in page (from the picture under point no. 1).

1.3. Roles in MyLearning

1. Learner is the main role in MyLearning assigned to every signed in User by default (other roles might need to be
requested via MyServices).

Learners belong to different Learner Groups basing on account attributes. The Catalog visibility in MyLearning
depends on access settings defined by Administrators for each training. It means that every single Learner’s

Catalog view is individual.

2. Instructors in MyLearning are responsible for leading Classrooms (ILT) / Virtual Classes (VILT) and passing their
knowledge to other attendees of training. Instructor type of access has to be requested via_MyServices.

Instructor can become a Host or Presenter of specific Class. They are responsible for leading the session.
3. Managers in MyLearning are responsible for verifying & assigning training for their subordinates.

In ABB structures, this role is granted automatically basing on HR feed data. If User would like to manage others
users’ enrollments (e.g. ABB customers or partners), Virtual Manager role has to be requested via MyServices.

4. Administrators are responsible for uploading and maintaining available trainings in MyLearning.

As content owners, they are the first instance to contact for Users who are experiencing any issues with specific
training.

1.4, Menu Bar overview

1. AsalLearner, you are be able to access all the panels available for you from one page. To reach them, click the name
of the panel located in the Menu Bar or scroll down

Mirp MyLearning MY LEARNING | MY DASHBOARD | CATALOG | MY PROFILE | & WA Ry ?

HELP

A. My Learning - You will find here all your Courses you have registered for in the last 12 months. This panel is

divided into three sections: To Complete, Completed and All. Find out more here.

B. My Dashboard - You will find here following sections: Curriculum/Certification, Bookmarks for Reference,
Learning Statistics, Learning History and My Certificates. Find out more here.

C. Catalog- You will find here all the available training to enroll in. Find out more here.

D. My Profile - You will find here all the details of your account, as well as: set your Preferences for MyLearning,
view your Order(s) details, add and edit Your Addresses. Find out more here.



https://abb.service-now.com/myservices?id=myis
https://abb.service-now.com/myservices?id=myis
https://abb.service-now.com/myservices?id=myis
https://mylearning.abb.com/

2.

From the Menu Bar, by clicking on particular icons, you can choose more option.

AL HR IR
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Faipip MylLearning MY LEARNING | MY DASHBOARD | CATALOG | MY PROFILE | & L O RN g H:P
Englishv (O -
' View the newest Alerts. Find out more here.
View the newest Announcements. Find out more here.

@ Access your latest Wishlisted training. Find out more here.

R Access your latest Bookmarked training/content. Find out more here.

'Ll Access Shopping Cart page. Find out more here.

3. In Menu Bar there is also My Profile, with some other functions.

4\ HR IR .

Faapip MylLearning MY LEARNING | MY DASHBOARD | CATALOG | MY PROFILE | & LNy

?
English™ (O

A. Access My Profile (Account) by clicking on the User information. Find out more here.

John Doe
Business Analyst

?
English™ () -HELF‘

B.  Use Help functionality. Find out more here.

John Doe

C. Signout.

John Doe

Business /

?




D. Language dropdown to change your preferred language.

John Doe
Business Analyst ?

ENGLISH

DEUTSCH

BAE
ESPANOL

1.5. Help feature

MyLearning offers you a self-guide Help feature that explains almost every basic functionality implemented in the
system. If you are a newbie to MyLearning, we strongly recommend utilizing Help to get familiar with all the features.

The option is available from the Menu Bar.

1. Locate the Helpicon next to your profile picture in the upper-right corner of MyLearning page.

AL IR ER

My MyLearning MY LEARNING | MY DASHBOARD | CATALOG | MY PROFILE | &

o NKE

Englishv (O -

HELP

2. Dragtheicon to the blinking, gray hotspots that are located in different sections of MyLearning.

ABB MyLearning vy eanine vy orsaosno | camaos wverorie 1 & A A PR R

Welcome to MyLearning!

or the best exp e use Microsoft Edge or
Google Chrome brc

ind links to s and help information in the
footer

Shows the classes you have enrolied
0d. To ses the full lst of en

ents, 4o to Learning History’

TO-COMPLETE (3) COMPLETED (9) AL (12)

2R

INSTRUCTOR RELATED COURSE

P
oy
Pr AR
'STANDALONE ASSESSMENT ABB MYLEARNIN
ADMINISTRATOR TRAINING

you provide matches with the class tite, code, description, tag or category. Results shown here are

3.  When the hotspot changes its color, release your mouse button to drop the Help icon on it.

,“‘IEE MyLearning

Welcome to MyLearning!

For perience, ol se Microsoft Edge or

Google Chrome

Find lin upport materials a p information in the
footer

MY LEARNINGES? <—

the enrollments/completions far the ast 12 months period. To see the full st of ensoliments, go to 'Leaming History’

‘Shows the ciasses you have enrolled for. Resalts for the search are shown if the keyword you provids matches wih the class titls,cace, Cescriptian, 1ag or category. Results shown here are




4. Information about the section will be displayed in a form of context help pop-up.

earning!

Snapshot featuring your enrolled
classes base use Microsoft Edge or

To-Complete:

SUTERCRERES M ESTTREER LIS 2 (s and help information in the
completed. You can view schedules,

Iaunch content and join meetings

Completed:
Shows the classes that you have
completed. You can view your

completion certificates, rate course
and take surveys

MY TEARNING™ . z =

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the ciass title, code, description, tag of category. Results shown here are
the enrollments/completions for the last 12 months period. To see the fulllst of enrollments, go to Learning History’

5. Inorderto close the pop-up window, click button.

2 NOTE: Hotspots start to display when the Help icon is located on the level of the desired section.

4 NOTE: You can hide the Help feature from your view by clicking on the button next to it. To unhide it
again, simply use Ctrl+Q key combination.

1.6. Banners section

Banner section presents information that is optimized for you, basing on the settings applied by Administrators. The
main purpose of Banners is to promote upcoming or ongoing training, let you know about customized Catalog
available for you or simply share any other type of details connected with administrative activities in MyLearning.

Welcome to MyLearning!

For the best experience, please use Microsoft Edge or
Google Chrome browsers

Find links to support materials and help information in the
footer
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1. You can click on the Banner itself to follow attached link leading you to more information. You can also use the
carousel buttons to view other banners and find out more.

Welcome to MyLearning!

For the best experience, please use Microsoft Edge or
Google Chrome browsers

Find links to support materials and help information in the
footer

5 NOTE: Please beinformed that in case that particular Banner leads you to specific MyLearning Course or
Training Plan, you might not be able to view the details until you Sign in.
1.7. Announcements

Announcements are the recently created and important information form the Administrators of your trainings or
MyLearning Support. You can view them in the following way:

® Whenever there is a new content in the Announcements waiting for you, Announcement
icon in the Menu Bar at the top of MyLearning page will be highlighted with a colorful dot.

2.  Move your cursor over the desired Announcement to see the full text.

I"l\==== MyLearning My LEARNING | MY DASHBOARD | CATALOG | MY PROFILE | &s

‘ ANNOUNCEMENT
| »

| W

Welcome to MyLearning!

For the best experienc se use Microsoft Edge or
Google Chrome brow:

Find links to support materials and help information in the o]
footer A

& NOTE: Inthisview, only 5 recently added Announcements will be displayed. Ultimately,
MyLearning Administration won’t allow this functionality to be overused.

A. When there are more than 5 items to be displayed, a Show All option will appear.

B. |If you are already familiar with the Announcement, you can remove it from your view by clicking the Trash bin
icon.
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3.  Click Show All to display all received Announcements in a separate window. You can remove all of the
Announcements at once by clicking Delete All.

ANNOUNCEMENT

jatory enrcAments done for one of the trainings in Myleaming tool, we are launching an emergency procedure regarding setting the access for

1:00am - 7:60pm CET on Saturday, Navember 24™ ue

1.8. Outlook configuration for MyLearning Notifications

1. Go toyour Outlook Calendar App. If you have not configured Outlook to download pictures automatically,
notification e-mails will probably look like the one below:

Reminder for the training ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS

@ ABB MyLeamning <PL-Do_Not_Reply@abb.com Reply Reply All 3 Forward
T t

pictLres i this m

Dear

This is a reminder that your Virtual classroam training is scheduled to start. The exact start date and time are given below

Class name: ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS

Session details:

2. Toview pictures in the notifications properly, cllick on the marked field like in the example below.

Reminder for the training ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS

€ Reply | % Reply Al > Forware
ABB MyLeaming <PL-Do_Not_Reply@abb.com . d
15 here 1o Gownioad pItures 1o help proted your prvecy, GUlooh preveried sutomalc Sowmiand of some pitures i 1t mevvoae ] mm—

®

Dear

This Is a reminder that your Virtual classroom training is scheduled to start. The exact start date and tima are givan below.

Class name: ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS

3. Click on ‘Add Sender to Safe Senders List’.

Reminder for the training ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS

@ ABB MyLearning <PL-Do_Not_Reply@abb.com> O Reply | € ReslyAl | > Forward | | -0

B i Lo Tt o\ S (o A T e St e S
b

Pictures

Change Automtic Dovnlosd Settings...

| Add Sender to Safe Senders List | —

Add the Domain to Safe Senders List

4. Opened e-mail should be automatically updated with ABB MyLearning logo. Future notifications will also display
thelogo properly.

Reminder for the training ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS

€ Reply | %) Reply > Foruar
@ ABB Myleaming <PL-Do_Not Reply@abb.com> epl oy Al ord
. e, 2008200

Al
2

1B MyLearning <t
Daar

This is a reminder that your Virtual classroom training is scheduled to start. The exact start date and time are given below

Class name: ABB MYLEARNING TRAINING - BEST PRACTICES FOR ADMINISTRATORS

Session details:




2. My Learning

AL
M

My Learning panel groups all the Courses you have registered for or completed in the last 12 months. You can reach
this panel by clicking on My Learning in the pinned Menu Bar at the top of Home Page or by scrolling down to it.

MY LEARNING

S——
S

=

HOW TO START LEARNING
EFFECTIVELY REMOTELY?

B b5 |

5 MyLearning " DASHBOARD | CATALOG | M

TO-COMPLETE (3) COMPLETED (9) ALL(12)

Ved BE’

ABB MYLEARNING INSTRUCTOR RELATED COURSE
ADMINISTRATOR TRAINING -...
s WEBSASE o A o cus n
® < N ® 4 N
" » o »

) ?
o @

\

Shows the classes you have enrolied for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enrollments/completions for the fast 12 months period. To see the full list of enroliments, go to ‘Learning History'

2.1

Sections in My Learning

My Learning Overview

All Classes contained in MyLearning panel are grouped by relevant status:

1. To-Complete: contains a

Il of your enrolled Classes. That includes:

. Classes that have ongoing/scheduled sessions

. Classes that are in

progress

. Expired Compliance Classes that User is required to re-register and complete to stay compliant

A\ IR IR

MY LEARNING

the enroliments/comp

ns for the fast 12 months perio

| TO-COMPLETE (3) ICOMPLEYED (9) ALL(12)

HOW TO START LEARNING
EFFECTIVELY REMOTELY?

#4319 » MyLearning MY LEARNING | \

d. To see the fulllist of enroliments, go to ‘Learning History’

ABB MYLEARNING INSTRUCTOR RELATED COURSE
ADMINISTRATOR TRAINING -...
- e My A
® < N L |
- @ w @

?

o @

Shows the classes you have enrolled for. Results for the search are shown if the keyward you provide matches with the class titie, code, description, tag or category. Results shown here are

SHOW AL
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7 NOTE: When your Compliance Class becomes expired, you will receive a notification. If you
would like to register again for the Class, enter Details Page of specific training and click on the

Re-enroll icon.

8 NOTE: When there are more than four Courses in one section, carousel buttons will appear on

both sides of the screen. Use them it navigate.

Completed: displaying overview of all the Courses that you have successfully completed. That includes:

2.
. Finished Classes
. Classes that are finished but still have more content attempts to go
AR MyLearning 1y LEARNING | My DASHBOARD | CATALOG | MYPROFILE (& 4 & @ M > ?
. o @I
MY LEARNING xreH X &
Shows the classes you have enrolled for. Results for the search are shown If the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enrollments/completions for the last 12 months period. To see the full list of enroliments, go to 'Learning History'
TO-COMPLETE (3) I COMPLETED (9) I ALL (12)
-
ABB LIBRARY PUBLISH ABB MYLEARNING ABB MYLEARNING ABB MYLEARNING
INTERFACE TRAINING ADMINISTRATOR TRAINING -... ADMINISTRATOR TRAINING -... ADMINISTRATOR TRAINING -...
(-] D o ) [}
SN I Ll “
covese (@) COMPLETED
3.  All: shows the classes you have enrolled for. Displays both Completed and To-Complete Courses in a separate
window. Additionaly, the following status sections might appear:
MY LEARNING - | [rurens = | o
View Canceled Classes

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are the enroliments/completions for the fast 12 months period. To see the full list of

enrollments, go o ‘Learning History’

TO-COMPLETE (3) COMPLETED (9) | ALL (12)

TO-COMPLETE (3) v /
COMPLETED (9) ~ 2 MONTHS v

223
# LAUNCH




10

11

AL HR IR
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PENDING: all the waitlisted and payment pending Classes are listed under this section.

INCOMPLETE: all the Classes that have Incomplete status will be listed in this section. This includes all the
Classes with Sessions in which your attendance is marked as No Show, as well Classes with failed

Assessment.

NOTE: Number next to the tilte of specific section indicates how many trainings it contains.

NOTE: If you would like to register again for the Incomplete or Expired Class, go to the Details Page of

that Class and click on the Re-enroll icon.

NOTE: Courses that are visible in My Learning section are from the last 12 month period. Training
records from the time before that are located in My Dashboard > Learning History section.

Display options

In My Learning section, you can display your Courses in three possible views. In order to switch to different type

of view, click on the relevant Grid, List or Calendar icon.

MY LEARNING n— E‘

Shows the classes you have enrolled for. Results for the search are shown If the keyword you provide matches with the class title, code, description, tag or category. Results shown here are

the enroliments/completions for the last 12 months period. To see the full list of enroliments, go to "Learning History"

TO-COMPLETE (7) COMPLETED (3) ALL (16)

A |

MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING ABB MYLEARNING
n ACCIDENTS PASSION EFFECTIVELY REMOTELY? ADMINISTRATOR TRAINING -... n
& -] B¢ vico -] W vioe n s WEB-BASED ]
® < Nl ® < A B ® < N ® < A
8 » o » 0 » . N
GRID
.
. LIST
el

CALENDER




1.  GRID: default setting

MY LEARNING

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the full list of enroliments, go to ‘Learning History'

TO-COMPLETE (7) COMPLETED (3) ALL (16)
|
3 |
|
MOST COMMON MYLEARNING HOW TO START LEARNING ABB MYLEARNING
ACCIDENTS EFFECTIVELY REMOTELY? ADMINISTRATOR TRAINING -...
W viso [-] W vioso N Wl WEBBASED o
® < N ® £ | B ® < N ® «< A
® e ® e ® e —

SHOW ALL

2. LIsT

MY LEARNING SEARCH Q| FITERS = mm ae

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enrollments/completions for the last 12 months period. To see the full list of enrollments, go to "Learning History'

TO-COMPLETE (22) COMPLETED (32) ALL (60)

EFFECTIVE COMMUNICATION TECHNIQUES

b
g g
‘ <. fr—— A o Lo |
\\ b ] £ CHANGE CLASS @ ca 5 SHARE P BOOKMARK. +-+ MORE

TIPS FOR EFFECTIVE ONLINE COMMUNICTION

o Bcovrst @

W WEBASED

2 SHARE [ BODKMARK +.s MORE

12

NOTE: Listed view is the only possible one for All section.

3. CALENDAR: applies only to Classes with Sessions

MY LEARNING | [omz| = m

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the full list of enrollments, go to "Learning History

TO-COMPLETE (3) COMPLETED (9) ALL (12)

< PREVIOUS AVAILA

s mon wep ™ e sar
¥ § }
¥ 7 f s i ' ABB MYLEARNING
ADMINISTRATOR TRAINING -...
" a w s ™ -~ "
S VIRTUAL CLASS o
= 2 u
® < A

N PROGRESS ‘

NOVEMBER 13, 2023 MYLEARNING NAVIGATOR - LEARNER MAIN MANUAL LEARNER



2.2. Access Course Details Page from My Learning

AL HR IR
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1. Course Details Page is a separate page, giving you a full set of details about the Course you are enrolled in. You

are also able to perform actions described below.

A. InMyLerning, a Class under a stand-alone Course is marked with following icon: OURSE , while the
Course under a Curriculum/Certification Training Plan is marked with one of the following icons:

Q CerTIFICATION | | 1\ curricuLUM |

B. You can access the Course Details Page by: clicking on the title of the Course.

TO-COMPLETE (7) COMPLETED (3) ALL (16)

“1

I I OVERDUE NOTIFICATION - CERTIFICATIDNQ

] TION
wa WEB-BASED

@ CANCEL ENROLLMENT

= THE SECRETS TO PROGRAMING (WEB-BASED)

A
g
m WEBBASED

@ CANCEL ENROLLMENT f; TAKE ASSESSMENT [B TAKE SURVEY

MOST COMMON MYLEARNING ACCIDENTS

- B course

@ CANCEL ENROLLMENT

2 SHARE Bl BOOKMARK =

% SHARE [ BOOKMARK ==

3 SHARE I BOOKMARK

® LAUNCH

MORE

# LAUNCH

MORE

# LAUNCH

s« MORE

TO-COMPLETE (7) COMPLETED (3) ALL (16)

Sl

MOST COMMON MYLEARNING, DO YOUR WORK WELL WITH
ACCIDENTS PASSION A EFFECTIVELY REMOTELY?
¢ ViDEO =} W ViDEO a B¢ ViDEO .
x . & . I .

HOW TO TRACK YOUR
LEARNING PROGRESS?

e WEB-BASED

SHOW ALL

13NOTE: By entering the Course under a Training Plan, you will open the Training Plan Details Page

instead of Course Details Page.
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Information on the Course Details Page

° General information of the Course you are enrolled in. This includes: Course description, Course Code,
Duration of the Course, Categories and Tags associated with the Course, Provider and Contact Support (if

given).
| | 3 ABB LIBRARY PUBLISH INTERFACE TRAINING Duration Not Available
i : Mandatory course for every employee wist ) ments via ABB Library. It explains impact X
wovided meladal; ther systems an -
B cou 02565
-
Attachments None

ABB LIBRARY PUBLISH INTERFACE TRAINING

Mandatory course for every employee wishing to publish d ts via ABB Library. It explains impact of provid: adata on other

n WEBBASED

"B COMPLETION CERTIFICATE @ RE-ENROLL 2 SHARE W BOOKMARKEC

® LAUNCH

. Enrolled Class Details with your progress. In this section you can see:

ABB LIBRARY PUBLISH INTERFACE TRAINING
Mandatory course for every employee wishing to publish documents via ABB Library. It explains impact of provided metadata on other

systems and end users.

: 9CSC002595e-GLB-EN o

Class Code
s WEB-BASED Language English
Duration Not Available
Provider : ABB Library
Enrolled by : Self on Feb 03,2023

Completed By
Score

Contact Support

Self on Feb 07,2023
100

Not Available

Completed

3 SHARE_ M BOOKMARKED

‘I COMPLETION CERTIFICATE  EN RE-ENROLL o

A. Details like Class Code, Language, Duration, Provider etc.

4 NOTE: In this section you can also find contact information to the person responsible for the
training (in Contact Support or Provider field).

B. Completion certificate
Option to Re-enroll once again for a Class

C. Your progress
D. Buttonto launch the Class

E. Type of the Class
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15 NOTE: Beforeyou start completing Class the Progress will be displayed as ‘Yet to Start’

6 NOTE: Please beinformed that Completion Status Circle shows only the status of content that has
been viewed by User but not necessarily passed. It means that in case of going through attached
Assessment without passing it, the system will display 100% in the Completion Status Circle because
you have displayed all the associated Class content. To make sure that specific training has been
completed successfully, verify if the relevant training is in the Completed or To Complete section.

17 NOTE: Your progress status can be displayed as Overdue which means that you have missed

completion deadline but still can access and complete training.

2. Detailed information of the Class under the enrolled course depend on the delivery type of the training. For
Classrooms and Virtual Classes, you will find details of the Sessions assigned to the Class:

HOW TO ORGANIZE YOUR WORK? - TIPS FOR WORKING FROM HOME Duration © 00 Minutes
How to organize your work? - Tips for working from home Provider - Internal
§ 8 COURSE Code: 9CSCO0456-GLE-EN i
Contact Support ©  mylearningteamEabb.com
g SHARE
Attachments : None

HOW TO ORGANIZE YOUR WORK? - TIPS FOR WORKING FROM HOME (o)
How to organize your work? - Tips for working from home he

Class Code - SCSC00456-GLE-EN
Language : English
S VIRTUAL CLASS Duration + 03 Hours
Provider - Interna
Enrolled by : Self on Aug 04,2022
Contact Support : myleamingteam@abb.com
¥ CHAMGE CLASS @ CANCEL ENROLLMENT g RE-ENROLL «3SHARE I BODKMARK
ssions: 2
1.Name How to work remotely - session 1
JOIN
Date Wed, Aug 31, 2022 4:00 PM To 5:30 PM CEST (GMT +02:00) ®
2.Name How to work remotely - session 2
JOIN
Date Tue, Sep 6, 2022 4:00 PM To 5:30 PM CEST (GMT +02:00) ®

Attachments : None
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ACTIONS YOU CAN TAKE FROM COURSE DETAILS PAGE FROM TO-COMPLETE SECTION
a) Share the Course
b) Access Attachments for Course (extra files that are not mandatory to complete the training)
c) Take Pre-Test (obligatory Assessment to complete before the training)
d) Change Class (if there is more than one Class under the Course)
e) Cancel Enroliment
f) Take Assessment
g) Take Survey
h) Re-enroll to the Class (possible both from the Details Page of training and Catalog)
i) Share the Class
j) Bookmark your Class
k) Join/Launch the Class (this option won’t be available for Classrooms)

I) Access Attachments for Class (extra files that are not mandatory to complete the training)

" THE SECRETS TO PROGRAMING
! B couRst

b
™ THE SECRETS TO PROGRAMING (VIDEO) 0

ACTIONS YOU CAN TAKE FROM COURSE DETAILS PAGE FROM COMPLETED SECTION
a. Share the Course
b. Access Attachments for the Course (extra files that are not mandatory to complete the training)
c. Ratethe Class
d. View Completion Certificate

e. Take Survey



f. Re-enroll for the Class (possible both from the Details Page of training and Catalog)

g. Share the Class
h. Bookmark the Class
i. Launch the Class again (only for the Content-based Classes, where there are multiple attempts set to access

the Content)

j.  Access Attachments for the Class (extra files that are not mandatory to complete the training)

. THE SECRETS TO PROGRAMING Duration o 01 Hour, 50 Minutes
The Secrets To Programing for Beginners. Tags . ADMINISTRATOR_JOBAID
B COURSE Code: 9CSC098776-6LB-EN-V1
Provider : MyLeaming Team
Contact Support : trainingadministrator@email.c
- =
Attachments
™ THE SECRETS TO PROGRAMING (VIDEO)
¢ The Secrets To Programing for Beginners
Completed
Class Code 9CSC098776v-GLB-EN-V1
. Language English
Provider MyLearning Team
Enrolled by Self on Mar 26, 2021
Completed By Self on Mar 26,2021
Score 2
Cantact Support training_administrator@email.com
Q
FrRATE “ML COMPLETION CERTIFICATE B TAKE SURVEY &% REENROLL = shareflmeco
Attachments

2.3. Search your training using Filters and Search Bar

Find your training using Filters

1. Inorderto find desired Course in My Learning panel more quickly, use Filters. Select desired options and click on
Apply. You can use this feature for each available section (To-Complete, Completed and All).

SEARCH L | | FITERS 3= &
fi ASSIGNMENT TYPE DELIVERY TYPE ASSIGNED BY PROVIDER
g
O mandatory & classroom O Manager TYPE PROVIDER
Te| O compliance O virtual Class LOCATION
| | B Rrecommended & web-based
TYPE CITY A
@ video

|

CLEAR [GGNE Multiple filters can be selected




2.  Youcan refine your results by:
. Assignment Type - defines the obligatory nature of the training you are looking for.
. Delivery Type — defines the learning method of the Classes.
. Assigned By - shows the training asigned to you by your Manager.

. Location - allows you to describe the location of the Class precisely. This bar has to be filled with a proper
name of the city in which the Class is taking place. Type in at least 3 following characters to launch the
search engine and click on the magnifier icon to display all results.

. Provider - vendor of the training

8 NOTE: You can apply multiple filters when searching for a particular training.

3. Ifyouwant to delete your filters, untick them or click Clear to remove them all at once.

SEARCH \ || FILTERS 3= i
| AssiGNmENT TYPE DELIVERY TYPE ASSIGNED BY PROVIDER
lg
O Mandatory O classroom O manager TYEE PROVIDER

rE| B compliance @ virtual Class LOCATION
B B Rrecommended B web-based

TYPECITY

O video

N\

CLEAR JEN@  Multiple filters can be selected

4. Theresults will be displayed in a Show All window. You can find the applied filters at the top of the listing view.
You can delete particular filter by clicking next to its name or delete all the filters by clicking on Clear All.

MY LEARNING

Shows all the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are the enrollments/completions for the last 6 months period. To see the
full list of enroliments, go to 'Learning History"

TO-COMPLETE (6) COMPLETED (0) ALL (8)

ABB MYLEARNING TRAINING- BEST PRACTICES FOR ADMINISTRATORS (NEW SCHEDULE)

Bloousse 5 25,cuz0 @ sTams 7100 NS A7 230 P CET (T 010 (&

£ cHance L o sHaRe M BOOKMARK e MORE

Find your training using the Search Bar

Search bar allows you to find desired training by providing specific title, Class code, part of description or a tag
(keyword) related to specific Class. It enables you to browse all the available sections: To-Complete, Completed and All.
Follow the steps below to get the best possible results when using the Search Bar.

5. Click on the search bar field and type in at least 3 following characters (e.g. the name of training you are
searching for or Class code). You can use this functionality for a particular section (e.g. To-Complete) or for All
Courses.



MY LEARNING —» SEARCH gl I

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the full list of enroliments, go to ‘Learning History"

TO-COMPLETE (7) COMPLETED (3) ALL (16)

MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING HOW TO TRACK YOUR
ACCIDENTS PASSION EFFECTIVELY REMOTELY? LEARNING PROGRESS?
W ViDEO =] W VIDEO =} ¢ vioEo bia | mE WEB-BASED i\
® < N ® < Q0 B ® < N ® < | B

SHOW ALL

MY LEARNING —_— | R | m=| @

View Canceled Classes

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are the enroliments/completions for the last 12 months period. To see the full list of

enroliments, go to 'Learning History'

TO-COMPLETE (3) COMPLETED (9) ALL(12)

TO-COMPLETE (3) »

STANDALONE ASSESSMENT
. - N curmicuLuM \

a'ﬂ:?* i ) )

6. Adrop-down with suggested results should be displayed. Select one or continue typing to narrow down the

results.

ABB .
ABB MYLEARNING ADMINISTRATOR TRAINING - MODULE 2

ABB MYLEARNING ADMINISTRATOR TRAINING - QUIZ

ABB MYLEARNING USER MANAGER

7. If youwant to view the full list of results, simply click the magnifier icon.

ABB MyLearning Administrator Training - QUIZ D

8. From theresults list view, you can peek at the details of displayed training items.

MY LEARNING Yy o
v led Classes

Shows the classes you have enrolled for, Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are the enrollments/completions for the last 12 months period. Ta

see the full list of enroliments, ‘Learning History'

TO-COMPLETE (1) COMPLETED (1) ALL (2)

™ war 2 X | Cenn
TO-COMPLETE (1) o ”
o
- " B~
L




9. Click Show All to switch to the full view of search results.

MY LEARNING SEARCH } | | FUTERS 3= | = &

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enrollments/completions for the last 12 months period. To see the full list of enroliments, go to "Learning History'

TO-COMPLETE (7) COMPLETED (3) ALL (16)

3 R o
i s —_
MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING HOW TO TRACK YOUR
ACCIDENTS PASSION EFFECTIVELY REMOTELY? LEARNING PROGRESS? B
¢ VIDED -} B¢ ViDEO =} [ IR A (7] n
® < N ® & W & ® < N ® & W =
(») » (o) » @ » (w) »
N S .
—_—

19 NOTE: The search baris also available in the Catalog.

2.4. Export your list of Classes

1. Go to My Learning > All section and click on the Export button in the upper-right corner. From this page, you can
also export the list of Classes from the To-Complete and Completed sections.

T

View

MY LEARNING

olled for. Results for the search are shown if the keyword you provide matches with the class titl, code, description, tag or category. Results shown here are the enroliments/completions for the last 12 months period. To

Shows

see the full

TO-COMPLETE (22) COMPLETED (32) ALL (60)

TO-COMPLETE (22) ~

[ - e EFFECTIVE COMMUNICATION TECHNIQUES
§ K o
\ b A \ o
' -

i\‘f ¢ YT = e

2.  Select desired format for the exported file (PDF or CSV). Please note that it might take some time for the system
to process the download request.

@ Export As

= =]

2.5. Start and Complete a Class

Launch a Web Based/Video Class

1. Tolaunch a content-based Class, go to My Learning panel and select the desired Class. You can start your training

in the following ways:

A. Navigate to My Learning panel on the Home Page. You can launch your training by clicking the Launch icon

below the Course details.



MY LEARNING X o] =

Shows the classes you have enrolled for. Results for the search are shown If the keyword you provide matches with the class title, code, description, tag or category. Resuts shown here are
the envollments/completions for the fast 12 months period. To see the full it of enrallments, go to ‘Learning History'

TO-COMPLETE (7) COMPLETED (3) ALL (16)

MOST COMMON MYLEARNING HOW TO START LEARNING HOW TO TRACK YOUR
ACCIDENTS EFFECTIVELY REMOTELY? LEARNING PROGRESS? u
- s e [} m "
® < R & ® < RN n &
() > ) () o

B. Gotothe My Learning > All section. Click Launch next to the training you want to start.

3 s .

mpietions fo he ast 12 months period. To see the ful st of

C. Open the Course Details Page. Scroll down to the Enrolled Classes Details and click on Launch button.

TIPS FOR EFFECTIVE ONLINE COMMUNICTION Duration 45 Minutes
Leam how to communicate in an effective way while working remotely — -
| B course Code: 9GSCOD024-GLE-EN
Gontact Support myleaminteamabb.com
*§ SHARE
Attachments None

Nl WEBBASED

Class Code
Language
Duration
Provider
Enrolled by
Contact Support

3 CHANGE CLASS

TIPS FOR EFFECTIVE ONLINE COMMUNICTION

Lea howto communicate in an effective way while working remately
- 9CSC00024-GLE-EN
+ English

* Not Available

Interna
Self on Aug 08,2022

mylezmingeam @b com

® CANCEL ENROLLMENT @ RE-ENROLL

()
)
Yetto Start

«lSHARE P BOOKMARK

D.

Directly form Catalog section. Please remember that you need to enroll yourself for the training first. Click on

the Enroll icon, then a pop-up window will be displayed on the screen. Select Launch Content option.

CATALOG ALL (11931) @ WISHLIST (0) (& CATEGORIES (181) ‘% TAG CLOUD (14354) ™ RECOMMENDATIONS (11)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category assoclated with the training

S FILTERS 3% 4
11931 results found. There are more resuits matching your search/filte criteria to which you have aiready enrolled and you may find those in UNIVERSAL SEARCH

gish X | Clear &

5 POWERING PRODUCTION CONTINUITY IN 5 Z441E - PAMA - INTERNAL CONTROLS -
\ FOOD AND BEVERAGE PRICING 2023 - EN




ENROLLMENT CONFIRMATION

You have been enrolled successfully in the Course l

VIEW COURSE DETAILS J§ LAUNCH CONTENT

E. Tostarta Class under a Training Plan, open the Curriculum/Certification Details Page. Find the Class you
want to start and click on relevant Launch button.

Course Details

POWERING PRODUCTION CONTINUITY IN FOOD AND BEVERAGE Duration 30 Minutes

- ELECTRIFICATION Academy Powering Production Continuity in Food and Beverage Gerneva\ Category SUSINESS ARER

information Course Description This module will focus on how ABB can helpi

Electrification
B Course Code: Tags F&B, SCDI, SCDI_FOB_L2
Provider EL Academy
5 SHARE
Contact Support
Attachments : None
Enrolled Class Details
POWERING PRODUCTION CONTINUITY IN FOOD AND BEVERAGE e
- ELECTRIFICATION Academy Powering Production Continuity in Food and Beverage General information Yetto Start
Course Description This module will focus on how ABB can help improve preduction centinuity in F&B facilities by eliminating downtim etiostar
Class Code
s WEE BASED Language : English
Duration + 30 Minutes
Provider * EL Academy
Enrolled by : Self on Mar 27,2023
Contact Support
® CANCEL ENROLLMENT [ TAKE SURVEY £ RE-ENROLL «2SHARE [ BOOKMARK
Attachments : None

20 NOTE: You can also access a Training Plan Details Page from My Dashboard > Curriculum/Certification.
Content Player (complete a Web-based/Video Class)
Your training materials will be displayed in a separate window called the Content Player. It displays all kinds of e-

learning materials such as videos or interactive content formats. It also collects all of the Surveys and Assessments
attached to specific Class. Learn how to complete a content-based Class below.

2 NOTE: Content Player will be also available for Instructor-Led Classes, if there is any Survey or

Assessment attached.

2. In order to start the the Class, click Launch or a play button, as described in the previous section.

3. AContent Player window will pop-up with. For Video Classes, learning will start to play automatically.
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The whole player consists of 2 main parts:

. A queue bar at the top of Content Player, grouping together all the associated content pieces to be displayed for
specific Class .

. The currently played content under associated items list.

FUNDAMENTALS OF ACCOUNT MANAGEMENT (WATCH) AR 2 X

. MYLEARNING NEW Ul VIDEQ ;& ACCOUNTING FUNDAMENTALS ’ MYLEARNING NEW Ul EVALUATION
Version: 1 . Anemprs Left: 1

® n @ ®

The list of attached content objects is formed as a chain of contiguous rectangles. Each content tile enables you to
view the content name in the system, recognize the content type by associated icon and find out which object is
currently displayed in the player. Although the feature is the same for all types of mentioned content, there might be
some differences between the available tools. Below you can peek at the example of video content player view that is
equipped with additional dedicated control slider bar (rest of tools is the same for all content types).

FUNDAMENTALS OF ACCOUNT MANAGEMENT (WATCH) AR Z

. MYLEARNING NEW Ul VIDEO %> ACCOUNTING FUNDAMENTALS 5 MYLEARNING NEW UI EVALUATIO 1 1
Version: 1 D

Attempts Left:1
) =
(), m o)

:
o

MBI

A.  Control slider bar - specific for Video or Audio Content. It allows you to play & pause the Content, adjust
volume, move to desired moment or enter full screen mode.

B. Individual content progress tracker — displays your current progress in this specific content object. After
entering the content again, system should move you directly to the place that you left it previous time.

C. Bookmark Content - enables you to save the Content with other bookmarked items to come back to it later.

D. Collapse/Expand header - enables you to hide or show the queue bar that lists all the associated content to
be displayed for specific Class at the top of Content Player window.

E. Bookmark Class - enables you to save the Class with other bookmarked items to come back to it later.
Make full screen - change the view of the displayed Content Player to a full screen.

G. Close - exit the Content Player without saving your progress.
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2  NOTE: Don'tleave the Content Player by clicking Close if you want your progress to be captured.

H. Done - exit the Content Player and save your progress.
Once you finish the trining content, click Done to save the progress and exit the Content Player window. If you

don’t manage to finish your training in one sitting, the progress will be captured and the next time you launch the
same content, you can resume from where you left.

— 3

3 NOTE: Some of the attached content might redirect you to the external browser windows. Please do not

close MyLearning tab in your browser or leave the new browser window without selecting Done because it
will make MyLearning unable to collect your completion status data.

24 NOTE: Some content types (AICC / SCORM / xAPI) the exact progress percentage is not captured.

In such cases the percentage will be displayed as ‘N/A’ — not available.

ABE MYLEARNING ADMINISTRATOR TRAINING - MODULE 2 A
ABB MyLearning Administrator Training - Module 2 Course Creatio  w -
In Progress
(lass Code - GC5C0072282-GLE-EN-V1
Language : English
Duration : 15 Minutes
Provider : MyLearning Team
Enrolled by :Self on Jul 20, 2022
Contact Support : Mot Available
® CANCEL ENROLLMEMT £ RE-EMROLL =g SHARE [ BOOKMARK

25 NOTE: Never leave content without clicking Done button (e.g. by closing the window). MyLearning

might be unable to track your progress in such case.

26 NOTE: If you encounter any problems when completing a Content-based Class, please refer to chapter

with troubleshooting actions before reaching out to support.
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5.
Learning panel.

After you finish the traning (progress tracker will show 100%), you can find it in the Completed section in My

LTE

MY LEARNING SEARCH Q | | FILTERS 3=

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the full list of enroliments, go to ‘Learning History"

TO-COMPLETE (3)| COMPLETED (9) | ALL (12)
= 1|4 3
;1-? L

ABB MYLEARNING
ADMINISTRATOR TRAINING -...

ABB MYLEARNING
ADMINISTRATOR TRAINING -...

ABB MYLEARNING
ADMINISTRATOR TRAINING -...

ABB LIBRARY PUBLISH
INTERFACE TRAINING

mm WEB-BASED =] s WEB-BASED o mm WEB-BASED o mm WEB-BASED o
o o - . . . o
2R < P A < PR < 2 N <
" g  COMPLETEDON ~ COMPLETED ON - COMPLETED ON ~ COMPLETED ON
COMPLETED; ® o7 COMPLETED JAN 09,2023 COMPLETED JAN 09,2023 COMPLETED JAN 09,2023

SHOW ALL

27

Join Virtual Class

6.
join the Class in the following ways:

A.
approaches.

TO-COMPLETE (3) COMPLETED (9) ALL (12)

I "' .

STANDALONE ASSESSMENT ABB MYLEARNING INSTRUCTOR RELATED COURSE
ADMINISTRATOR TRAINING -...
mm WEB-BASED i mm WEB-BASED o 1
® B < N ® < QN \: < A
UPCOMING
- SESSION
V1 FRocREss MAR 13,2023

28

displayed.

To launch an Instructor led, remote trainig, go to My Learning panel to select the desired Virtual Class.

NOTE: If the Class is under a Curriculum/Certification, you can also view it from My Dashboard panel.

You can

Navigate to My Learning panel on the Home Page. Click Join icon on the Class title once the start time

NOTE: You can also perform this action in the Calendar view, where only Classes with Sessions are



I
B. Inthe All page, click on Join button next to the training you want to start.
INSTRUCTOR RELATED COURSE l
Moo 88w 0 STASTS AT 915 AM ENDS AT 1115 AM CET (GUT +310 -
C. Inthe Details Page, click on Join button next to the Session details once the session time approaches.

MODULE 1

1 MODULE(S) < ® | INSTRUCTOR RELATED COURSE

1. INSTRUCTOR RELATED COURSE TEST

Required | Yet To Start &M VIRTUAL CLASS

9 STANDALONE ASSESSMENT Class Code : Insriructor_test_04.02.23
Required | Yet To Start Language < English
Duration 02 Hours
Provider : Internal
Enrolled by : Admin
Enrolled on Feb 04, 2023
Contact Support : Not Available

SWITCH TO TREE VIEW

Instructor related course test
- Yet to Start

£ CHANGE CLASS

Session: 1
1.Name test
Date Mar 13,2023 9:15 am - 11:15 am CET (GMT +01:00) E— ® JoiN
Instructor
Attachments : None

7.  Your meeting will open in a new window. Make sure that your browser doesn’t block opening new windows.

29

30

NOTE: The completion status will be marked by the Administrator/Instructor/Manager after the Class
is finished.

NOTE: If you encounter any issues joining the Session, please reach out to the Training Administrator
responsible for the training. You can find the contact information in the description of the training, in
Contact Support or Provider fields located on the training Details Page.

Complete Survey / Pre-Test / Assessment

You are able to access Survey and/or Assessment attached to a particular Class in the following ways:

A.

Once you have completed a Content based Class, select relevant Content object in the Content Player
Window queue bar. You can find attached Surveys / Pre-Test / Assessment in the Header queue bar, above
the displayed video or e-learning (the Header must be expanded).

@

Version: 1

MYLEARNING NEW Ul VIDEO ,‘,“ ACCOUNTING FUNDAMENTALS ASSESSMENT » MYLEARNING NEW Ul SURVEY

Attempts Left: 1

u| @ ®




B. Go to the Details Page of the Course or Curriculum/Certification. Click on Take Pre-Test, Take Assessment

or Take Survey, depending on the action you want to take.

PROJECT MANAGEMENT INTRODUCTION
In this course, you learn the basics of project management

. Class Code : 9CSCO3456-GLB-EN
“ - Language : English
W VIRTUAL CLASS Duration : 02 Hours, 30 Minutes
Provider * Internal
Enrolled by :Self on Aug 16,2022
Contact Support © mylearningteam@abb.com

TAKE PRETEST | @ CANCEL ENROLLMENT I-" TAKE ASSESSMENTI I; TAKE SURVEY | £ RE-ENROLL

E TIPS FOR EFFECTIVE COMMUNICATION

Yet to Start

In this Training Plan, you can learn how to communicate effectively with your colleagues both in real-
world as well as online.

[N\ CURRICULUM CODE:9TP045678-GLB-EN-V1 VERSION NUMBER:1
MODULES : 1| COURSES: REQUIRED -2 | OPTIONAL -0

ST| @ CANCEL ENROLLMENT If“ TA{EASSESS‘JIE\I_II TAKE SURVEY I ’: SHARE M| BOOKMARK

31 NOTE: You can access this view from My Dashboard > Curriculum/Certification.

C. Navigate to My Learning panel on the Home
Page. Under desired training you can see relevant
icon to view the:

PROJECT MANAGEMENT
A - Pre-Test INTRODUCTION
B - Assessment M VIRTUAL CLASS g
C - Survey A B
x
< N
You can take both actions in the listed view, by »

clicking Take Assessment, Take Pre-Test, or

D. You are also able to access attached Surveys or/and Assessments from My Learning > All section by clicking on Take

Pre-Test (A), Take Assessment (B) or Take Survey (C) next to relevant Class on the listing.

AL
M

PROJECT MANAGEMENT INTRODUCTION

Blcourse  £5MAR0s, 2023 @) STARTS AT 11:00 AM ENDS AT 1:30 PM CET (GMT +01:00)

—0 B C
19 TAKE PRE TEST| @ canceL enroLLMENT |8 Tae AssessuienT| (B Taxe survey] «2 SHARE

S VIRTUAL CLASS

B BOOKMARK

UPCOMING SESSION
MAR 08, 2023

== MORE




10.

11.
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32 NOTE: Pre-Testis atype of Assessment. It is taken before the start of the training to evaluate your

knowledge prior going through the training material and measure the effectiveness of provided material.

Just like with Content based Classes, the Survey and Assessment attached to training will be displayed in the
Content Player. However, the training material will be replaced with questions of different types: Comments,
Drop-downs, Multiple Choice, Rating, True/False, Yes/No

Surveys/Assessment can consist of few question groups. In the Navigation panel located on the left, you will see
which section you are currently in and how many are left. In case of Surveys, not all of the questions have to be
mandatory so it will be possible to skip some.

‘_‘ MYLEARNING MEW U ASSESSMENT MYLEARMING NEW LI SURVEY

.

)

T

In order to access the next page of the Survey/Assessment, continue with Next. You can always can go back, by
clicking Previous button.

< PREVIOUS

After you complete the Assessment, click on Submit. Remember to always leave the Content Player with Done
button.

< PREVIOUS e SUBMIT
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3 NOTE: Remember that in case of Assessments and Surveys, it is necessary to Submit your
answers after completing the whole questionnaire.

34 NOTE: Taking the Assessment is mandatory to complete the training. Taking Survey is
optional to give Administrator some feedback about training content.

35

NOTE: Surveys and Assessments will be displayed in a Content Player for all kinds of Classes.

2.6. Change Class under a Course

MyLearning lets you to change the Class that you wish to attend to another one from under the same Course (in case of
not suiting time, language, delivery method etc.). This action is possible only if there are other Classes available for
you under the same Course. To do that, please follow the steps below:

1.  You can access the functionality in the following ways:

A. Go to the Details Page of the Course. Click on Change Class.

THE SECRETS TO PROGRAMING (u-s;)
The Secrets To Programing for Beginners. —
Yet to Start
Class Code - 9CSC098776e-GLB-EN-V1
Language : English
Duration 01 Hour, 50 Minutes
Provider : MyLearning Team
Enrolled by : Self on Feb 01,2023

Contact Support

peprpe—— P P, e S RE o
S CHANGE CLASS |® CANCEL ENROLLMENT [ TAKE ASSESSMENT [ TAKESURVEY g REENROLL o3 SHARE |I] BOOKMARK
® LAUNCH

B. You arealso able to perform this action from All section in My Learning panel by clicking on Change Class.

MY LE

TO-COMPLETE (10) COMPLETED (3) ALL(13)

TO-COMPLETE ~

FUNDAMENTALS OF ACCOUNT MANAGEMENT (WATCH

0
- e
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2.  Youwill be redirected to the Details Page. Be aware that when selecting a new Class, language filter will be
automatically added. To see Classes available in all languages remove the filter by clicking on the cross icon next
to it. You can also use Filters to narrow your search results.

List of Classes (2) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)

English X {8 Clear All

ORGANIZE YOUR WORK - TIPS AND TRICKS 0 4
This is a Course for new employees about work organization
& SUOMALAINEN =3 SHARE

ORGANIZE YOUR WORK - TIPS AND TRICKS @ ’

This is a Course for new emplyees about work organization.

__
&P VIRTUAL CLASS & ENGLISH % Starts On: Thu, Mar 17, 2022 7:15 AM-11:45 AM  CET (GMT +01:00) =5 SHARE SEATS LEFT: 14

™ ENROLL

3.  Select desired Class by clicking on the radio button next to it and proceed with clicking on Enroll.

List of Classes (3) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)

FITERS 3

ORGANIZE YOUR WORK - TIPS AND TRICKS [e) 7

This is a Course for new employees about work organization

s WEB-BASED € SUOMALAINEN «3 SHARE

ORGANIZE YOUR WORK - TIPS AND TRICKS \ 0 4

This is a Course for new emplyees about work rganization.

ESKY JAZYK Starts On: Wed, Mar 13, 2024 10:00 AM-11:15 AM  CET (GMT +01:00) «3 SHARE SEATSLEFT: 16

ORGANIZE YOUR WORK - TIPS AND TRICKS e} 4

This is a Course for new emplyees about work organization,

M VIRTUAL CLASS

(-

M VIRTUAL CLASS © ENGLISH # Starts On: Thu, Mar 17,2022 7:15 AM-11:45 AM CET (GMT +01:00) =3 SHARE SEATS LEFT: 14

4. Afteryou enrollin the new Class, you will be able to launch/join it. Additionally, information about the Class you
are enrolled in will be updated in My Learning.

2.7. Change Class under a Curriculum/Certification

1. Tochange Class under a Training Plan (Curriculum or Certification), follow one of the paths below:

A. Goto the Details Page by clicking on a Course under a Training Plan in My Learning or go to
Curriculum/Certification section My Dashboard panel. Click on Change Class.

1 MODULE(S) < I
k.

MODULE 1 -

TIPS FOR EFFECTIVE ONLINE COMMUNICTION [ n\‘

eam how to communicate in an effective way while working remotely

Yet to Start

CATION TECHNIQUES

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION
Required | Yet To Start

N\

mylearningteam@abb.com

Attachments None
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You will be redirected to the Details Page of the Training Plan. Be aware that when selecting a new Class, language

2.
filter will be automatically added. To see Classes available in all languages remove the filter by clicking on the

cross icon next to it. You can also use Filters to narrow your search results.

1 MODULE(S) <

MODULE 1 -

1. EFFECTIVE COMMUNICATION TECHNIQUES
Required | Yet To Start

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION Endlish X Clear Al FILTERS =5
i . ngiis| ear r = "
Required | Yet To Start List of Classes: 0 =19

Choose your desired Class by clicking on the radio button next to it and proceed with Enroll Selected Classes in

SWITCH TO TREE VIEW

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION

Learn how to communicate in an effective way while working remotely

CODE : 9CSC00024-GLB-EN
CONTACT SUPPORT : - mylearninteam@abb.com

3.
the Number of Classes Selected pop-up.

1 MODULE(S) < l

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION

Learn how to communicate in an effective way while working remotely

MODULE 1 -

1. EFFECTIVE COMMUNICATION TECHNIQUES
Required | Yet To Start

CODE : 9CSC00024-GLB-EN
CONTACT SUPPORT: - mylearninteam@abb.com

2 . TIPS FOR EFFECTIVE ONLINE COMMUNICTION List of Classes: 1 ———.
Required | Yet To Start \ E o
TIPS FOR EFFECTIVE ONLINE COMMUNICTION SELECT CLASS
4

ws WEB-BASED & POLSKI

After switching the Classes, you will be able to launch/join it right away. Additionally, information about the Class
you are enrolled in will be updated in My Learning and My Dashboard.

4.

2.8. Cancel your enrollment in a Class

1. To cancel your enrollmentin a Class, follow one of the paths below:

Navigate to My Learning panel on Home Page. Move your cursor over the desired training and click on the

A.
Cancel Enrollment icon.
MY LEARNING £A 2 £ =
Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completicns for the last 12 months perlod. To see the full list of enrollments, go 1o ‘Learning History'
TO-COMPLETE (9) COMPLETED (5) ALL (20)
== s /S P
T 3
[~ Ca
‘h' . i‘.—;‘ ﬂu
STANDALONE ASSESSMENT MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING
n ACCIDENTS PASSION EFFECTIVELY REMOTELY? “
e 5} W vioe a L A}
" ® < A B ® < A
o » [ » ™ »
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B. Goto the Details Page by clicking on the desired Course title in My Learning panel. Click on Cancel
Enroliment.

TIPS FOR EFFECTIVE ONLINE COMMUNICTION
Learn how to communicate in an effective way while working remotely
Yet to Start
Class Code : 9CSCO0024-GLB-EN
Language : English
um WEB-BASED Duration  Not Available
Provider * Internal
Enrolled by : Self on Aug 08, 2022
Contact Support . mylearningteam@abb.com
£ CHANGE CLASS | @ CANCEL ENROLLMENT | £ RE-ENROLL «$ SHARE il BOOKMARK

» LAUNCH

C. Enter My Learning > All section, navigate to the relevant Class and click on Cancel Enrolment.

i -’Jgf

TIPS FOR EFFECTIVE ONLINE COMMUNICTION

NOTE: In case you would like to cancel enroliment for a particular Class under a Training Plan, you are
able to perform such action in the ways described in point (a) and (c).

2. If youare sure you want to cancel the enroliment, select Yes In the following pop-up.

Do you want to cancel the enroliment?

Tips for effective online communiction

3. System will ask you to provide a reason for cancellation. If any of the given reasons don’t match your choice, select
Others and provide short explanation. Click Cancel Class to proceed.

CANCEL CLASS

@ Enrolled by mistake %) Others
@ Will enroll later

PLEASE FILL IN THE REASON FOR
@ Enrolled to another similar class CANCELLATION

ﬂ CANCEL CLASS
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4. Once the cancellation is completed, a confirmational pop-up will be displayed. Click Done to finish the process.

CANCEL CLASS

Your enroliment has been canceled

—

NOTE: In some specific scenarios, the support help might be necessary to complete this process.
Contact your training Administrator or MyLearning Support Team via MyServices portal.

5. Toaccess your cancelled Classes, go to My Learning > All section and click on View Canceled Classes.

MY LEARNING

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are the enroliments/completions for the last 12 months period. To see thadull list of enroliments, go
10 'Learning History’

TO-COMPLETE (23) COMPLETED (32) ALL(61)

TO-COMPLETE (23) ~

EFFECTIVE COMMUNICATION TECHNIQUES

NOTE: You are not able to cancel trainings that are Compliance or Mandatory for you, have In
Progress status or any paid training. Please contact your training Administrator or MyLearning
Support via MyServices.

40 NOTE: In order to cancel the priced Class orders from Pending, Administrator’s assistance is
required. Please contact the training Administrator or reach MyLearning Support via MyServices.

PENDING (1) ~

PROJECT MANAGEMENT INTRODUCTION

Bcovise PAYMENT PENDING

4 NOTE: In case of Web-based and Video/Audio Classes, please bear in mind that cancelling the event
(.ics record) from your calendar isn’t enough to cancel the training in MyLearning. To proceed with
the cancellation, you need to cancel the training in the system. This way, MyLearning will sent an
update to your calendar and the event.ics scheduled before will be removed automatically.


https://abb.service-now.com/myservices?id=myis
https://abb.service-now.com/myservices?id=myis
https://abb.service-now.com/myservices?id=myis

2.9.

Cancel your Training Plan enrollment
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1. You can cancel your Training Plan from the Details Page of specific training. You can access the
Curriculum/Certification Details Page in the following ways:

A. Navigate to My Learning panel on Home Page. Move your cursor over a Class that is a part of specific
Learning Plan/Certification that you want to cancel. Click on Cancel Enroliment.

TO-COMPLETE (10) COMPLETED (5) ALL (21)

-
EFFECTIVE COMMUNICATION PSG TEAM
TECHNIQUES
i &< vo &8
W ® < N
f - P
(o) 0

UC-13 ENROLL FOR TRAINING
WITH MANAGER APPROVAL (...
B¢ vioEo N
® . 0]
—_~ -
(“,’2) (]

OVERDUE NOTIFICATION -
CERTIFICATION
NS WEB-BASED o

® < N
- ®

SHOW ALL

B. Goto My Dashboard > Curriculum/Certification.

cancel.

Click on the title of specific Training Plan that you want to

MY DASHBOARD

})))
4

ITEMS NEED ATTENTION

CURRICULUM /
CERTIFICATION

8

MY CERTIFICATES

[
29

LEARNING HISTORY

CERTIFICATION(13) CURRICULUM(16)

EXPIRED(4) A

TO-COMPLETE(S) A

O ABB LINKEDIN - TRAINING PLAN: 1

N -

I © HOW TO ENROLL IN TRAINING PLANS l

. i
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2. The Details Page of the Curriculum/Certification will open. In order to cancel the enrollment in whole Training Plan,
click Cancel Enroliment.

3 g Language English
> TIPS FOR EFFECTIVE COMMUNICATION

n th

SWITCH TO TREE VIEW

1 MODULE(S) S tg EFFECTIVE COMMUNICATION TECHNIQUES ™
MODULE 1 - Al \ ’ e g Yet to Start

1. EFFECTIVE COMMUNICATION TECHNIQUES
Required | Yet To Start

INLINE COMMUNICTION

3. Ifyouare sure you want to cancel the enroliment, select Yes In the following pop-up.

CANCEL ENROLLMENT N

Do you want to cancel the enrollment?

Tips for effective communication

NO IS

4. System will ask you to provide a reason for cancellation. If any of the given reasons don’t match your choice, select
Others and provide short explanation. Click Cancel Enrollment to proceed.

CANCEL ENROLLMENT

@ Enrolled by mistake *) Others

@ Will enroll later PLEASE FILL IN THE REASON

@ Enrolled to another similar class FOR CANCELLATION

L e @l CANCEL ENROLLMENT

5. Once the cancellation is completed, a confirmational pop-up will be displayed. Close it with x-mark button.

CANCEL ENROLLMENT

Your enrollment has been canceled
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42 NOTE: You are not able to cancel trainings that are Compliance or Mandatory for you, have In Progress

status or any paid training. Please contact your training Administrator or MyLearning Support via
MyServices.

4 NOTE: In order to cancel the priced training from Pending tab, Administrator assistance is required. Please

contact the training Administrator or reach out to MyLearning Support via MyServices.

6. Youcan access your canceled Training Plan via My Dashboard > Curriculum/Certification or Learning History
section.

CERTIFICATION(13) CURRICULUM(16)

TO-COMPLETE(5) A

LEARNING HISTORY

COURSE | CERTIFICATION CURRICULUM L = AR

- POWERPOINT - FULL TRAINING FROM BEGINNER TO ADVANCED
L CURRICULLM | CANCELED



https://abb.service-now.com/myservices?id=myis
https://abb.service-now.com/myservices?id=myis
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3. My Dashboard

My Dashboard panel groups all the Learner’s essentials together. You can find there the basic summary of User’s
actions in trainings. Available carousel view offers 6 different sections:

. Items need Attention - lists important actions required from your side

. Curriculum/Certification - allows you to manage enrolled Training Plans.

. Bookmarks for reference - collects all of your bookmarked Content and training together.

. Learning Statistics - gives an overview of your performance in the system.

. Learning History - groups all the historical training (along with training older than 12 months).

. My Certificates - lists all of your received certificates.

MY DASHBOARD
G =Y A —=| =
1 »)) “‘75 F = — r\ H
L= F’L o = (‘ v :T;
! T 2 17 T
ITEMS NEED ATTENTION CURRICULUM / MY CERTIFICATES BOOKMARKS FOR
CERTIFICATION REFERENCE
|a N
—
LEARNING HISTORY LEARNING STATISTICS

3.1. Items Need Attention

Items Need Attention lists important actions required from your side to be taken on specific item in the system.

Enroll

1. In the Enroll, section you are able to:
. View trainings that have expired and they need to be re-enrolled to stay certified
. Access to the training that has expired
. See information regarding expired Content attached to a Class under Compliance/Mandatory Course
. View Compliance/Mandatory training that has been assigned to you
. See information regarding your missed your training Session
. See information about your failed Assessment in a Class

. Find priced Manager Approved training that is sponsored by Self



2.  Click on the Enroll button to register or re-register for the desired training.

ITEMS NEED ATTENTION

ENROLL (4) | LAUNCH (0) REMINDER (9) TAKE ASSESSMENT (0) TAKE SURVEY (0) PENDING REQUESTS (0)

-

O RECERTIFICATION CERTIFICATION [NV TEST]
o Ance Iatory trainir 1s been ac ed select a cla e
B UC-02-UAT CHECK COMPLIANCE ENROLLMENT
Launch

3. In the Launch section, you can find :
. Classes for which the completion date is approaching.

. Classes for which a new Content version Is available.

4. Click on the Launch button to view the content associated with specific Class on the list and complete it.

ITEMS NEED ATTENTION

ENROLL (4) | LAUNCH (0) | REMINDER (9) TAKE ASSESSMENT (0) TAKE SURVEY (0) PENDING REQUESTS (0)

Reminder

5. In the Reminder section, you can find:
o Classes cancelled by Instructor/Manager/Administrator.
. List of recently cancelled enroliments.
. List of Waitlisted/Payment Pending training.

. Reminder to attend a training.

6. Click on More button to see more details about the Class on the training Details Page.

ITEMS NEED ATTENTION

ENROLL (4) LAUNCH (o)l REMINDER (9) ITAKEASSESSMENI (0) TAKE SURVEY (0) PENDING REQUESTS (0)
| E—

&% HOW TO SCHEDULE SESSIONS IN MYLEARNING? m

&AW PLACEHOLDER CLASS
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Take Assessment

7. Inthe Take Assessment section, you can find the list of all Classes where there is an Assessment pending to
complete a Course.

8. Click on the Take Assessment option and launch the assessment content in the Content Player.

ITEMS NEED ATTENTION

ENROLL (4) LAUNCH (0) REMINDER (9) | TAKE ASSESSMENT (0) | TAKE SURVEY (0) PENDING REQUESTS (0)

Take Survey

9. Inthe Take Survey section, you can find the list of all Classes with a Survey that is pending your feedback
submission.

10. Click on the Take Survey button to launch the Survey content.

ITEMS NEED ATTENTION

ENROLL (4) LAUNCH (0) REMINDER (9) TAKE ASSESSMENT |u;| TAKE SURVEY (0) | PENDING REQUESTS (0)
| —

Pending Requests

11. Inthe Pending Request section you can find list of requests that were sent out to the Manager for approval. You
can either Cancel the Request (a) or Send Reminder for the Manager (b).

ITEMS NEED ATTENTION

ENROLL (4) LAUNCH (0) REMINDER (9) TAKE ASSESSMENT (0) TAKE SURVEY (0)| PENDING REQUESTS (4)

Penc Ing requests tab display the courses that are awaitir g managers approva 1

B¢ HOW TO REQUEST MANAGER APPROVAL?

X CANCEL REQUEST [NV

QO TIME MANAGEMENT FOR BEGINNERS X CANCE 238 W SEND REMINDER

I\ PROJECT MANAGEMENT INTRODUCTION . [Taras

am PUBLIC SPEAKING FOR MANAGERS x canceLrequesT MR




3.2. Curriculum/Certification (Training Plans)

Curriculum

CERTIFICATION(3) | CURRICULUM(13)

T0-COMPLETE(S)[A]

s v I

M . . -
AN

b Brad il - -~ 2

M\ TP CHECK 1M\ CERTIFICATE OF ACHIEVMENT 12\ HOW TO WIN A CONVERSATION? 1M\ ABB MYLEARNING INTRODUCTION FOR STUDENTS

View Canceled Curriculum

[ W oot e Woet e W ool e

1. Inthe Curriculum section, you can find all the Curriculums that you have enrolled in grouped by statuses:
. To-Complete - this section displays all enrolled Curriculums.
. Completed - this section displays all completed Curriculums.
. Pending - displays all the waitlisted and payment pending Curriculums.

. Incomplete - displays all the Curriculums that have No-Show and Failed status.

4 NOTE: To see trainings under each section click on the little arrow next to section name to expand it.

2. Click on View Canceled Curriculum in the top right corner in the pop-up window to see canceled Curriculums in
the Learning History section.

CERTIFICATION(6) CURRICULUM(11) SEARCH X, FILTERS 3%

View Canceled Curriculum

Certification

CERTIFICATION(3) | CURRICULUM(13)

TO-COMPLETE(2)

View Canceled Certification

BDMPLETED(IJ

© HOW TO WIN CONVERSATION?

W oet e

3. Inthe Certification section, you can find all the Certifications that you have enrolled in grouped by statuses:
. To-Complete - displays all enrolled Certifications.

. Completed -displays all completed Certifications.
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. Expired - displays all expired Certifications and allows to re-enroll expired Training Plan.
. Pending - displays all the waitlisted and payment pending Certification.

. Incomplete — displays all the Certifications that have Incomplete status for you. This includes all the Classes
with Sessions in which your attendance is marked as No Show by the Instructor/Administrator, as well as
Certificates with failed Assessment.

4 NOTE: To see trainings under each section click on the little arrow next to section name to expand it.

4. Click on View Canceled Certification in the top right corner in the pop-up window to see canceled certification in
the Learning History section.

CERTIFICATION(6) CURRICULUM(11) EARCH

. LTERS 3=
View Canceled Certification ‘

Filters for Curriculum/Certification

5. Youcan use Filters to refine the view or use the Search Bar to find a particular Curriculum/Certification training.

CERTIFICATION(6) CURRICULUM(11) SEARCH L | | FiLTERS ==

View Canceled Certification

6. You can filter your results based on: Assigned By, Training Type and Price. To update the results, click on Apply
button. Click Clear to remove all filters the applied filters.

SEARCH . FILTERS 3=

@ Manager B Mandatory
B Compliance O Faid
Q Free

CLEAR | B:NE | Multiple filters can be selected.

Actions available for Curriculum/Certification

7. Inthe My Dashboard > Curriculum/Certification section, all your Training Plans are displayed in a from of tiles
grid. Each tile presents basic information about specific training.

8. From this view, you are also able to:
A. Add this training to your Bookmarks
B. Share this Training Plan

C. Goto the Details Page of the Training Plan



NOTE: In case of Certification Training Plan, you will also notice the Re-Certify icon once the time for
recertification approaches (for Certifications in Completed or Expired status).

Curriculum/Certification Details Page

9. To access specific the Details Page of a specific Training Plan, click on the More icon or on the title of specific

training.

TO-COMPLETE(2) ~

|° HOW TO WIN CONVERSATION?

SIS

10. From Curriculum/Certification Details Page, you are able to:

11. Insection (a), you can find following information about the Curriculum/Certification:

Enroll in Courses under specific Training Plan
Cancel your enroliment
Share this Training Plan

Bookmark this Training Plan

Version Number of the Training Plan - Authors of trainings are now able to create new versions of
Curriculum/Certification to change its structure or characteristic e.g. add new Course to the Training Plan.

NOTE: If the Administrator transfers your enrollment to a newer version, you will receive an email
notification. Changes might affect your enroliment status. For example, if a new required Course has

been added, this means that you also complete it.



Language

Enroliment Date

Attached Assessment (if there is one)
Attached Survey (if there is one)
Price of the training

Expiry date (for Certification)
Duration of the Training Plan

Number of Courses required to complete the Training Plan

; In this Training Plan, you can learn how to communicate effectively with your colleagues both in real- Assessment : None
« ‘

N ENROLL Language © English Q

TIPS FOR EFFECTIVE COMMUNICATION

world as well as online
Survey : None
I CURRICULUM  CODE:9TP045678-GLB-EN-V1 VERSION NUMBER:1

MODULES : 1| REQUIRED COURSES : 2 | OPTIONAL COURSES : 0 Duration ¢ 01 Hour, 30 Minutes
Vi .
®3 SHARE QP ADD TO WISHLIST Provider Internal
Contact Support mylearningteam@abb.com

12. Insection (b), you will find following information about the Courses and Classes available underneath:

Delivery type

Obligatory character of the Course (required or optional)
Sessions details (for Classrooms and Virtual Classes)
Language of specific Class

Duration of Class

Enrolled by information

Enrolled on date

Completion date (if the Class has been completed)

Progress status of a specific Class

MODULE 1

SWITCH TO TREE VIEW
’ke EFFECTIVE COMMUNICATION TECHNIQUES

B\ p
1. EFFECTIVE COMMUNICATION TECHNIQUES %

Yet 1o Start

- Learn some techniques for effective communication in your work environment
S

Required | Yet To Start ws WEB-BASED
2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION Class Code SCSCo0s8-BLE-EN
Required | Yet To Select Class Language English
Provider Internal
Enrolled by : Self
Enrolled on : Aug 08, 2022
Contact Support mylearningteam@abb.com
» LAUNCH
Attachments : None

13. From the Curriculum/Certification Details Page, you can also take the following actions:

A.

Cancel Enrollment

Access Attachments of Training Plan (additional files available for specific training)



© N

m

n

Share this Training Plan

. Bookmark the Training Plan

Launch/Join specific Class

Access Attachments of Course (additional files available for specific training)

1M CURRICULUM

Attachments

== Additional Tips

MODULE 1 -

1. EFFECTIVE COMMUNICATION TECHMIQUES
Required | Yet To Start

2 _ TIPS FOR EFFECTIVE ONLINE COMMUNICTION
Required | Yet To Select Class

MODULES : 1 | COURSES: AE

N

E TIPS FOR EFFECTIVE COMMUNICATION

n this Training Plan, you can leamn how to commun
world as well as online.

Assessmen
co 045678-GLE-EN-V1 VERSION NUMBER:1 Survey
QUIRED - 2 | OFTIONAL-0 N
Duration
Provider

Contact Support

EFFECTIVE COMMUNICATION TECHNIQUES
Learn some technigues for effective communication in your work environment

um WEB-BASED

Class Code GCSCO09E-GLE-EN

Language English

Provider Interna

Enrolled by Self

Enrolled on Aug 08, 2022

Contact Support mylearningteam@ahb.com
None

English

Aug 08, 2022

None

None

071 Hour, 30 Minutes
Intemna

mylearningteam @abb.com

SWITCH TO TREE VIEW

Yet to Start

14. Depending on the Training Plan settings, there might be also extra actions available in this view:

. Take Survey

o Take Assessment / Pre-Test

. Enroll in Optional Classes

. Change Class under a Course

. View Completion Certificate (for Training Plans with Completed status only)

. Re-enroll to a Certification

48

NOTE: In case of Training Plan with Optional Courses, there might be a Completion Rule applied by

Administrator of training. It means that you need to complete particular number of Optional Courses in
order to accomplish the whole Training Plan. But since they are Optional Courses, the choice is up to you.
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15. On the Curriculum /Certification Details Page, you can also switch between Tree and Module View to have a better

overview on available Courses or training structure.

. Module view

m kg EFFECTIVE COMMUNICATION TECHNIQUES o)

- (0%
MODULE 1 - E 5 ‘ Leamn some techniques for effective communication in your work environment / 'Y'»}l:;mn

1. EFFECTIVE COMMUNICATION TECHNIQUES
Required | Yet To Start

us WEB-BASED
2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION Class Code 9C3C9005-6LE-EN
Required | Yet To Select Class Language English
Pravider Interna
Enrolled by Self
Enrolled on A
Contact Support mylearningteam@abb.com
® LAUNCH
Attachmenis : None

o Tree view

| SWITCH T0 MODULE VIEW |
® MODULE 1

N
*
tﬁ 1. EFFECTIVE COMMUNICATION TECHNIQUES
.

| S 1 \ Learn some techniques for effective communication in your work environment HIDE CLASSES
t N
s A

il CODE - 9CSCO098-GLE-EN | CONTACT SUPPORT : myleamingieam@abb.com | Required | Yet To Start
L ] -
EFFECTIVE COMMUNICATION TECHNIQUES fn;\
| % g Learn some technigues for effective communication in your work environment . o
t MO Yetto Start
m

s WEB-BASED

Class Code 9CSCO003-GLE-EN
Language g
Provider ntemal

self

Aug 08, 2

Contact Support ‘myleamingieam@abb.com

B LAUNCH

Attachments : None

4 NOTE: It means that You can set your preferred Training Plan view in My Profile > Preferences.

3.3. Bookmarks for reference

Bookmarks in MyLearning allow you to save specific Course, Training Plan or Content that you found useful to be easily
available in the future, e.g. in case you want to finalize unfinished training or review specific subject.

Add a Course to Bookmark section

1. Navigate to My Learning panel on the Home Page and hover your cursor over desired Class.

. . . . . COURSE .
2. Click on the Bookmark icon. A Class under a stand-alone Course will have the following icon: , while the

. . . . .. © CERTIFICATION I\ CURRICULUM
Course under a Training Plan is marked with one of the following icons: |, | A |
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MY LEARNING RS 3= | IS

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the full list of enroliments, go to ‘Learning History'

TO-COMPLETE (12) COMPLETED (6) ALL (24)

Nl 2

MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING

HOW TO TRACK YOUR
( ACCIDENTS PASSION / EFFECTIVELY REMOTELY? LEARNING PROGRESS? n
¢ ViDE =] W ViE =] ¢ VIDEO n b |
x-:* x . ® < NI ® o | B
o > 0 » (o) > (o »
SHOW ALL
50 NOTE: You can also Bookmark a Web Based/Video Class from the Content Player.
MARKETING TRAINING FOR BEGINNERS oy 7 N

O MYLEARNING NEW Ul VIDEO /
o5

Add a Training Plan to Bookmark section
3. Enter My Dashboard > Curriculum/Certification section from the Home Page.
4. Locate the desired Curriculum or Certification Training Plan in the relevant section.

5. Moveyour cursor over the Training Plan and click on Bookmark icon.

:‘ SENIOR LEADERSHIP LEARNING STRUCTURE

HERE YOU CAN FIND MOST RELEVANT PROGRAMS OR EVENTS THAT YOU CAN JOIN,
ARTICLES, VIDEOS AND PODCASTS THAT WE HAVE CURATED FROM OUR TOP PROVIDERS
LIKE IMD BUSINFS® 7., uuL. ENJOY THE LEARNING EXPERIENCE AND PLEASE GIVE US FE...

[

5L NOTE: You can also Bookmark a training from the Details Page of a specific training.



Add Content to Bookmark section

6.

7.

Navigate to My Learning section on the Home Page.

Find the desired Web Based/Video Class that you would like to bookmark the Content for. Click on its title and on
the Course Details Page, click on Launch button or click on the Launch icon available directly in the Class tile.

MY LEARNING

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enrollments/completions for the last 12 months period. To see the full list of enroliments, go to 'Learning History'

TO-COMPLETE (12) COMPLETED (6) ALL (24)

=7 SN - =4
MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING
ACCIDENTS PASSION EFFECTIVELY REMOTELY?
W« viDEo =] B¢ VIDED =] W« ViDEO
2 < N ® < W OB 2 < N
@ @ ® [@ «— ® e
\Z2/ 2 \Z

m

HOW TO TRACK YOUR
LEARNING PROGRESS?

N WEB-BASED i\

SHOW ALL

wm WEB-BASED

TIPS FOR EFFECTIVE ONLINE COMMUNICTION
Learn how to communicate in an effective way while working remotely

Class Code : 9CSC00024-GLB-EN
Language : English

Duration * Not Available
Provider - Internal

Enrolled by : Self on Aug 08,2022

Contact Support : mylearningteam@abb.com

£ CHANGE CLASS @ CANCEL ENROLLMENT £ RE-ENROLL

Yet to Start

WRE [ BOOKMARK

» LAUNCH

8.

Content Player window will pop-up. Click on the Bookmark icon next to the title of specific Content in the queue

bar at the top of this window to bookmark it.

MARKETING TRAINING FOR BEGINNERS

MYLEARNING NEW Ul VIDED

Version

Find your Bookmarked training/Content

9.

After bookmarking specific Class, Training Plan or Content in the system, the Bookmarks icon in the Menu Bar will

be highlighted with a colorful dot informing you about new item added.

MY LEARNING | MY DASHBOARD | CATALOG | MY PROFILE

@

W
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10. Click on the Bookmarks icon to view your 5 most recently bookmaked items.

11. You can access each item by clicking on the relevant title. If there are more than 5 bookmarks in total, Show All
option will appear. Click on it to be redirected to the Bookmarks For Reference section in My Dashboard panel.

S — -

|
= =
. BOOKMARKS |
E MYLEARNING NEW Ul VIDEO E

NOTE: You can also remove an item from the list, by clicking on the Bookmark icon next to it.

12. To fully manage your bookmarked items, go to My Dashboard > Bookmarks for Reference section. There you will
see your Bookmarks categorized in the following tabs: Course, Content, Certification and Curriculum.

BOOKMARKS FOR REFERENCE

|COUR5E|CDNTENT CERTIFICATION CURRICULUM

HOW TO ORGANIZE YOUR WORK? - TIPS FOR WORKING FROM HOME

Course, Curriculum & Certification

13. Inthe Course, Curriculum and Certification tabs, you are able to:
A. Share (a) specific bookmarked Course with others. This option is currently unavailable.
B. Click on More button (b) to enter the Course Details Page.

C. Click on Remove Bookmark icon to remove specific position from the list (c).

BOOKMARKS FOR REFERENCE

COURSE CONTENT CERTIFICATION CURRICULUM

HOW TO ORGANIZE YOUR WORK? - TIPS FOR WORKING FROM HOME

AT 8 cowm . BOOKMARKED DN AUG 04,
a b

14. Use the Search Bar or Filter displayed Classes by Delivery Type. Select relevant filter option and click Apply or
remove the filters by clicking on Clear button.

BOOKMARKS FOR REFERENCE A \ || R 2= |

COURSE CONTENT CERTIFICATION CURRICULUM

HOW TO ORGANIZE YOUR WORK? - TIPS FOR WORKING FROM HOME

Fl "]




SEARCH . FILTERS 3=

DELIVERY TYPE
B classroom
@ virtual Class

B web-based
M video \

HRLEN APPLY

NOTE: Filter option isn’t available for Curriculum and Certification tabs.

Content
15. Inthe Content tab, you are able to:

A. Launch the bookmarked Content by clicking on the Play icon E‘

B. Click on Remove Bookmark icon to remove specific position from the list (c).

BOOKMARKS FOR REFERENCE

COURSE CONTENT CERTIFICATION CURRICULUM

MYLEARNING NEW FEATURES PRESENTATION
b
i s WEB-IASED () JODKMASKED ON AUG d
- | t‘f )

16. Use the Search Bar or Filter displayed Content by Delivery Type. Select relevant filter option and click Apply or
remove the filters by clicking on Clear button.

BOOKMARKS FOR REFERENCE " 2 | [ TER I

COURSE CONTENT CERTIFICATION CURRICULUM

_.__ MYLEARNING NEW FEATURES PRESENTATION

SEARCH L | | FILTERS ==

DELIVERY TYPE

@ web-based
@video \

CLEAR [Lld¥N
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3.4. Learning Statistics

Learning Statistics section allows you to track your learning progress. Here, you can find Current Year and Overall
statistics of your performance in the MyLearning system.

Current Year

In this tab, you can find your learning progress for the current year. It is divided on two main parts:
. My Learning Hours

. Enrolled and Completed Training

My Learning Hours

MyLearning allows you to set the target hours for the time spent on learning in the system. Once it is done, My Learning
Hours graph will help you to track the progress versus your personal goal defined in My Account > Preferences tab.

1. To setyour target, click on My Account > Preferences button. You will be redirected to Preferences section in My
Account (My Profile) panel.

LEARNING STATISTICS
CURRENT YEAR | OVERALL

MY LEARNING HOURS

JAN TO OCT 2020

2. Setyour My Learning Target by typing in the number of hours in the marked field and click Save.

MY ACCOUNT
DETAILS PREFERENCES SAVED ADDRESSES ORDERS

Timezone Language urrency Country

State/Province City Date Format My Learning Target (JAN - DEC

Malopolskie v MMM DD, YYYY ’ ) n Hours

" SAVE

NOTE: Hours set in My Learning Target will indicate the monthly time goal defined by you for time
spent on learning in the system.
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Enrolled and Completed Training
In this part you can find graphs with trainings that you have enrolled in and completed, filtered by:
3. Assignment Type - this graph displays the enrolled and completed trainings based on Compliance or Mandatory

type selected year-to-date. You can select type from the dropdown list. To see the number of trainings, you have
to hover your cursor over the graph.

M Enrolled W Completed

W Enrolled: 9
| Completed: &

Jan Feb Mar Apr May Jun Jul  Aug Sep Oct Nov Dec

ASSIGNMENT TYPE

4. Training Type - this graph displays enrolled and completed trainings based on training type (Course,
Certification or Curriculum). As for assignment type, you can choose training type from dropdown list. If you
want to see the number of trainings, hover your cursor over the graph.

All 4

COURSES

1 CERTIFICATION

CURRICULUM

4
c ||||‘I

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

TRAINING TYPE

5. Delivery Type - this graph displays enrolled and completed training based on delivery type (Classroom, Virtual
Class, Web-based or Video/Audio). As for types above, you can choose training type from the dropdown list and
hover over the graph to see number of trainings.

CLASSROOM
50 VIRTUAL CLASS
45 WEB-BASED
VIDEO

ALL

DELIVERY TYPE
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Overall

In this section you can find your all learning progress since your first day in MyLearning. This section contains of the
following parts: My Learning Statistics, Action Center and My Certificates.

My Learning Statistics

6. This section displays your learning progress presented on pie charts, that is based on:
A. Assignment Type
B. Training Type

C. Delivery Type

LEARNING STATISTICS

CURRENT YEAR -ﬂVERALL

MY LEARNING STATISTICS
ASSIGNMENT TYPE 8

Mandato

Curriculum 6

Course 51

DELIVERY TYPE 51
om 4

TRAINING TYPE DELIVERY TYPE

7. Click on any pie chart and sub pie chart will display your Class enrollment status below.

Web-based 36
Video 3

TRAINING TYPE DELIVERY TYPE

WEB-BASED

Action Center

8. This section displays:
A.  Pie chart with Items in your Wishlist — This feature is currently not available
B.  Pie chart with Items Need Attention — This feature is currently not available

C. Bar chart with comparison of Paid and Free training.



9.
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When you hover over the Items in your Wishlist chart, you will see your Class enroliment status. After clicking on

the Items in your Wishlist button, you will be redirected to the Catalog > Wishlist tab.

ITEMS IN YOUR WISHLIST

ITEMS IN YOUR WISHLIST

Completed 1
Enrolled 2
Added to Wishlist 7

10. When you hover over the Items Need Attention chart, you will see types of alerts that need your attention. By
clicking on the specific part of chart, you will be redirected to the section Items Need Attention in My Dashboard.

ITEMS NEED ATTENTION
Reminder 6

W Reminder: 6

ITEMS NEED ATTENTION

ENROLL (1) LAUMCH (0) [REFAINDER (5] TAKE ASSESSMENT (1) TAKE SURVEY (0)

£ CREATIVE THINKNG I PROBLEM SOLVING

© SALES READWNESS - BASIC INTRODUCTION

£ EXCEL ADVANCED - ADVANCED DATA ANALYSIS TODLS

11.
the bar chart.

Free Training

W Completed: &
M Enrolled: 9

Paid Training

0 2 4 6 8 10 12 14 16
PAID VS FREE TRAINING

If you want to see the number of paid and free trainings that you have completed and enrolled in, just hover over



My Certificates
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From here you can access your Certificates by clicking on My Certificates. Learn more in My Certificates section.

16

MY CERTIFICATES

MY CERTIFICATES

From | MMM DD, YYYY

COURSE CURRICULUM / CERTIFICATION

SM MYLEARNING INTRODUCTION
Completed On Jun 11,2021 | Score:

M SQL QUERIES AND SUBQUERIES (PART-1)
Completed On Jun 28, 2021 | Score:

[l PRESENTER: PRESENTATION CREATION BASICS
Completed On Jun 28, 2021 | Score:

" PRESENTER: PRESENTATION SKILLS
Completed On Jun 28, 2021 | Score:

CN326 - INTRODUCE TO ORACLE 10 G, SQL AND DATABASE ADMINISTRATION
Completed On Jul 12, 2021 | Score:

e

To | MMM DD, ¥YYY

v APPLY

VIEW CERTIFICATE
VIEW CERTIFICATE
VIEW CERTIFICATE
VIEW CERTIFICATE

VIEW CERTIFICATE

3.5. Learning History

In this section, you can find the list of all your trainings that were in My Learning at some point and the most recent
actions associated with them. Learning History consists of three sections: Course, Certification and Curriculum.

NOTE: Under each tab, you can perform the same actions.

LEARNING HISTORY

| COURSE CERTIFICATION CURRICULUM
L

TIPS FOR EFFECTIVE ONLINE COMMUNICTION
B course

ET TO START

++e MORE

1. All of the training will be displayed in a listed view. Next to the training you are able to find information such as:
date of the status change (a) and Enrollment Status (c). You can also access the Details Page of the training by

clicking on More (b).

LEARNING HISTORY
COURSE CERTIFICATION CURRICULUM

P

TIPS FOR EFFECTIVE COMMUNICATION
1M CURRICULUM

L FILTERS 2% AT v e

YETTO START
]




2.  From this view, you can:

A. Search a training by providing at least three following characters in the Search Bar.

B.  Filter your results based on:

Assignment Type
Status

Delivery Type
Assigned By
Location

Price

Date

Choose the filter you are interested in and click on Apply button. You can also remove all the filters by clicking on Clear.

™ :
B

LEARNING HISTORY

COURSE  CERTIFICATION CURRICULUI A v -

]

oM}
TS sren
-~

TIPY
ASSIGNMENT TYPE STATUS ASSIGNED BY PRICE

B Mandatory B ToConplte B Manage @ Fiid
@ Free

PIERE  ctipie fitees can be selectod

C. Sortyour trainings.

TITLE: A-Z

TITLE: Z-A

DATE : ASCENDING
DATE : DESCENDING

D. Download a list of your trainings to your computer in a PDF or CSV format.

™ Export As




3.6. My Certificates

In this section, you will find all your Certificates gained in MyLearning.

MY DASHBOARD

3 d 08 16

BOOKMARKS FOR LEARNING STATISTICS LEARNING HISTORY MY CERTIFICATES
REFERENCE

1. You can apply the date filter to view Certificates from a specific date frame. Set the dates from the pop-up
calendar or by simply typing the dates in the given fields. To enter the changes click Apply.

MMM DD, YYYY v APPLY

MY CERTIFICATES From | MMM DD, YYYY T

« August 2022 »

o

COURSE CURRICULUM / CERTIFICATION

Su Mo Tu We Th Fr Sa

3 1 2 3 4 5 6
5™ MYLEARNING INTRODUCTION @» VIEW CERTIFICATE

Completed On Jun 11,2021 | Score:

[ SQL QUERIES AND SUBQUERIES (PART-1) ®» VIEW CERTIFICATE
Completed On Jun 28,2021 | Score: 2122 218 4B %7

28 29 30 31 2 3
[ PRESENTER: PRESENTATION CREATION BASICS @» VIEW CERTIFICATE

Completed On Jun 28,2021 | Score: 4

2. Toaccess the certificate click on the View Certificate.

MY CERTIFICATES From | MMM DD, YYYY v | To MMM DD, YYYY gl APPLY

COURSE CURRICULUM / CERTIFICATION

S® MYLEARNING INTRODUCTION ﬂ > VIEW CERTIFICATE
Completed On Jun 11,2021 | Score:

" SQL QUERIES AND SUBQUERIES (PART-1) > VIEW CERTIFICATE
Completed On Jun 28, 2021 | Score:

" PRESENTER: PRESENTATION CREATION BASICS *» VIEW CERTIFICATE
Completed On Jun 28, 2021 | Score:
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3. From the view below, you can share your Certificate one LinkedIn by clicking the icon (a) or save your Certificate in
a PDF format by clicking Convert to PDF button (b).

a b
in Share On Linkedin | CONVERT T0 PDF |

AL HR R
mRmpmw

COMPLETION DATE: Jun 11, 2021
Mylearning Introduction

CERTIFICATE OF COMPLETION AWARDED TO

John Doe

4. Inordertoreturn to the previous page, click on x-mark icon m
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4. Universal Search

The Search Bar and Filters located in the Universal Search section enable you to find the training in all the following
sections:

. My Learning (Classes you are enrolled in)

o My Dashboard (Curriculums/Certification you are enrolled in)

Catalog (Classes/Courses/Curriculums/Certification you can register for)
4.1. Find a training using Universal Search

1. Go to Universal Search section located above the Catalog.

MY DASHBOARD

4 4

ITEMS NEED ATTENTION CURRICULUM / BOOKMARKS FOR LEARNING STATISTICS
CERTIFICATION REFERENCE

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide
matches with the title, code, description, tag or category associated with the training.

TYPE HERE \ SEARCH FILTERS =5

2. You can find the desired training using:

A. Search Bar - type in keywords from title, code, description and tag associated with the
Class/Course/Training Plan and click the Search button.

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyward you provide
matches with the title, code, description, tag or category associated with the training

ABB MYLEARNING INTRODUCTION A SEARCH / FILTERS 3=
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—
B. Filters —click on the Filters button and in the displayed window select the ones you want to add. To save
your choices click Apply. To remove all selected Filters, click Clear.
UNIVERSAL SEARCH
Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide
maiches with the tille, code, description, tag or category associated with the fraining.
T \ SEARCH
T ASSIGNMENT TYPE TRAINING TYPE DELIVERY TYPE ASSIGNED BY CATEGORY
@ Mandatory * ® Class @ virwal Class @ Manager _— N
@ compliance @ course * ¥ Cizssroom LOCATION :
CORPORATE: Gowernment Relat
CA @ Recommended @ Ceriification O Wet-based E cremm :
CORPORATE: GES
@ curiculum @ video
[ CORPORATE: Finance
Sho i — .
dest [ Minden, Germany [0 CORPORATE: Digital ABE
@ Fort Smith, United States T T
4020 LANGUAGE PRICE RATING DATE féoslicste cry o scredisdczses)  MANAGER APPROVAL
. ~ = Paid O % & & & & From To O Required
ng i
Min (SR v | (Mmoo » | [ Not Required
O = - O# * & ¥ &
B Engiish - Dx*&ror iy
O Francais Max O * & o &
O Deutsch 00 =
I © rre=
PROVIDER TAGS COUNTRY
B! | rvee provioer TYPE COUNTRY 3
@ Intema O Australia
J @ EPPC: Umberto Sallustio @ Finland
@ robotics.training@gb.abb.com O netherlands
|
CLEAR | WAl | Muitiple filters can be selected

3. Onceyou use one of the search methods, the results with applied filters or keywords used in the Search Bar will be
displayed on a newly opened Universal Search Page. You can find your training in one of three sections:

A. Enrolled Classes (results from My Learning section)

B. Enrolled Certifications/Curriculums (results from Curriculum/Certification section in My Dashboard)

C. Catalog (Training you are not enrolled in)

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide matches
with the title, code, description, tag or category associated with the training.

2 MYLEARNING INTRODUCTION FOR INSTRUCTORS| \ SEARCH FILTERS 3%

ABB MYLEARNING INTRODUCTION FOR INSTRUCTORS X Clear All

ENROLLED CLASSES (0) v <«(fjmm—

ed for

Shows the Classes you have e

ENROLLED CERTIFICATIONS / CURRICULUMS (1) A

ons/Curriculums you h

T

ABB MYLEARNING INTRODUCTION FOR INSTRUCTORS

M, CURRICULUM
ENROLLED
® CANCEL ENROLLMENT «3 SHARE || BOOKMARK e+ MORE

ons/Curriculums that you have not enrolled yet




4.
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All applied filters will be located under the Search Bar. To remove one filter click the cross icon next to it. If you
want to delete all filters at once click Clear All.

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide matches
with the title, code, description, tag or category associated with the training.

TYPE HERE

\ SEARCH FILTERS 3=
r P

Class X Virtual Class X English X Clear All

ENROLLED CLASSES (5) A

ORGANIZE YOUR WORK - TIPS AND TRICKS

ECOJ{SE I MAR 17,2021 °STARTS AT 2:50 PM ENDS AT 5:30 PM CET (GMT +01:00) @ ST

2> CHANGE CLASS 3 SHARE | BOOKMARK <= MORE

SM VIRTUAL CLASS

5.

If you want to narrow your results you can apply additonal Filters or change the phrase in the Search Bar.

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide matches
with the title, code, description, tag or category associated with the training

I ABB MYLEARNING INTRODUCTION| \ SEARCH —py- | FiTERS

ABB MYLEARMING INTRODUCTION X | Clear All

EMROLLED CLASSES (3) &

From the Universal Search Page you are able to take the following actions:
. Launch Content

. Join Meeting

. Take Survey

. Take Assessment

. Change Class

. Cancel
. Share
. Bookmark

ENROLLED CLASSES (118) A

Shows the Classes you have enrolled for

™ HOW TO CREATE CLASSES IN MYLEARNING?

W vioeo

£ CHANGE CLASS @) CANGEL ENROLLMENT =3 SHARE [l BOOKMARK == MORE

B course
B LAUNCH




4.2. Enrollin a Class from the Universal Search Page

Go to Universal Search section located under My Dashboard.

1.
MY DASHBOARD
—_— ‘/
<]
ITEMS NEED ATTENTION CURRICULUM / BOOKMARKS FOR LEARNING STATISTICS
CERTIFICATION REFERENCE
UNIVERSAL SEARCH
Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide
matches with the title, code, description, tag or category associated with the training.
TYPE HERE FILTERS 3%
2. Find the Class you are interested using the Search Bar or Filters. In the Search Bar you can type in the title, code,
part of the description or tag associated with the training.
UNIVERSAL SEARCH
Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide
matches with the title, code, description, tag or category associated with the training.
I‘ How to Enroll in a Class from Universal Search Page I W
3. Ifyouare not already registered for the Class, it should appear in the Catalog section. Displayed Classes will

always contain information about the delivery type (a) and language (b) of the Class.

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide matches

with the title, code, description, tag of categary associated with the training.

ENROLLED CLASSES (0)

ENROLLED CERTIFICATIONS / CURRICULUMS (0) ~»

CATALOG (3) A

HOW TO ENROLL IN A CLASS FROM UNIVERSAL SEARCH PAGE

| SEARCH

M s ool

HOW TO ENROLL IN A CLASS FROM UNIVERSAL SEARCH PAGE

ersal Search Page.

NOTE: The title of the Course will appear in the title of the Class in which the language filter is selected.
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4. Click the appropriate button located next to the Class information.

a) Incase of non-priced Classes click the Enroll button. Once you complete the action you will see an Enrollment
Confirmation window and the Class will be moved to My Learning > To-Complete.

HOW TO ENROLL IN A CLASS FROM UNIVERSAL SEARCH PAGE ——
Learner finds out how to enroll in a Class from Universal Search Page. *—*

wa WEB-BASED £ ENGLISH ERUTIIRRTGLE | 1 ENROLL

ENROLLMENT CONFIRMATION

You have been enrolled successfully for the Class

b) In case of priced Classes click Add to Cart button located below the price of the Class. Once you complete the
action, the button will turn gray and the Class will be moved to the Shopping Cart.

HOW TO ENROLL IN A CLASS FROM UNIVERSAL SEARCH PAGE (ADVANCED)
-’i " Learner finds out how to enroll in a Class from Universal Search Page. '\_‘ PLN ZL10.07

WEB-BASED 4 ENGLISH o2 SHARE =+ MORE
wa WEB-BASED £ -’”_*  ADDTO CART

NOTE: If you are already enrolled in one of the Classes under a Course, you will no longer be able to find
the training using the title of the Course. Find out how to enroll to a Course if you have already completed a
Class under it below.

4.3. Enroll from the Universal Search Page (if you are enrolled in one of the
Classes under the Course)

1. Ifyouarealready enrolled in the Class or has completed one of the Classes under a Course in the past, the Class
will not appear automatically when the user enters the Course Details Page.
2. Inorder to find the Class you want to enroll in:

A. Search by the new Class attributes, such as code, title or tags. You will find it in the Catalog section in
Universal Search.
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ICOOA A
UNIVERSAL SEARCH
Searches all Courses, Classes, Certifications and Curniculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide matches

with the title, code, description, tag or category associated with the training

SYI00001 N Chesr A

ENROLLED CLASSES (1) A&

MYLEARNING INTRODUCTION
o A e . [
i -} Qe 03 AM END M CEST ok
£ CHANGECLASS @) CANCEL PNROLLMENT o3 SHAR

ENROLLED CERTIFICATIONS / CURRICULUMS (0) »
hows the Certifications/Curriculums you have enrolled fo
CATALOG (5) A

irses/Classes/Certfications/Curr Jms that have not ¢ ed yet

1his Coarse wil BeD you Tam Iianze yourse? win 1

N
' ~~ MYLEARNING INTROOUCTI‘(?N )

B. Find the already enrolled Class from the same Course in the Enrolled Classes section on the Universal
Search page, or in My Learning on the home page.

UNIVERSAL SEARCH

Searches all Courses, Classes, Certifications and Curriculums irrespective of whether you are enrolled for them or not. Results for the search are shown if the keyword you provide matches
with the title, code, description, tag or category associated with the training.

‘ mylearning introduction A SEARCH FILTERS 3=

myleaming intreduction X Clear All

I ENROLLED CLASSES (18) A I

Shows the Classes you have enrolled for

ABB MYLEARNING INTRODUCTION - COURSES/CLASSES/TRAINING PLANS

COMPLETED ON
O CeRTIFICATION COMPLETED FEB 24, 2021

m@ WEB-BASED ¥ LAUNCH
’ = COMPLETION CERTIFICATE SCORE:0 +% SHARE [l BOOKMARK --- MORE

MYLEARNING INTRODUCTION

@ UPCOMING SESSION
ECOLRSE EHNov 24,2021 oS“»HTS AT 12:15 PM ENDS AT 7:15 PM CEST (GMT +02:00) NOV 24, 2021 o
»

AW VIRTUAL CLASS
22 CHANGE CLASS @ CANCEL ENROLLMENT 3 SHARE Il BOOKMARK -+ MORE

3. Click More. When you click on More you see details of Class you've selected.

MYLEARNING INTRODUCTION

@ UPCOMING SESSION
. ECOLRSE EHNOV 24,2021 03‘»‘4“5 AT 12:15 PM ENDS AT 7:15 PM CEST (GMT +02:00) NOV 24,2021

M VIRTUAL CLASS
22 CHANGE CLASS @) CANCEL ENROLLMENT 3 SHARE [l BODKMARK +++ MORE
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4. Inboth cases, you will see the details of the already enrolled Class. Click Re-enroll to see the other available

Classes.
MYLEARNING INTRODUCTION ()
this help you familiarize yourself with the myleaming site and leam simple functions bt
\ Enrolled
8 Class Code 1SY000001-GLBEN-VT
Language
Duration
Enrofled by 2 05,2021 /
Contact Support Not Available
¥CHANGE CLASS @ CANCEL ENROLLM «SSHARE [ BOOKMARK
Session: 1
1.Name Session 1
Date Wed, Nov 2 12:15 PM To 7:15 PM CEST (GM° ® JoN
Attachments None
List of Classes (1) (SELECT YOUR CLASS BY CLICKING ON THE RADIO BUTTON AND PROCEED TO ENROLL)
Enghish X GLE-EN-V1-2 X | Clearal
MYLEARNING INTRODUCTION 6 v
this course will help you fam ourself with the mylearning site and fearn simple functions
© ENGLISH & Starts On: Fr, Au 900 AM-9:45 AM CEST (GMT 2 SESSION: 1 2 SHARE
- ENROLL

5. Select the Class by ticking the radio button next to it, then click Enroll.

List of Classes (3) (SELECT YOUR CLASS BY CLICKING ON THE RADIO BUTTON AND PROCEED TO ENROLL)

English X | Clear All

this course will help you familiarize yourself with the mylearning site and learn simple functions

®
S VIRTUAL CLaSS © ENGLISH &5 Starts On: Fr, Sep 10, 2021 9:00 AM-9:45 AM CEST (GMT +02:00) 2 SESSION: 1 «3 SHARE SEATS LEFT: 40

MYLEARNING INTRODUCTION o 4

this course will help you familiarize yourself with the mylearning site and learn simple functions

z MYLEARNING INTRODUCTION — v
%

€ ENGLISH & Starts On: Fri, Nov 12,2021 9:15 AM-10:00 AM CEST (GMT +02:00) & SESSION: 1 «3 SHARE SEATS LEFT: 30

.g?t_l;‘ - MYLEARNING INTRODUCTION o -
N ' i this course will help you familiarize yourself with the mylearning site and learn simple functions
(8-

S

i \
ds
S VIRTUAL CLaSS € ENGLISH & Starts On: Thu, Jan 6,2022 0:00 AM-10:00 AM CEST (GMT +02:00) % SESSION: 1 «3 SHARE SEATS LEFT: 20

6. Once you complete the action you’re newly registered Class will be displayed. You can find it later in MyLearning
section or by searching for it with Universal Search.

¥/

MYLEARNING INTRODUCTION

u familiarize yourself with the myleaming site and bearn simple functions

Yet to

@\

art

=

J001W-GLE

NV

£ CHANGE CLASS @ CANCEL ENROLLMENT gy RE-ENROLL
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5. Catalog

This section you can find variety of trainings you can enroll in, priced as well as non-priced. You can reach this section
by clicking on Catalog in the Menu Bar located on top of the page or by scrolling down.

| CATALOG I ALL (11959) @ WISHLIST (0) (2@ CATEGORIES (181) ‘a TAG CLOUD (14587) ™ RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH

X FILTERS 3% | | SORT v

11959 results found. There are more results matching your search/filter criteria to which you have already enrolled and you may find those in UNIVERSAL SEARCH

\ M

English X | Clear All

- - -

SR

5.1. Catalog Overview
Sections

In the Catalog you will find the following sections:

1. All - contains all of the available Courses, Curriculums and Certifications you can enroll in or add to Cart.

CATALOG |ALL (11959)'0 WISHLIST (0) (2 CATEGORIES (181) ‘& TAG CLOUD (14587) ™ RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH X FILTERS 35 | | SORT v

11959 results found. There are more results matching your search/filter criteria to which you have already enrolled and you may find those in UNIVERSAL SEARCH

English X | Clear All

. .
1 h} m‘
The Inventory Cockpit Application enables to visualize,

-— . - ——— - . —

analyze and compare selected Inventory (including I —- - - om

- — —— -
contract assets) and Net Working Capital (NWC) related. .

BN Qe B w2

N Q@ e e

NOTE: Inthe Catalog view on the Home Page, you will see only Courses, Curriculums and Certification. If
you want to see the Classes that are associated with the training, go to the Detail’s Page of the training.



2.  Wishlist - contains all of the trainings that you have Wishlisted.

CATALOG ALL (4718) | © WISHLIST (3) | (& CATEGORIES (176) ‘as TAG CLOUD (12082) ™ RECOMMENDATIONS (5)

SORT v :

SEARCH Q

3 results found

\ LN '
[ PROJECT MANAGEMENT INTRODUCTION E INTRODUCTION TO REPORTING [E MY LEARNING NEW FEATURES 2023 - TRAINING
EN W e e WUSDS35 BN W e e WUSDSI00 BN ¥ e e

3. Categories- based na common ABB data libraries such as product tree, organizational structure etc.

CATALOG ALL (4718) < WISHLIST (3) | (2% CATEGORIES (176) | & TAG CLOUD (12082) ™ RECOMMENDATIONS (5)

B c D E

BUSINESS AREA: Electrification CORPORATE: Corporate Communications DIVISION: Distribution Solutions EL FUNCTION: Business Development
BUSINESS AREA: Industrial Automation CORPORATE: Corporate Development DIVISION: Drive Products EL FUNCTION: Electrification Master Data

BUSINESS AREA: inance and Contro

CORPORATE: Digital ABB DIVISION: Energy Industries EL FUNCTION:

BUSINESS AREA: R CORPORATE: Finance DIVISION: Installation Products EL FUNCTION: Global Markets
Automation CORPORATE: GBS DIVISION: Machine Automation EL FUNCTION: Human Resources
CORPORATE: Government Relations and Public DIVISION: Marine & Ports EL FUNCTION: ning & Fulfillment
Affairs DIVISION: Measurement & Analytics EL FUNCTION: Proc: 1t & Logistics
CORPORATE: Health, Safety & Environment DIVISION: Motors and Generators EL FUNCTION: Product Management
Human Resources DIVISION: MPT EL FUNCTION: Research and Development
nformation § DIVISION: Power Conversion EL FUNCTION: Risk Management

L nvestor Relations DIVISION: Process s EL FUNCTION: Service
CORPORATE: Lean Product Development (LPD) DIVISION: Robotics
CORPORATE: Legal & Integrity DIVISION: Service
CORPORATE: Marketing & Sales DIVISION: Smart Buildings

CORPORATE: M
CORPORATE: Proc

ter Data DIVISION: Smart Power
ement & Logistics DIVISION: System Drives

4. Tag Cloud - displays a list of tags that have been assosiated to trainings in the Catalog.

CATALOG ALL (4718) < WISHLIST (3) (2 CATEGORIES (176) | ‘& TAG CLOUD (12082) | ™ RECOMMENDATIONS (5)

‘Tag Bosk (UAT March 2023) (UAT March 2023) {UAT March 2023) (UAT March 2023) (UAT March 2023) peno cyber security Services ARIC_XYZ AWS Basic training ju bam Ik abc BSG PSG 123 g8 g1 g1 52 tipofthemanth tast002 intern Scope of work Risk Review Consortium

Customer and Country Risk Review Approval Risk Review Process surveytsg Business communication HR business communication MDU OverdusTest Human Rights Risk swners Training Program sfficiency MK ups power Digitalization Training plan Acmin Training ABACUS Roles and Respansibilities

ABACUS Data extract ABACUS Data ingut Global safety Digital Merketing Social media Corparation Beginner Human Resources data Ims LMSTestMandstary PAPCP testtag22 Uni fcharacters [T a3 tag2 tag? mr SC_myExcitationSynchratact

OM_myExcitationSynchrotact SC_myExcitationMegatrol OM_myExcitationMegatrol SC_myExcitationUnitrolF OM_myExcitationUnitrolF SC_s i myExcitationt _myExcitat OM_myExcitat SC_myExcitationUnitral5000

OM_myExcitationUnitrol 6000 maintenance - myexcitationmegatral operationgmaintenance - myexcitationmegatrol ABB_MyLearning soft skills MG Ni cork COTK ARIC_IPE ARIC_CPCP testing_tag LSS ARIC_MR CO Administrator_jobaid MOIM LWIG reports My Measurement Assistant Z1XXe

administrator_jobaid ADMINISTRATOR_JOBAID LMSUAT-UC-06 LwsuaT LissuaT LMS UAT TEST LMSUAT LMSUAT architectures Data centers SCDFsuppor: Paland ABB free@home c4v7as cxy72s CH-Excel Chile CX Matiers 3-8 SCDI-support

SCDI-5upport sales suppor: Flow dril Betrisbewirtschaft. Bilanzierung Erfolgsrechnung, Gul. Wirtschaftsrecht. Investition, Finanzierung, US192 UST Molded Case Gircuit Breaker US703 US7038 US701e USTO1e Solar PV Training SAS T&L AU Wind Renewable Energy Motors and Generators

Machsize SCDI-webex-raining Monfiaring Relay Release EQIfOC Lunch andlleam srv300 Measurement and Analytics PQ PQ Power Quality GF-Fi lity Framework optima ady d Optima 600 ise M0-Ma3E 2463 UPS ELSP-MSS-Safety eLos-srv SCDI_SOA_L1

SCDI_PCO_LT ELELSP-PUDIUPS-L3 Premier Products Meter Ganter Load Certer Collabarstion Collaboration Skills Gellaberation Skills Power Comnestions Poland SCDI-webex-training medu 2- s CEW_TAG TEST#8% caw_TAG TesTass HveRiDTEST hybridtest
‘Small RoDot Family Ensrgy functions Switch Actuators 2325z Finance_Oparational Excellence Treasury_Finance Tax_Finance Digitalization_Finance et Imstest MX250 Controller Training Plan English Unitad States UPS Sales Training UPS Sales UPS ups
UPS Sales Trsining UPS Sales UPS Ssles UPS Sales Trsining Wet well Finsnceprocesse: UPS Sales Training AccountingReporting Frojectcontroliing Finance Competency overview of AB3 Ability™ Overview of ABB Ability™ buiding maasement NEWLI
Quick Wins TQ collaboration raquest blackurn united statest Machanical Lug Star Teck Gable Fitiings card firtings ranger industrial fitlings c-Tap Wire Terminatian Dragen Tooth POWer Connections Premier Products ase roamTouch 488 university - Norther Europe

Master Data ID Generator Master Data ID Generator (IDG) Number genertor Id Number Generator DG Naveo@Pro CNR02025_Governance/IP education & Sharing Service fraction e L1212 se e L1 L1 SESCDI POV_L2CAAS0 QMS 0ps MegaFlex DPA DistExt MegaFlex DPA

MegaFlex DPA split Unit ABE RoomTouch KNX Room Temgerature Control P F JrH ABB-Well - CZ scoimin_L2 SCDI_MIN_L3 Marine Academy, batteries inverseur de source BU Power Electronics and MV Drives - 4128 ARIC_GRCM_BASIC_S2
Aic_cRoM_Asic_81 LCMVDCHVC Fsm awareness SCDI_PVO_L1 SCDI Rexs21 mcx sPacom Rers42 ReFeao ReF620 SCDI_SOP_L1 SCDI CEl 61850 protection et automatisation de Ia distribution REM 543 REF 541/3/5 REF 542plus REX 521 REM615RET615

RED&15 REFG15 PST relais de protection numérigue de Ia famille Relion® Cycle de vie des relais de protection cycle 18 EL-Train the Trainers ARIC_GRCM_INTRODUCTION_S1 ELAcademy ELQualityWins Modul 1 - ES CE Fingerprint TrueDne ATS Z324e

NOVEMBER 13, 2023 MYLEARNING NAVIGATOR - LEARNER MAIN MANUAL LEARNER
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5. Recommendations - training marked as ,Recommended” for selected Learner Group or Users in access settings are

displayed in this tab in the Catalog.

CATALOG ALL (4716) < WISHLIST (1) (& CATEGORIES (176) ‘% TAG CLOUD (12082) | ™ RECOMMENDATIONS (5)

SEARCH Q FILTERS 3% SORT v

BASED ON YOUR PROFILE ( 5 results found )

[RECOMMENDED

1\ ABB MYLEARNING a3

2
& MY LEARNING NEW FEATURES 2023 - = ABB MYLEARNING HANDBOOK  ¥¥4.3 & HOW TO COMPLETE A WEB-BASED INTRODUCTION FOR INST...
TRAINING - INTRODUCTION FOR NEWCO... CLASS?
N Qo e
SO B @ < 58 . B9
. .
Display options

In the Catalog section, you can display the trainings in two possible ways: grid and listed. You can also Sort your
results to change the order of the displayed trainings.

5. Inorder to change the view of trainings both in All and Wishlist sections, click on the particular icon located in the

right upper corner of the Catalog.

CATALOG ALL (11959) < WISHLIST (0) (& CATEGORIES (181) ‘& TAG CLOUD (14587) ™ RECOMMENDATIONS (8)

Shows all the |atest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,

FILTERS = SORT D

description, tag or category associated with the training.

SEARCH \

11959 results found. There are more results matching your search/filter criteria to which you have already enrolled and you may find those in UNIVERSAL SEARCH

English X | Clear All

Listed Masonry

A. Masonry view (default setting)

1 -

& DASHBOARDS & REPORTING TOOLS

5 ABB DATA PRIVACY
N @ e e

B9 g

& HOW TO START, MANAGE AND END VIRTUA..

S VISUAL MANAGEMENT BINT T0

N W el e B 9 @ e O S




B. Listedview

SALES TRAINING FOR BEGINNERS

This webinar will pravide deeper knowledge of Sales Techniques for people wha don't have experience with product sales.
S ENROLL

B CoURsE @  ADDTOWISHUST % SHARE += MORE

BASIC NEGOTIATING SKILLS
This Course introduces
0 practice their 1

of successful negotiation. Participants have the opportunity
A ENRDLL

B course @  ADDTOWISHUST &2 SHARE == MORE
INSTRUCTOR LED TRAINING
This course is specifically designed to provide technicians with the part replacement knowledge and exercises to service and repair drives i the field
N ENRDLL
B couRsE ®  ADDTOWISHUST % SHARE = MORE
ABB DATA PRIVACY
This Course contains a s=t of b imed to i y of handling processes, which very often can contain pessonal data, or. if not obeyed can be

a reason, that the personal data can be disclosed to una M ENROLL

B couRsE

@  ADDTOWISHUST «f SHARE + MORE

ONENOTE & SHAREPOINT
This training i highly recommended for allUsess who want to get knowledge of features like OneNote & Sharepoint
M ENROLL

B couRse ®  ADDTOWISHUST 2 SHARE += MORE

MICROSOFT PROJECT ADVANCED FEATURES
Microsoft Project Professional gives you a powerful,
10 equip you with the necessary skills 1 be able

productivity through simple and intuitive user experience.

B course

and programs. This course is designed
efficiency through unified project and imgrove N ENROLL

range of p
vl assist in reducing cost and d

s2 a the project ool w

% ADDED TOWISHUST ZSHARE = MORE

DASHBOARDS & REPORTING TOOLS
The Course is dedicated to those who want 1o get knowledge of Dashboards and reporting tools. During webinar, we willintroduce "why” these dashboards are
imp e dashboard from tools. i ENROLL

important and o view the:

B CoURsE @  ADDTOWISHUST % SHARE += MORE

6. To sort the order of the available trainings both in All and Wishlist sections, click the Sort dropdown located in the
upper right corner of the Catalog. Next, select the view you are interested in.

CATALOG ALL (11947) < WISHLIST (0) (& CATEGORIES (181) ‘@ TAG CLOUD (14575) ™ RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH Q

11947 results found. There are more results matching your search/filter criteria to which you have already enrolled and you may find those in UNIVERSAL SEARCH MOST ENROLLED.

MOST COMPLETED
English X Clear All

~
~
~

You can choose from:

PRICE : LOW TO HIGH

00 e cammoo enu

PRICE: HIGH TO LOW

il

. Most enrolled- you will be shown trainings with the highest number of enrolled Users first.

. Most Completed- you will be shown trainings that were completed by the highest number of Users first.
. Newly listed (default)- you will be shown trainings that were most recently added to the Catalog first.

. Price: Low to High- you will be shown only Priced trainings, with the lowest price first.

. Price: High to Low- you will be shown only Priced trainings, with the highest price first.



5.2. Types of training in MyLearning

Delivery Types of training in My Learning

1. Course -is the basic training unit in MyLearning consistent on the subject level. You are able to enroll in a Course
by registering for a Class under it. There are four types of Classes:

2. Classroom - Instructor-Led Training which is delivered in physical location.
3.  Virtual Class - Instructor-Led training which takes place virtually.
4. Web-based - Content based training which is delivered in SCORM, AICC, Tin Can or Knowledge Objects formats.

5. Video - Content based training which is delivered in MP4 format or attached links (Video/Audio).

:! Classroom as Web-based

Virtual Class [ ] Video

ORGANIZE YOUR WORK - TIPS AND TRICKS Q v

This is a Course for new employees about work organization.

Wl WEB-BASED % SUOMALAINEN *s SHARE
ORGANIZE YOUR WORK - TIPS AND TRICKS (o] v’
This is a Course for new emplyees about work organization
D
M VIRTUAL CLASS % ENGLISH 28 Starts On: Thu, Mar 17,2022 7:15 AM-11:45 AM CET (GMT +01:00) & SHARE SEATS LEFT- 14

6. Curriculum -it’s a learning program constructed of minimum two Courses that are related to each other in their
area of specialization. All required Courses need to be completed in order to fulfil the requirements of the
Curriculum. They don’t need to be renewed as they do not have an expiration date. Some Curriculums also must
be completed in a specific time frame.

:1\ Curriculum

7. Certification - it’s a learning program made of one or more Courses and that is taken for acquiring a specific skill
or fulfil regulatory requirements for your job role. All required Courses must be completed in order to meet the
requirements of the Certificaion. This type of training carries a validity date, after which it expires. In order, to
renew the validity of your Certification, you need to recertify. Some Certification also must be completed in a
specific time frame.

o] Certification




Obligatory nature of training
8. Optional - it is not obligatory to enroll in this training.

9. Mandatory - it is obligatory to complete this training. You can be automatically enrolled in the training or register
in the Catalog if there are multiple Classes available.

NOTE: You will receive a notification in your email inbox that you have been registered for a Mandatory
training. If you have any doubts about the enroliment, contact the Administrator given in the training’s
description.

50  NOTE: You will find Mandatory training in My Learning > To Complete or in the Catalog.

10. Recommended - it is not obligatory to enroll in this training. This training is highlighted as suitable for you, based
on your profile’s preferences.

11. Compliance - it is obligatory to complete this Course within a given time frame. You can be automatically enrolled
in the Course or register in the Catalog if there are multiple Classes available under it. There might be a
certification date set. After this period of time has passed you need to re-enroll in the training to maintain it’s
validity.

The training’s obligatory character will be displayed in the left corner of the training’s icon.

[= INTRODUCTION TO VALUE-BASED SELLING ... & HOW TO START, MANAGE AND END VIRTUA... = ADVANCED PRESENTATION SKILLS

BN O e EN Y e e N Q@ e e

Multilingual Classes

&8
If the training contains Classes with multiple languages available, you will see the multilingual icon: . You also have
the possibility to view the title and description of the training in your preferred language.

[E INTRODUCTION TO VALUE-BASED SELLING .

Leam how 1o increace your sales record with value-based
selling technique. Course is dedicated for salesmen and

1

[ MICROSOFT PROJECT ADVANCED FEATURES & DASHBOARDS & REPORTING TOOLS B VISUAL MANAGEMENT

N Qe BN Qe e N @ g e




Provider

AL HR I
Mmwi

You can find the information about the Vendor of the training highlighted in the Catalog Home Page view and on the

training Details Page.

= BUSINESS DEVELOPMENT IN COMMERCIAL... (S COMMERCIAL BUILDINGS: IDENTIFY S... ¥¢4.(

EN] e N OWE e

ABB MYLEARNING INTRODUCTION

Duration

02 Hours, 20 Minutes

Q & An intoductory Course for new members of MyLearning. Category BUSINESS AREA: Industrial
Ag ‘M B CoURSE Code: 9CSCI678687-CLE-ENVT Automation, BUSINESS
i AREA: Motion
Tags ADMINISTRATOR_JOBAID
2 SHARE
Provider Internal
Attachments : None Contact Support training.administrator@email.c
om
61

NOTE: In case of any questions about the training, please contact the Training Administrator. The

contact information can be found in the Provider field, Contact Support field or in the Description of the

training.

62

NOTE: Course thumbnail view at the top right corner of the thumbnail image, the flag indicating the

Provider name will not show up when “Internal ” is selected or the training is “Optional ” for certain

Learner Group.

5.3. Search new training in Catalog

63

first, before reaching out to support.

NOTE: If you are having trouble finding a training, please try to search it in Universal Search section
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Using filters on the Home Page

1. Inorderto find a desired training in All and Wishlist sections more quickly, use Filters icon on the upper right
corner of the Catalog. To save your choices click Apply.

SEARCH FILTERS = SORT

CATEGORY TRAINING TYPE DELIVERY TYPE LOCATION

I '

Course Virtual Class
TYPE CATEGORY A a a8 TYPE CITY 8
[ certification O classroom
DIVISION: Smart P Notting Hill, Austral
B mart Fower @ curriculum @ Web-based Bno ng Fill Australia
@ DIVISION: Smart Buildings O video @ Helsinki, Finland
B oivIsION: Service B Amsterdam, Netherlands
@ DIVISION: Robotics @ warminster, United States

[ nvIRINN- Pracsce Induetriac [ Manrshank Bustralia

LANGUAGE RATING DATE (2ppiicable only for scheduled courses) | | MANAGER APPROVAL

YPE LANCUAGE O% % & & * Q Paid From To @ Required
- ) Ox & & % & Q Free MMM DD, YYY % | oD, vvy [ Not Required
B O#% « % &% &
» English O + & & &
B Francais Ox&w&wrw

@ peutsch
M itatiann

CLEAR [N Multiple filters can be selected

You can refine your results by:
. Category — based na common ABB data libraries such as product tree, organizational structure etc.

. Training Type — determines the structure of the training. You can choose from: Course, Curriculum and
Certification

. Delivery Type - determines the learning form of the Class under the training. You can choose from: Classroom,
Virtual Class, Web-based and Video.

64 NOTE: Courses can contain Classes with multiple delivery types.

. Location - determines the City the training is taking place (Only for Classroom). You can choose the location from
the displayed suggestions or type the City’s name in the search bar (In order for the search bar to display results,
type at least 3 following characters).

. Language - determines the language in which the training is delivered.

65 NOTE: Language thatis set in your preferences as the language of MyLearning will be automatically

added.
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. Rating - helps with selecting the best rated Courses, Curriculums and Certification by other Users (five stars is
the highest rating).

. Price - allows you to filter your results by prices range. Select Paid and then type in the desired range.

PRICE

*) Paid
Min

€1 EUR
Max

£10000 EUR

@ Free

. Date - determines the date frames for the desired training. It might be typed in by you according to the template
or chosen from the drop-down calendar window.

. Manager Approval — determines if the training requires the acceptance of your Manager before enrolling in the
training.

86 NOTE: You can apply multiple filters when searching for the desired Course.

If you want to vanish your filters, uncheck them or click the Clear button on the bottom to remove all the filters.

LANGUAGE RATING PRICE DATE (Applicable only for scheduled courses) MANAGER APPROVAL
TYPE LANGUAGE o[ E ko ok S Pald From To O Required
B ok A Min /| MMMDDYYY | [ Not Required

B B & o* o & €1ER
¥ English O « % & &
[ Francais O« &% & & Max
O Deutsch £€10000 EUR
-

O Free

CLEAR Multiple filters can be selected

The filters you applied will be displayed above the trainings that were found. You are also able to remove the applied
filters by clicking on the cross icon next to the name of the filter. You can also remove them all at once by clicking Clear
All.

CATALOG ALL (6961) < WISHLIST (0) (2 CATEGORIES (181) ‘a TAG CLOUD (14604) ™ RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH A FILTERS 3= SORT
6961 results found. There are more results matching your search/filter criteria to which you have already enrolled and you may find those in UNIVERSAL SEARCH

Clear All




Using Search Bar
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In order to find a particular Course or Training Plan in the Catalog more precisely, use the Search Bar functionality.
Follow the steps below to get the best possible results when using the searching bar.

2. Inorderto find a desired training in All and Wishlist sections in a precise way, use the Search Bar functionality
above the trainings in the Catalog. Type in at least 3 following characters of what you are searching for.

You can search your training results by typing:

Title of the training

Code of the training

Words used in the training’s description
Tags attached to the training

Categories

87 NOTE: Please be aware that you can only find Courses, Certification or Curriculum but not Classes that
are associated with them. In order to search a particular Class by its title, code, tag or word from
description please use the Universal Search.

68 NOTE: For Courses that are offered in multiple languages, please be aware that the title might differ
depending on the title of the Course/Training Plan in a particular language.

CATALOG ALL (13851) < WISHLIST (0) (2% CATEGORIES (181) ‘@ TAG CLOUD (14423) ® RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH

\ FILTERS 35 SORT v

13851 results found

3. The system should display suggested results in the drop-down list. Choose one of them or continue typing in
order to narrow down the results’ amount.

dashboards

DASHBOARDS & REPORTING TOOLS

A FILTERS 3= SORT ~» | H8

4. If youwant to view the full list of results, simply click the magnifier icon.

Dashboards & Reporting Tools l




5. Fromtheresults list view you are able to peek at the details of what you were looking for.

Dashboards & Reporting Tools Q FILTERS 3= SORT v

1 result found

English X | | Dashboards & Reporting Tools X | Clear All

mat

¥

[E DASHBOARDS & REPORTING TOOLS

BN @ o o

Tag Cloud

In this section you will find a visual display of all tags attached to the trainings that are most frequently used. Tags that
are used most commonly searched for will be the biggest. You can use the Tag Cloud to filter your results.

6. Click on a tag you are interested in. You can use CTRL+F to find your tag faster.

CATALOG ALL (4718) & WISHLIST (3) 2 CATEGORIES (176) | “a TAG CLOUD (12082) | ™ RECOMMENDATIONS (5)

Tag Book (UAT March 2023) (UAT March 2023) (UAT March 2023) (UAT March 2023) (UAT March 2023) eMo cyber Security SeTvices ARIC_XYZ AWS Basic training jl bom i abc 836 PSG 123 g8 g1 g1 52 tipofthemonth test002 intem Scape of work Risk Review Consortium

Customar and Courry Risk Reviaw Approval Rick Review Process co ion HR

commaniesion ghts sk smners Traning Frogram afiiency MK upe sower g Training AgACUS Rl

Resgonsiblties
ABACUS Dats extract ABACUS Data npus Closal safety Digits|

Reseuress data Ims LuST: = T tag3 tagz gt mrsc.

OM_myExcitationS rc hrotact SC_myExcitationMegatrol OM_myExcitationhlegatrol S6_myExcitationlnitrlf DM_myExcitationUnitrolF SC.

X _myExcitats |_myExcitationUnitrol 5000 SC_myExcitationUnitrol6000

OM_myExcitationUnitrol6000 maintenance - myexcitationmegatrol operation&maintenance - myexcitationmegatrol ABB_MyLeaming soft skills MO Ni cork COTK ARIC_IPE ARIC_CPCP testing_tag L5S ARIC_MR CO Administrator_jobaid MOIM LMG reports My Measurement Assistant Z1XXe
administrator_jobaid ADMINISTRATOR_JOBAID LMSUAT-UC-D6 LususT LususT LMS UAT TEST LMSUAT LMSUAT architectures Data centers SCDLsupport Poland ABB
SCDI-support ssi A Elow dhi Silanzierung,

s Chle Cx Marers il 25 50Dl cupport

., Investtion, Finsnung, US192 USTO Malded Gz Ooui Breaker 5703 USTO36 US7015 U701 Solsr 2 Traiing SAS TAL AU wing Ransuasls Snsgy Mters snd Ganerstors
MachSize SCDkebexraining Mervtoring RelayRelease EDITOC Lunch and lear srv500 Measurement and Analytics PQ PQ Power Quality GF-Finance Quality Framework optima advanced optima ea0 e Mo MosE zese UPS ELSP-MSS-Safety eos sy SCDI_SOA_L1
SCDI_PCQ_L1 EL-ELSP-PMDHUPS-L3 Premier Products Meser Center Load Genter Gllsboration Gollaboration Skils Gollaboration Skills Power Gonnestions POIand SCDI-webex-training modu 2-£5 C&W_TAG TEST#S% cawr_TAG TEST#5% HYBRIDTEST hybridtest

‘Small Robot Family Ensrgy furctions Switch Actuators 2323 Financs._Operational_Excellencs Treasury_Finance Tax_Finance Digitalization_Finance Lsr mstest MX250 Controller Training Plan Engiish Unied s1aes UPS Sales Training UPS Sales UPSups

7.  You will be redirected to the All section in the Catalog with the Tag filter applied. To remove the filter you can click
the cross icon next to it or click Clear All to remove all the tags.

CATALOG ALL (416) < WISHLIST (3) (& CATEGORIES (176) ‘@ TAG CLOUD (12082) ™ RECOMMENDATIONS (5)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH Q

416 results found. There are more results matching your search/filter criteria to which you have already enrolled and you may find those in UNIVERSAL SEARCH

english X | | MO-MOSE X | Clear Al

= G3589E - ACS380 ACCESSORIES, 46 & G3588E - ACS380 DIMENSIONING, 48

INTERNET COURSE INTERNET COURSE |5 G3587E - ACS380 MAINTENANCE, INTERNET COURSE 4.9
OB R B 9 Qg - B @ o o
69

NOTE: If you want to add another tag as a filter, return to the Tag Cloud and click on another tag. You
can also type in the name of the tag in the Search Bar.

NOVEMBER 13, 2023 MYLEARNING NAVIGATOR - LEARNER MAIN MANUAL LEARNER
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Categories

In this section you will find all Categories listed in alphabetical order. You can use this list to filter your results.

Click on the Category name you are interested in.

CATALOG ALL (4718) < WISHLIST [3)| L& CATEGORIES (176) | & TAG CLOUD (12082) ™ RECOMMENDATIONS (5)

8. You will be redirected to the All section in the Catalog with the Category filter applied. To remove the filter you can
click the cross icon next to it or click Clear All to remove all the categories.
©  NOTE: If youwant to add another category as a filter, return to the Categories section and click on
another category.
Recommendations

In this section you will find trainings marked as ,Recommended” for Learner Groups you belong to or directly for you as
a Users defined in access settings by Administrator. You are not obligated to complete them.

CATALOG ALL (4716) ® WISHLIST (1) (& CATEGORIES (176) % TAG CLOUD (12082) | ™ RECOMMENDATIONS (5)

SEARCH

BASED ON YOUR PROFILE ( 5 results found )

\ -
A
- *‘ 2 )\ ABB MYLEARNING 43
E MY LEARNING NEW FEATURES 2023 - = ABB MYLEARNING HANDBOOK ~ ¥4.3 = HOW TO COMPLETE A WEB-BASED INTRODUCTION FOR INST...
TRAINING - INTRODUCTION FOR NEWCO... CLASS?
N @

N Q@ el e EN @ o ®EE o EN @ o o
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Using Filters on the Details Page of the training

You can also filter your results on the Course/Curriculum/Certification details Page in order to find the Classes that
meet your criteria more quickly.

9. Click on the Filters button located above the available Classes.

l TIPS FOR EFFECTIVE ONLINE COMMUNICTION Number of classes 2
I a [ Learn how to communicate in an effective way while working remotely neirery Type et based
\ ) B COURSE Code: 9CSCO0024-GLB-EN .

Language English, Polski

Duration 45 Minutes

«3 SHARE @ ADD TO WISHLIST

Provider Internal

Attachments None Contact Support mylearninteam@abb.com

List of Classes (2) (SELECT YOUR CLASS BY CLICKING ON THE RADIO BUTTON AND PROCEED TO ENROLL)

English X | Clear All .

it

s WEBBASED & POLSKI «$ SHARE

TIPS FOR EFFECTIVE ONLINE COMMUNICTION (o) ,

Learn how to communicate in an effective way while working remotely

W WEBBASED

4 ENGLISH «§ SHARE

TIPS FOR EFFECTIVE ONLINE COMMUNICTION (e} v

Learn how to communicate in an effective way while working remotely

IF YOU DO NOT FIND THE CLASS YOU ARE LOOKING FOR, CLICK REQUEST CLASS TO CONTACT YOUR ADMIN. £ ENROLL

SWITCH To TREE VIEW
1 MODULE(S) L 2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION
MODULE 1 _ Leam how to communicate in an e
1. EFFECT GLBEN
rt myleaminteam@abb.com
2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION
R 1 st of Classes: 1| English X | Clear A
tequired | Yet To Select Class
TIPS FOR EFFECTIVE ONLINE COMMUNICTION SELECT CLASS
s WEB-BASED & ENGLISH v
n

NOTE: Language thatis set in your preferences as the language of MyLearning will be automatically

added.

You can filter your results by:

. Location - determines the City the training is taking place (Only for Classroms). You can choose the location from
the displayed suggestions or type the City’s name in the Search Bar (In order for the search bar to display results,

type at least 3 following characters).

. Date - determines the date frames for the desired training. It might be typed in by you according to the template
or chosen from the drop-down calendar window.

. Language - determines the language in which the training is delivered. Choose the language from the displayed
suggestions or use the Search Bar (type at least 3 following characters)

. Class Code - type in the Code of a particular Class you are interested in.



List of Classes (2) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)

English X |  ClearAll

LOCATION DATE LANGUAGE

FILTERS ===

From To

TYPE CITY X TYPE LANGUAGE
MMM DD, YYYY v MMM DD, YYYY v

@ Notting Hill, Australia @ &

@ Helsinki, Finland ¥ English

@ Amsterdam, Netherlands @ Francais

@ Warminster, United States @ peutsch

M Monrehank Australia M iratiann

I CLEAR |AZEN@ Multiple filters can be selected l

After you choose the desired filters, click Apply to update the search results or Clear to remove all the filters.

5.4. Request a Class

When there is no Class available/active under a Course, you are able to Request a Class.

1. Click Request Class in the Course/Curriculum/Certification Details Page under the Course Details.

| EXCEL ADVANCED - ADVANCED DATA ANALYSIS TOOLS Number of classes 0

The Course is dedicated to those who want to get knowledge of popular MS Excel tools

B COURSE Code: 9CSC288002-GLB-EN-V2

*3 SHARE @ ADD TO WISHLIST

Attachments None

THERE ARE NO ACTIVE/UPCOMING CLASSES FOR THIS COURSE. CLICK REQUEST CLASS TO CONTACT

YOUR ADMIN \

2. Apop-up window will be diplayed. Please provide your comments and click Submit to send the Request.

REQUEST CLASS

Excel Advanced - Advanced data analysis tools

Message”

¥ Send me a Copy oSl ~" SUBMIT
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3. Ifyoudid not find class that suits your needs and would like to request for a Class for instance in a new language,
you can scroll down and click on Request Class.

FILTERS ==

>~ ;{; __ POWERPOINT TIPS AND TRICKS
| This Sales Billing Role based course consists of 18 units followed by an assessment & evaluation section.

wvissasey [CRRERE «2 SHARE

N ENROLL

IF YOU DO NOT FIND THE CLASS YOU ARE LOOKING FOR, CLICK REQUEST CLASS TO CONTACT YOUR ADMIN.

2 NOTE: This option is possible only for Courses.

™ NOTE: Therequest Class notification message is sent to ABB support team, Administrator who created
and updated the training, and email address specified in Contact Support field.

5.5. Enroll in a non-priced training
Register for a Course with less than 10 Session-based Classes (Classroom/Virtual Class)

1. Inorderto register for a Course choose the desired training in the Catalog. To find it faster, use the Filters or

Search Bar in the Catalog.

CATALOG ALL (13851) © WISHLIST (0) L2* CATEGORIES (181) ‘& TAG CLOUD (14423) ™ RECOMMENDATIONS (8)

Shows all the |atest and relevani Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,

description, tag or category assaciated with the fraining.

SEARCH . FILTERS = SORT

13851 results found

2. Find a training you are interested in and click Enroll.

[E INTRODUCTION TO ACCOUNTING & REPORTING

>
K v
\

This Course is recommended for all finance colleagues who recently joined ABB and would like to get a quick introduction
into accounting and reporting processes in the company. 3
[ HOW TO START, MANAGE AND END VIRTUA...

[E VISUAL MANAGEMENT \

N W el e EN W el e
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3. You will be redirected to the Course Details Page, tick the Class that is most suitable for you and click Enroll.

74

ABB MYLEARNING INTRODUCTION
Q g An intoductory Course for new members of MyLearning
1 “‘ : “ B COURSE Code: 9CSC9678687-GLB-EN-V1

Attachments : None

List of Classes (2) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)
English X Clear All ﬁ

ABB MYLEARNING INTRODUCTION

An intoductory Course for new members of MyLearning

& ENGLISH

ABB MYLEARNING INTRODUCTION

An intoductory Course for new members of MyLearning

£ ENGLISH

Number of classes
Delivery Type
Language
Duration

Category

Tags
Provider

Contact Support

2

Video , Web-based

Cesky Jazyk, English

02 Hours, 20 Minutes
BUSINESS AREA: Industrial
Automation, BUSINESS
AREA: Motion
ADMINISTRATOR_JOBAID

Internal

Not Available

FILTERS =

75

INTRODUCTION TO PUBLIC SPEAKING

Intreduction to Public Speaking

B COURSE Code: 9CSC9856-GLB-EN

3 SHARE 9 ADD TO WISHLIST

Attachments : None

List of Classes (1) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)

INTRODUCTION TO PUBLIC SPEAKING

Introduction to Public Speaking

B VIDED & ENGLISH

Number of classes
Delivery Type
Language
Duration

Provider

Contact Support

«2 SHARE

2

Video

Cesky Jazyk, English
Not Available
Internal

Not Available

FILTERS =

™ ENROLL

NOTE: Be aware that the Language filter is automatically added when you enter the Course Details
Page. To display Classes available in different Languages, please remove the filter.

NOTE: You can view the details of the Course and available Classes in the selected language.
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™ NOTE: If you are trying to enroll for a session-based Class (Classroom / Virtual) and you are already

enrolled for another training with a session scheduled for the same time, you will receive a message about
conflicting Classes.

SESSION CONFLICT

You have a conflicting session with another class

Do you want to continue?

4. You are successfully registered for the Course. If it’s a Web-based/Video Class you will be able to Launch the
training immidiately and if it’s a Virtual Class, a Join button will appear.

Enrolled Class Details

TIPS FOR EFFECTIVE ONLINE COMMUNICTION
Learn how to communicate in an effective way while working remotely
Yet to Start
Class Code : 9CSC00024-GLB-EN
Language : English
mg WEB-BASED Duration - Not Available
Provider - Internal
Enrolled by : Self on Aug 08, 2022
Contact Support . mylearningteam@abb.com
£ CHANGE CLASS @ CANCEL ENROLLMENT £ RE-ENROLL «2 SHARE  [l] BOOKMARK

® LAUNCH

5. Youcan find your Course in To-Complete section in My Learning.

MY LEARNING SEARCH Q | | FiLTERS 3=

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the full list of enroliments, go to ‘Learning History"

I TO-COMPLETE (12) | COMPLETED (6) ALL (24)

MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING HOW TO TRACK YOUR
ACCIDENTS PASSION EFFECTIVELY REMOTELY? LEARNING PROGRESS?
W ViDEo =] W« ViDEo =] W viDEo m Wm WEB-BASED m
® < RN ® < A B ® < R ® < A B
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Register for a Course with more than 10 Session-based Classes (Calendar view)

6. Below the list with available content-based Classes Calendar of events for Virtual Class and Classrooms will be
displayed for the Classes with Sessions.

BUILDING AND SUSTAINING TRUST IN BUSINESS PRACTICES Number of classes L]
Recognize how trust in the workplace affects business results. - Analyze their role in building and Delivery Type - Attenddn Person Watch
sustaining trust. » Identify common workplace behaviors that can build, sustain, or break trust. « Dem . .’-tterc-Remcte o
B CouRrsE Code: 9CSCO18848-CN-EN .
Language : English
Duration . Unspecified
=3 SHARE @ ADD TO WISHLIST
Attachments : None
All Classes (9) (SELECT A CLASS AND CLICK ON 'ENROLL)
English % Clear All =¥ FILTERS
BUILDING AND SUSTAINING TRUST IN BUSINESS PRACTICES (WATCH) C v

Recognize how trust in the workplace affects business results. - Analyze their role in building and sustaining trust. - Identify commeon
workplace behaviors that can build, sustain, or break trust. « Demonstrate behaviors that show they trust others, as well as give people «

W< WATCH 4 ENGLISH 3 SHARE
Location October, 2020 MNovember, 2020 December, 2020 January, 2021 February, 2021 March, 2021
Attend-Remote 1 1 1 2 1
Krakow 1
TOTAL 2 1 1 2 1

™ ENROLL

7.  You will find the following information in the table:

A. Location of the Class (if the Class takes place virtually, you will see Virtual Class and when it takes place in a
Classroom, you will see the name of the city.)

B. Months in which the Classes are taking place.

T NOTE: The Calendar of Events displays 6 months’ time frame, for Classes taking place after this time use

Filters.

C. Number of Virtual Classes in a given month (here: November 2020)
D. Number of Classrooms in a given city and month (here: Krakéw, November 2020)

E. Sum of Classes in Virtual Class and Classroom in a given month (here: November 2020)



All Classes (9) (SELECT A CLASS AND CLICK ON 'ENROLL)

English % Clear All

BUILDING AND SUSTAINING TRUST IN BUSINESS PRACTICES (WATCH)
Recognize how trust in the workplace affects business results. « Analyze their role in building and sustaining trust. - Identify commen
workplace behaviors that can build, sustain, or break trust. « Demonstrate behaviors that show they trust others, as well as give peaple «

B¢ WATCH 4 ENGLISH 2 SHARE

Calendar of events for Attend-In Person and Attend-Remote classes

Location October, 2020 November, 2020 December, 2020 January, 2021 February, 2021 March, 2021
Attend-Remote 1 aff— 6 1 1 2 1
Krakow 1 fp—

TOTAL 2 e 1 1 2 1

™ ENROLL

8. Toseetheavailable Classes in the given month, click on the number in the table.

Location October, 2020 MNovember, 2020 December, 2020 January, 2021 February, 2021 March, 2021
Attend-Remote 1 1 1 2 1
Krakow 1

TOTAL 2 1 1 2 1

Available Classes will appear in a Calendar view. If there is more than one Class in the given month, click on the

9.
Session icon in the Calendar to view more details about the Class the Session is part of.

Calendar of events for Attend-In Person and Attend-Remote classes

Location October, 2020 November, 2020 December, 2020 January, 2021 February, 2021 March, 2021
Attend-Remote 1 1 1 2 1
Krakow 1
TOTAL 2 1 1 7 1
Calendar view for Attend-In Person/Attend-Remote classes
< PREVIOUS MONTH November, 2020 NEXTMONTH > Nov 01,2020

SUN MON TUE WED THU FRI SAT Attend-Remote (1) N

[« 5 & 7
BUILDING AND SUSTAINING TRUST IN BUSINESS PRACTICES (NOVEMBER) (o]
2 Eal .
g it 12 W n % SHARE

B 9 10 1
Language : English | Duration : 315 Minutes | Seats Left : 23
5 16 f 13 n Auth ndor :
Starts At Sun, Mov 1, 2020 10:00 PM - Ends At 10:00 PMCEST (GMT +02:00)
i ] 24 5 28 Session: 3

™ ENROLL
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10. The number on the Session icon (a) informs you how many sessions are taaking place in a given day. The delivery
type icons infrom you if the Session is a part of Virtual Class (b) or Classroom (c).

SUN MON TUE WED THU FRI SAT

';...

Fal 1 1

8 9 10 n Z 13

13 i 17 i 18 e 20 2
n e 24 o 5 7 28

11. To see moreinformation about the Class, move your cursor over the title of the Class.

€ PREVIOUS MONTH November, 2020 NEXTMONTH > Nov 03,2020
SUN MON TUE WED THU FRI SAT Attend-Remote (1) N
H i T
| BUILDING AND SUSTAINING TRUST IN BUSINESS PRACTICES (NOVEMBER) | [o]
12 i 4 Title Building and sustaining trust in business practices
mber]
. Description e how trust in the workplace afi
g 1 i e B g Analyze their role in ng a
trust. - Identify common workplace behaviors that can
- . - . - 8 build, sustain, or break trust, - Demonsirate behaviors
- | B that show they trust athers, as wel as give people the
confidence to trust them.
g .3

12. To see moreinformation about the Sessions, move your cursor over the number of Sessions in Class details.

< PREVIOUS MONTH November, 2020 NEXT MONTH > Nov 03,2020
SUN MON TUE WED THU FRI SAT
Attend-Remote (1) r
" -
Session 1 Session 1 [RACTICES (NOVEMBER) o]
Q -'- ’ Date Nov 01,2020 10:00 PM-10:15 PM WST (GMT-11:00]
8 B 0 n 12 1 Session 2 Session2
Date Nov 02,2020 7:00 PM-10:00 PM NUT (GMT-11:00) eft-23
L Session 3 Session3
o " F '8 P Date Nov 03,2020 8:00 PM-10:00 PM WST (GMT-11:00)
S AT TVOT T ZO oo T T ATTo 0 PMCEST (GMT +02:00)
n n 24 5 26 n 28 ﬁ
n 0

13. After you have chosen the Class you would like to register for, tick the radio button next to the Class and click
Enroll.

Calendar view for Attend-In Person/Attend-Remote classes

4 PREVIOUS MONTH February, 2021 NEXTMONTH > Feb 02,2021
SUN MON TUE WED THU FRI SAT
' Attend-Remote (1) \ n
! : B
BUILDING AND SUSTAINING TRUST IN BUSINESS PRACTICES (FEBRUARY 1) EI
[ 2 3 2 SHARE

Language : English | Duration : 750 Minutes | Seats Left : 33
" 13 16 17 8 19 2 Author/Vendor :
Starts At Tue, Feb 2, 2021 1:00 AM - Ends At 9:45 PMCEST (GMT +02:00)

4 25 % 2 Session: 3

| ™ ENROLL |
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14. You have been succesfully enrolled. If you registered for a Virtual Class, you will be able to see the Join button. You
can also find your training in To-Complete section in My Learning.

& PROJECT MANAGEMENT INTRODUCTION Duration Not Available
- eam tt al
' In this course, you learn the basics of project management provider Interna
1B COURSE Code: 9CSC03456-GLB-EN .
A Contact Support myleamingeam@abb.com
o2 SHARE
Attachments None

PROJECT MANAGEMENT INTRODUCTION o
In this course, you learn the basics of project management
LY Yet to Start
. Class Code : 0CSCO3456-GLB-EN
& Language English
W viRTUAL CLASS Duration 02 Hours, 30 Minutes

Provider Internal
Enrolled by self on Aug 16,2022
Contact Support ‘myleamingteam@abb com

® CANCEL ENROLLMENT £\ RE-ENROLL *¢ SHARE  [Jl] BOOKMARK

Session: 1 \
1.Name Project management introduction session
IN
Date Thy, Oct 27, 2022 4:00 PM To 6:30 PM CEST (GMT +02:00)

Register for a Curriculum/Certification (Training Plan)

15. In order to register for a Curriculum/Certification choose the desired training in the Catalog first. To find it faster,
use the Filters or Search Bar.

CATALOG ALL (13851) © WISHLIST (0) (20 CATEGORIES (181) ‘% TAG CLOUD (14423) ™ RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

SEARCH . Fters 3% ||| sorT

13851 results found

16. Find a training you are interested in and click Enroll.

£\ SENIOR LEADERSHIP LEARNING STRUC...

Here you can find most relevant Programs or Events
that you can join, articles, videos and podcasts that...
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17. You will be redirected to the Curriculum/Cetification Details Page. In order to register for the training click the
Enroll button next to the Training Plan title.

E TIPS FOR EFFECTIVE COMMUNICATION | N ENROLL Language © English
In this Training Plan, you can learn how to communicate effectively with your colleagues both in real- Assessment : None

world as well as online.

Survey : None
M\ CURRICULUM  CODE:9TP045678-GLB-EN-V1 VERSION NUMBER:1
MODULES : 1| REQUIRED COURSES : 2| OPTIONAL COURSES : 0 Duration : 01 Hour, 30 Minutes
2 sHaRe @ ADD TO WISHLIST Provider + Internal
Contact Support . mylearningteam@abb.com
Attachments e {yeaming
== Additional Tips
Click on the ‘Enroll’ option in Panel 1 to get enrolled to the learning path and then proceed to select their preferred class. SWITCH TO TREE VIEW

1 MODULE(S)

CODE : 9CSC9098-GLB-EN
CONTACT SUPPORT : mylearningteam@abb.com

€ k@ 1. EFFECTIVE COMMUNICATION TECHNIQUES
MODULE 1 —_ N\ .ha’\‘ \ Learn some techniques for effective communication in your work environment
e 22
1. EFFECTIVE COMMUNICATION TECHNIQUES m’
Required | Yet To Select Class

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION | | ist of Classes: 1| English X | Clear All FITERS =%
Required | Yet To Select Class

EFFECTIVE COMMUNICATION TECHNIQUES

as WEB-BASED & ENGLISH <

®  NOTE: If the Training Plan consists only of Required Course with one Web-based / Video/Audio Class

under each Course then you will be automatically enrolled. You will receive a pop-up message when the
enrollment was successful.

ENROLLMENT CONFIRMATION

You have been enrolled successfully to the Learning Path

18. You can also be asked to select a Class to complete the enrollment process.

ENROLLMENT CONFIRMATION

You have been enrolled successfully to the Learning Path. There are course(s) which
require class selection based on your preference. You can select a class now or can
select later.

19. Inthe menu bar with all Courses you can see whether they are Required or Optional. There are also two statues:
A. Yetto Start means that you are already enrolled for a Course.

B. Yet to Select Class means that there are few Class options and you need to select one first.



1 MODULE(S) < k@ EFFECTIVE COMMUNICATION TECHNIQUES
-3 Leamn some techniques for effective communication in your work environment
MODULE 1 - B \ a ! Yet to Start
] QMMUNICATION TECHNIQUES m’
a o WEBBASED
2 TIPS FOR EFFECTIVE ONLINE COMMUNICTION Class Code - 9CSCO09B GLE-EN
Required |[Yet To Select Class iy Language : English
Provider : Internal
Enrolled by : Self
Enrolled on : Aug 08, 2022
Contact Support - mylearningteam@abb.com
® LAUNCH
Attachments : None
79

NOTE: You can apply additional filters located above the available Classes to narrow the results.

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION

Learn how to communicate in an effective way while working remotely

MODULE 1 -
1. EFFECTIVE COMMUNICATION TECHNIQUES CODE : 9CSC00024-GLB-EN
Required | Yet To Start CONTACT SUPPORT :  mylearninteam@abb.com

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION
Required | Yet To Select Class

i . English X Clear All
List of Classes: 1| End FILTERS =%

LOCATION DATE LANGUAGE

From

TYPECITY A TYPE LANGUAGE L
MMMDD, YYYY W ) ’,
B Notting Hill, Australia I O =
FIND U B Helsinki, Finland ¥ English
ABB UNIVERSITY B Amsterdam, Netherlands @ Frangais
@ Warminster, United States @ Deutsch

ABB AMERICAS PORTAL H = =

AL 2AE  Multiple filters can be selected

ABB DIVISIONS PAGES

IO D RO DA £ A D ALY

20. To select a Class click on the Course where status is set to Yet to select Class. In the example below you can
choose between English and Polish language versions of the same class.

SWITCH TO TREE VIEW

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION

Learn how to communicate in an effective way while working remotely

1 MODULE(S) <

MODULE 1 -
1. EFFECTIVE COMMUNICATION TECHNIQUES CODE : 9CSC00024-GLB-EN
Required | Yet To Start CONTACT SUPPORT :  mylearninteam@abb.com

2. TIPS FOR EFFECTIVE ONLINE COMMUNICTION (SELECT ANY ONE CLASS)

Required | Yet To Select Class
List of Classes: 2 \ FILTERS %%

TIPS FOR EFFECTIVE ONLINE COMMUNICTION SELECT CLASS
wm WEB-BASED # ENGLISH 4
TIPS FOR EFFECTIVE ONLINE COMMUNICTION SELECT CLASS

ws WEB-BASED & POLSKI o
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NOTE: In order to complete the Training Plan is obligatory to enroll in all Required Courses in the
Curriculum.

NOTE: Curriculum has to have at least one Class available for you in order to register for it. In case of any
issues with the enroliment, please contact the training Administrator given in the description of training
or use the functionality to ‘Request a Class’.

NOTE: Always check all the details before your registration. Note that in some cases the Class details
(e.g. language) might be different from Course details etc. so it is recommended to check the whole
learning unit on each level before you register for it.

NOTE: You can register for a Class waitlist the same way as for normal Class. The only difference is that
the proper enrollment will be processed only if the seat in the Class will become empty and you will be the
first in the waitlist queue to take it. You will be notified via email message about the proper enroliment.
The waitlist might be also organized as a Class scheduled in the very far future.

If the Training Plan has multiple optional Courses under it and there was a Completion Rule “X out of Y
optional Curses need to be completed” rule defined for this Training Plan, you need to register for at least
on Class to enroll for the Training Plan. When the desired Classes are added, click Enroll Selected Classes.

0% Language English
POWERPOINT - FULL TRAINING FROM BEGINNER TO ADVANCED
Yet 10 Start Enrolled on Aug 09, 2022
PowerPoint - full training from beginner to advanced: 1. Basics of PowerPoint 2. Intermediate
. N Assessment None
PowerPoint 3. Branding principle v
% CURRICULUM  CODE:9TP004213-GLB-EN-V1 VERSION NUMBER:1 Survey None
MODULES - 1j COURSES: REQUIRED -0 | OPTIONAL -3 Duration Not Available
(COMPLETE 2 QUT OF 3 OPTIONAL COURSES)
. Provider Interna
® CANCEL ENROLLMENT g SHARE 8] BODKMARK
Contact Support Not Available

1 MODULE(S) <

MODULE 1

1. BASICS OF POWERPOINT
Optional | Yet To Start

2. INTERMEDIATE POWERPOINT Class Code 9CSC005789-6LB-EN
Optional | Yet To Start X
Language English
3. POWERPOINT - BRANDING PRINCIPLES Provider fntemal
Optional | Yet To Select Class Enrolled by Self
Enrolled on Aug 09, 2022
Contact Support mylearningteam@abb.com

SWITCH TO TREE VIEW

INTERMEDIATE POWERPOINT o

Learn how to make your presentations clearer and how to design the graphical layout.

Yet to Start

ws WEB-BASED

®) CANCEL ENROLLMENT » LAUNCH
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84 NOTE: You can enroll in the required number of Classes when you register for the Training Plan or later
when you access the enrolled training through Curriculum/Certification section in My Dashboard as
described in point 3 and 4c.

8 NOTE: The number of Courses required to complete particular Training Plan is indicated in the Training
Plan Details Page.

PowerPoint 3. Branding principle

POWERPOINT - FULL TRAINING FROM BEGINNER TO ADVANCED

[\ CURRICULUM  CODE:9TP004213-GLB-EN-V1 VERSION NUMBER:

MODULES : 1| REQUIRED COURSES : 0 | OPTIONAL COURSES : 3

(COMPLETE 2 OUT OF 3 OPTIONAL COURSES}I

9 SHARE

N] ENROLL

PowerPoint - full training from beginner to advanced: 1. Basics of PowerPoint 2. Intermediate

Q@ ADD TO WISHLIST

B. If there are more than 5 Classes with Sessions under a Course, you will see the Calendar view as below (after
clicking on Load more in Calendar view). To choose the Class you are interested in select desired date in the

calendar and then click on Select Class. Find out more about the Calendar of Events here.

MODULE 1 -
1. BASICS OF POWERPOINT

Optional | Yet To Start

2 . INTERMEDIATE POWERPOINT
Optional | Yet To Start

3 . POWERPOINT - BRANDING PRINCIPLES
Optional | Yet To Select Class

I 3. POWERPOINT - BRANDING PRINCIPLES
| @ Leam how 1o create presentations according to branding principles

e CSCO8392-CLE-EN
CONTACT SUPPORT :  myleamingteam@abb.com

7a

88

(SELECT ANY ONE CLASS)

List of Classes: 5| Fgfish X | Clesrdl

POWERPOINT - BRANDING PRINCIPLES
ASSROOM H @ LOCATION
0 AM To 10:30 A

1:00) {Show In My Timezone}

POWERPOINT - BRANDING PRINCIPLES
122 CLASSROOM

£ Stants On Aug

) {Shaw In My Timezane) 2= SESSION - 1

POWERPOINT

{Shaw In My Timezane) 25 SESSI0H - 1

| {Show In My Timezone) 2 SESSION : 1

POWERPOINT - BRANDING PRINCIPLES

LASSROOM

1:00) {Show In My Timezane) 25 SESSION

LOAD MORE IN CALENDAR VIEW

‘SWITCH TO TREE VIEW

SELECT CLASS

SELECT CLASS

SELECT CLASS

SELECT CLASS

SELECT CLASS
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Calendar of events for Classroom and Virtual classes >
Location August, 2022 September, 2022 Oectober, 2022 MNovember, 2022 December, 2022 January, 2023
Malopolska 5 ]
TOTAL 5 6

Calendar view for Classroom/Virtual classes (If a class has multiple sessions, all session days will be highlighted below)

< PREVIOUS MONTH MEXT MOMTH > Sep 16, 2022

September, 2022
SUN MON TUE WED THU FRI SAT

MALOPOLSKA (1) L
POWERPOINT - BRANDING PRINCIPLES SELECT CLASS

Language : English | Duration : 60 Minutes

Krakow (Show Map)

Starts At 9230 AM - Ends At 10030 AM CET (GMT+01:00) (Show In My
Timezaone)

Session: 1
Seats Left0000

Contact Support: Mot Available

8  NOTE: Calendar displays 6 months’ time frame, if you would like to see if there are any classes available

after that period click on the double arrows.

Calendar of events for Classroom and Virtual classes >

Lecation August, 2022 September, 2022 October, 2022 MNovember, 2022 December, 2022 January, 2023
Malopolska 5 ]
TOTAL 5 [

21. You have been successfully registered for the Training Plan. If there is a Web-based/Video Class in one of the
Courses you will be able to Launch the training immidiately and if there is a Virtual Class, Join button will appear
next to it.

87 NOTE: After you register yourself or were registered by and Admin to the Class/Training Plan, you will get

a relevant notification informing you about this activity via email message.



22. You can find your enrolled training in Curriculum/Certification section in My Dashboard.

CERTIFICATION(13) CURRICULUM(17)

EXPIRED(4) v

TO-COMPLETE(S) ~

© ABB LINKEDIN - TRAINING PLAN: 1

W oot e

Prerequisites

Sometimes, in order to enroll to a particular training, you need to complete another Course first. This is called a
Prerequisite and you are able to find it in the Details Page of the training, under the available Classes.

&

Attachments

EFFECTIVE COMMUNICATION TECHNIQUES

Leam some techniques for effective communication in your work environment
B COURSE Code: 0CSCOD0B-GLEEN

*LSHARE &9 ADDTO WISHLIST

None

Number of classes
Delivery Type
Language
Duration
Prerequisite
Provider

Contact Support

Webbased

: English

01 Hour, 30 Minutes

: Internal

‘mylearningteam Gabb.com

List of Classes (1) (SELECT YOUR CLASS BY CLICKING ON THE RADIO BUTTON AND PROCEED TO ENROLL)

Engish X Clesr 4

L

EFFECTIVE COMMUNICATION TECHNIQUES

BCSCHIEGLE-EN X

%) ; \

Leam some techniques for effective communication in your work environment

«3 SHARE
COMPLETE PREREQUISITE
IF YOU DO NOT FIND THE CLASS YOU ARE LOOKING FOR, CLICK REQUEST CLASS TO CONTACT YOUR ADMIN. L &
Prerequisite
[ BUSINESS COMMUNICATION-INTRODUCTION ~EImi
=y 15
th\ It ‘L&. © COURSE QP ADDTOWISHUIST  w§ SHARE ==+ MORE

5.6.

Add training to Cart

1. Inorderto register for a priced training choose the desired one in the Catalog. To find it faster, use the Filters or

Search Bar in the Catalog.

Enroll in a priced training (Course/Training Plan)

CATALOG ALL (13851) < WISHLIST (0) (2 CATEGORIES (181)

‘@& TAG CLOUD (14423) = RECOMMENDATIONS (8)

description, tag or category associated with the training.

SEARCH A

13851 results found

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
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2. Find a priced training you are interested in and click Enroll. The price is displayed on the training icon.

O SALES READINESS - BASIC INTRODUCTION

This Certification includes basic introduction of
diverserse topics to have a better understanding about...

V& USD $150

3. Thenext steps are analogical process for a non-priced training. The only difference is the button at
the end of each enrollment. |

o Find out how to enrollin a Course here.

o Find out how to enroll in a Certificate/Curriculum here.

4. Your training will be added to the Shopping Cart. You can find it in the Menu Bar.

POWERPOINT - FULL TRAINING FROM BEGINNER TO ADVANCED ) ADD TO CART

PowerPoint - full training from beginner to advanced: 1. Basics of PowerPoint 2. Intermediate
PowerPoint 3. Branding principle

I\ CURRICULUM  CODE:9TP004213-GLB-EN-V1 VERSION NUMBER:1 $100 USD
MODULES : 1| REQUIRED COURSES : 0| OPTIONAL COURSES : 3
(COMPLETE 2 OUT OF 3 OPTIONAL COURSES)

‘: SHARE P ADD TO WISHLIST

Shopping Cart Experience

5. Move your cursor over the Shopping Cart icon to view training(s) you want to purchase. Click the Shopping Cart
icon or Proceed to checkout to continue.

) A vl “ Business /
Englis

SHOPPING CART

:i\ POWERPOINT - FULL TRAINING FROM BEGINNE.. -

Aug 00, 2022 UsD §100.00

W PROCEED TO CHECKOUT




6. You will be redirected to the the Shopping Cart Page. It contains the following sections:

< CONTINUE SHOPPING

ITEMS IN CART (a]
TITLE TYPE LOCATION DATE PRICE
‘SALES READINESS - BASIC IN Certification NA HA §150.00 USD I 4

TIME LEFT TO COMPLETE YOUR PURCHASE 41:5 MINUTES

BILLING DETAILS Q

SAVED ADDRESSES ADD NEW ADDRESS

[ MAKE DEFAULT SAVE AND CONTINUE

SUMMARY
items (1)
Sub Total

Discount

AMOUNT PAYABLE

o

$150.00 USD
$150.00 USD
$0.00 USD

APPLY

$0.00 USD

$150.00 USD

CLICKTO PAY

PAYMENT DETAILS (c ]

Select a payment method: Purchase Orders
© Credit Card

© Contracts OR Invoice#

®) Purchase Order#

© Cost Center

a. Itemsin Cart

b. Billing details

c. Payment Details

d. Summary

You can also return to the Catalog by clicking on:

< CONTINUE SHOPPING

Items in Cart

In this section you can find list of trainings added to the Cart, as well as basic information about them. The timer

located below the items informs you about the time left to complete the purchase (the timer starts at 45 minutes) . In
this section, you are also able to remove an item from the Cart (a), add the training to the Wishlist (b).

ITEMS IN CART

TITLE TYPE LOCATION

SALES READINESS - BASIC IN.. Certification ~ NA

DATE

TIME LEFT TO COMPLETE YOUR PURCHASE

$150.00 USD

00
i e

44:8 MINUTES




Billing details
There are two possible ways to fill the billing information in this section:
. Add New Address

If it’s your first purchase, provide the Billing Address information. It can either be an address of an individual (e.g. the
Learner) or an Organization (e.g. the invoice processing department for an organization). In this latter case please
input the organization details in the First Name and Last Name cells (e.g. First Name = Utilities Corp., Last Name =
Invoice Dept.).

BILLING DETAILS
ADD NEW ADDRESS SAVED ADDRESSES

[ MAKE DEFAULT SAVE AND CONTINUE

After you fill the billing information a pop-up window will ask you to provide a name for the Address. Enter the name
and click Submit. This address will be saved not only for this Order but also added to the Saved Addresses section. You
can also set this address as default to save timein the future.

Enter a name for this address *

LA SUBMIT

8  NOTE: Required fields are indicated with a red asterisk “ * “.

. Saved Addresses

If you have made a purchase in the past or added an Address in Saved Addresses section in My Account you will be able
to select the saved Address and use it for this Order. View the options in the dropdown by clicking on the dropdown.
Select the address from the dropdown and your Billing Details will be filled automatically.

BILLING DETAILS

ADD NEW ADDRESS |5A\|’ED ADDRESSES'

SELECT ONE

ADDRESS 1




Payment Details

In the Payment Details section you can choose your Payment Method from 4 possible options:

. Purchase order

. Cost center

. Contract Number or Invoice

o Credit card (only for Americas Portal)

After choosing the desired form of payment, on the right side of Payment Method you should be able to see a relevant

field to be filled that is always responding with chosen payment method. System will display there further details for
you and ask for provide more data (e.g. Card Number) if necessary.

PAYMENT DETAILS

Select a payment method: The billing address entered must match with that of your credit card

=) Credit Card Card Numb

© Contract# OR Invoice# I I

@ Purchase Order#

© Cost Center

| Month # Yeal /|

PAYMENT DETAILS

Select a payment method: Purchase Order#

@ Credit Card
© Contracts OR Invoice#
=) Purchase Orders

@ Cost Canter

PAYMENT DETAILS

Select a payment method: Coct Center I I

@ Credit Card
@ Contract# OR Invoice#
@ Purchase Orders

=) Cost Center

8  NOTE: Some payment methods might be disabled for specific regions. E.g. Credit card is available only

for Americas Portal. Contract Number or Invoice is mainly for external Users utility.
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%0 NOTE: PO number/Cost center fields are mandatory. Please fill them with PO/Cost center number
according to information you can find in the Training Plan or Class description. If you are unsure of the
correct Cost center or PO number, please ask your Manager for guidance.

%1 NOTE: Cost center/PO number is specific for each Country/Division. Administrators/Managers are
committed to ensure that Cost center/PO number is correct in every order. In case it is incorrect, they can
correct it or cancel the order.

92 NOTE: Process to obtain PO and Cost center number is different for each country/division. MyLearning
Support is not aware of internal business processes.

Summary

In this section you will see the summary of your Order. You can finish filling the purchase information by clicking Click
to Pay.

SUMMARY

ltems (1) $150.00 USD
Sub Total $150.00 USD
Discount $0.00USD
Discount/Coupon Code

APPLY
Tax $0.00USD
AMOUNT PAYABLE $150.00 USD

¥ | agree to the Terms & Conditions

\o CLICK TO PAY
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e. Inthis areayou can apply the Discount code, if you have one. If you have more than one, insert them separately and
after each click apply. You can remove the discounts by clicking on the red cross icon next to them.

SUMMARY

Items (1) 3 1082.52 USD
Sub Total 31082.52 USD
Discount 3 216.50 USD
Dis t/C Code

discountl X

f. Inthe Order Comments box contact details of the organization or person who can help resolve any payment
issues. E.g. the email address of the appropriate central invoice processing department or the email address of the
cost center Manager. You can also provide there any questions you would like to ask or any further details in
reference to your order

g. Remember to tick the | Agree to the Terms and Conditions checkbox, as you won't be able to finish the purchase
without it.

9 NOTE: You have 45 minutes for completing the order since entering to the Shopping Cart page. Do not

click on back or refresh the page if you want to complete the purchase.

94 NOTE: Please be informed that in case of logging out/leaving your order during proceeding with the

checkout, you might be unable to purchase the same training right away after logging back in. This is
because during the checkout process, MyLearning reserves one seat for your potential purchase for 60
minutes. Leaving the order without purchasing or canceling means that Reserved status will remain for
that period in the system.

9% NOTE: If you are not able to purchase the same training after leaving the order (when you try to add

particular training to your cart again or proceed with your checkout), please wait 60 minutes and try it
one more time before raising a ticket to our support team.




Check the enrollment

Depending on your form of payment, further Order steps might differ as described below:

Depending on

chosen payment

method:

. Your Order will be sent for training Administrator
verification

. You are not able to start the training until your
order is confirmed by the Administrator

. You can find purchased Courses in My Learning >
To-Complete

. You can find purchased Training Plans in My
Dashboard > Curriculum/Certification

. You will be notified once the Administrator will
confirm your Order

96

97

trainings right away.

98

Your order will be processed through PayPal
atomatically

If your credit card details are correct and you have
enough credit, you will be enrolled to purchased
training right away

You can find purchased Courses in My Learning >
To-Complete

You can find purchased Training Plans in My
Dashboard > Curriculum/Certification

NOTE: You will get a notification e-mail when your order will be accepted or rejected.

NOTE: The training purchased by Credit Card payment method will be visible along with all the Enrolled

NOTE: You can view your Invoices in My Profile (Account) > Orders.
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% NOTE: In case you would like to resign from the training that you bought using Credit Card in favor of
purchasing the same Course/Training Plan via different payment method, you can simply cancel the
training in your My Learning tab. Then go and fulfill another order for it. It is necessary to provide correct
PO number/Contract number or invoice/Cost Center number in the Payment Details section (during
creating the new order). The amount of money taken from your credit card should be returned back to you
immediately. If you are not able to cancel the purchased training, please contact MyLearning Support

Team via MyServices.

5.7. Enroll in training with “Manager Approval”

To enrollin a training that requires Manager Approval, it needs to be accepted by your Manager first (Line Manager or
an assigned Manager in MyLearning). Find out below how to request Manager’s Approval and where can you find your

training.

1. Inthe Catalog, training that requires approval will have Manager Approval Required icon. Click it to open the

Details Page of the training.

ING INTRODUCTION - CHEC.. ¥¥5.(

2. Onthe details Page:

A. If youwant to enroll in a Course, select the Class you are interested in and click Request Approval button.

MYLEARNING INTRODUCTION - CHECK YOUR CERTIFICATES & PRINT THE CER... ¥r 5.0
STUDENT GUIDE Course providing ba L
print your Certificate. Find out more

about where to find your Certificates and how to
out ABB MyLearning tool from our job aids and video quides a v

-GLB-EN

B COURSE Code: 0S5

=3 SHARE %9 ADD TO WISHLIST

Attachments : None

List of Classes (1) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)

English X | Clearal

MYLEARNING INTRODUCTION - CHECK YOUR CERTIFICATES & PRINT THE CERTIFICATE

STUDENT GUIDE
more about ABB

providing basic knowledge a
ming tool from our job aids i

B VIDED & ENGLISH

how o print your Certi
ble on LMS SharePoint platform. Job Aid:

Number of classes
Delivery Type
Language
Duration

Category

Provider

1
Video

English

Not Available
CORPORATE: Information

Systems, FUNCTIONAL
AREA: Information Systems

(1s)

nterna



https://abb.service-now.com/myservices?id=myis
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B. If you want to enroll in Curriculum/Certification, select at least one Class from the Training Plan and click
Request Approval button.

POWERPOINT - FULL TRAINING FROM BEGINNER TO ADVA... [ESSIRE0[U/2 W)YV S

PowerPoint - full training from beginner to advanced: 1. Basics of PowerPoint 2. Intermediate
PowerPoint 3. Branding principle

I\ CURRICULUM  CODE:9TP004213-GLB-EN-V1 VERSION NUMBER:1 $100USD
MODULES : 1| REQUIRED COURSES : 0 | OPTIONAL COURSES : 3
(COMPLETE 2 OUT OF 3 OPTIONAL COURSES)

g SHARE & ADD TO WISHLIST

3. Inthe pop-up window, select from the dropdown the Manager to whom you want to direct the request to. To send
the request, click Submit Request button.

REQUEST APPROVAL

The training you are trying to register requires Manager approval. Please fill in the following details.”

The training will be in the APPROVAL PENDING status till the Manager approves. Are you sure you want to continue?

CONTACT ADMINISTRATOR If you are not able 1o find your desired manager LAV~ SUBMIT REQUEST

100 NOTE: If a Manager is not assigned to your account and you see the information below, please contact the

Training Administrator given in the Contact Support field or reach out to support.

4. For priced trainig, select if the training will be sponsored by your Organization or will you pay for it yourself. If
the training is sponsored by your Organization, provide the number of Cost Center. If the training is sponsored by
Self you don’t need to provide any additional details at this point.

REQUEST APPROVAL X

The training you are trying to register requires Manager approval. Please fill in the following details.”

Select Manager”
7
Sponsored By Cost Center
Organization 7 ENTER COST CENTER DETAILS
SELF irfager approves. Are you sure you want to continue?

CONTACT ADMINISTRATOR If you are not able to find your desired manager b e ' SUBMIT REQUEST




5. Click Submit Request to send the request.

REQUEST APPROVAL

The training you are trying to register requires Manager approval. Please fill in the following details.”

Select Manager

The training will be in the APPROVAL PENDING status till the Manager approves. Are you sure you want to continue?

CONTACT ADMINISTRATOR If you are not able to find your desired manager ~" SUBMIT REQUEST

6. Onthe Details Page you will see the following information:

A. Course

List of Classes (1) (SELECT YOUR PREFERRED CLASS AND CLICK ON 'ENROLL)

MYLEARNING INTRODUCTION - CHECK YOUR CERTIFICATES & PRINT THE CERTIFICATE PSR oy 5.0

STUDENT GUIDE Course providing basic knowledge about where to find your Certificates and how to print your Certificate.  Find out
more about ABB MyLeaming tool from our job aids and video guides available on LMS SharePaint platform. Job Aids Video Guides Ch v

B VIDED ¢ ENGLISH w3 SHARE

v
~/ APPROVAL REQUESTED

B. Training Plan

POWERPOINT - FULL TRAINING FROM BEGINNER TO AD... [ " S el:l0) 7V =00 25 )

PowerPoint - full training from beginner to advanced: 1. Basics of PowerPoint 2. Intermediate
PowerPoint 3. Branding principle

I\ CURRICULUM  CODE:9TP004213-GLB-EN-V1 VERSION NUMBER:1 $100 USD
MODULES : 1| REQUIRED COURSES : 0 | OPTIONAL COURSES : 3
(COMPLETE 2 OUT OF 3 OPTIONAL COURSES)

o9 SHARE D ADD TO WISHLIST

X

. MANAGER APPROVAL IS PENDING. FURTHER
ACTION CAN BE DONE ONLY AFTER APPROVAL.

7. Tocheck the status of your request, go to My Dashboard > Items Need Attention.

MY DASHBOARD

ITEMS NEED ATTENTION CURRICULUM / MY CERTIFICATES BOOKMARKS FOR
CERTIFICATION REFERENCE
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8. Inthe Pending Requests tab you will find all requests that have been sent out to your Manager. You can cancel
your request (a) or send a reminder via email to your Manager (b).

ITEMS NEED ATTENTION

ENROLL (4) LAUNCH (0) REMINDER (9) TAKE ASSESSMENT (0) TAKE SURVEY (0)| PENDING REQUESTS (4)
:l 2] (0]

B¢ HOW TO REQUEST MANAGER APPROVAL? X - W
© TIME MAMAGEMENT FOR BEGINNERS x -
I8\ PROJECT MANAGEMENT INTRODUCTION . m
ms PUBLIC SPEAKING FOR MANAGERS X -

9. The Reminder message will be automatically filled out. You can edit the contents of the message, subject and add
recipients. You can also untick the option to receive a copy of the message. When you are ready to send the

reminder, click Submit.

REMINDER MAIL TO MANAGER X

From

Add Your Message

H
This is gentle remi

X CANCEL

B SendmeaC

10. If your Manager rejects your request, you will receive a notification in your email inbox. You will not be enrolled in
the training, however you can find the training in the Catalog and request approval again.

11. If your Manager approves your request for non-priced or sponsored by your Organization training, you will
receive a notification in your email inbox. You will also be automatically enrolled in the requested training.

A. Theapproved Class will appear in My Learning > To-Complete

B. Theapproved Training Plan will appear in My Dashboard > Curriculum/Certification

MY LEARNING EARCH X

Shows the classes you have enrolled for. Results for the search are shown if the keyword you provide matches with the class title, code, description, tag or category. Results shown here are
the enroliments/completions for the last 12 months period. To see the ful list of enroliments, go to 'Learning History'

I TO-COMPLETE (12) ICOMPLETED (6) ALL(24)

Rad ~75

- ZEN

MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING HOW TO TRACK YOUR
| <] ACCIDENTS PASSION EFFECTIVELY REMOTELY? LEARNING PROGRESS? B
WV -] - = - ) am WEB3ASED A
® < N0 ® < W B ® <N ® < W B
™ » = » = » " 3

SHOWALL
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12. If your Manager approves your request for priced training that is sponsored by Self (you), you will receive a
notification in your email inbox. You will also find your training in My Dashboard > Items Need Attention > Enroll,
from where you can complete the purchase in the Shopping Cart by clicking Checkout.

TEMS NEED ATTENTION

EHROLL (4) |LAUNCH (0) REMINDER (9) TAKE ASSESSMENT (0) TAKESURVEY (0) PENDING REQUESTS (1)

‘i PUBLIC SPEAXING FOR MANAGERS — ET

101 NOTE: Find out how to complete your order in the Shopping Cart here

5.8. Add a training to a Wishlist

This functionality enables you to save the training that you would like to enroll in the future in special section called
Wishlist. Learn how to add and access you wish-listed training below.

1.  Youcan add the desired Course/Curriculum/Certification from the following places in the Catalog:

h. Go to All section. Move your cursor over the desired training and click the Wishlist icon.

- AT

[B VISUAL MANAGEMENT

This module shows how visual management techniques
can be used to enable process control. It provides
examples of visual signals used across a variety of ind...

EFFECTIVE COMMUNICATION TECHNIQUES

Learn some techniques for effective communication in your work environment

B COURSE Code: 9CSC9098-GLB-EN

«3 SHARE | @ ADD TO WISHLIST

Attachments : None




2.

Your training is added to your Wishlist. You can find it:

A. Inthe Wishlist section in the Catalog.

CATALOG

ALL (51) |@ WISHLIST (4) |g CATEGORIES (176) ‘@ TAG CLOUD (12081) ™ RECOMMENDATIONS (1)

SEARCH N

4results found

= INTRODUCTION TO PROJECT MANAGEMENT

E\Jv‘:" E\:v.:...

& MOST COMMON MYLEARNING ACCIDENTS

[ PROJECT MANAGEMENT PRINCIPLES AND PRACTICES

B. Inthe Menu Bar, click on the Wishlist icon.

]

[

- ! - o . L
WISHLIST
[ PROJECT MANAGEMENT PRINCIPLES AND P. v
COURSE

J

Aug 17,2022 N ENROLL
[\ POWERPOINT - FULL TRAINING FROM BEGIN.. v
CURRICULUM
Aug 17,2022 ¥ apoTocaRT

102

NOTE: In this view only 5 most recently added trainings will be displayed.

If there are more than 5 items in the Wishlist a Show All button will appear. If you click on it you will be redirected

to the Wishlist section in Catalog.

n O QR

WISHLIST

COURSE

Sep 242020

™ ADD TO CART




4. Toremove your training from the Wishlist:

j.  Click Added to Wishlist on the Details Page of the training.

| ] PROJECT MANAGEMENT PRINCIPLES AND PRACTICES
| @ The basics of Project Management for everyone
S
i

\l B COURSE Code: 9CSC012232-GLB-EN

«3 SHARE | % ADDED TO WISHLIST

k. Click the Wishlist icon in the Catalog view of the training.

= PROJECT MANAGEMENT PRINCIPLES AND PRACTICES

Project Management Principles and Practices

‘ REMOVE FROM WISHLIST

I.  Click the Wishlist icon near the particular training in the Wishlist dropdown located in the Header Menu.

WA QR B

WISHLIST

REMOVE FROM WISHLIST

E PROJECT MANAGEMENT PRINCIPLES AND P @

::\\ POWERPOINT - FULL TRAINING FROM BEGIN... v

Aug 17,2022 W AD0TO CART

- ASSESSMENT: SEM210 - ENG v

103 NOTE: In this view only 5 most recently added trainings will be displayed. You can also enroll in the wish-

. - X X | 3 | | ADD TO CART | X
listed training from the dropdown on the picture above. Click 2 ENROLL| o L - and you will be
redirected to the Details Page of the training, where you can register for the desired Classes.
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5.9. Share the training from the Catalog

1.  You can use Share functionality from the following places in Catalog:

A. Go to All or Wishlist section in the Catalog and move your cursor over the desired training. Click the Share

button.

CATALOG ALL (13851) @ WISHLIST (0) (2 CATEGORIES (181) ‘% TAG CLOUD (14423) ™ RECOMMENDATIONS (8)

Shows all the latest and relevant Courses/Certifications/Curriculums that you can enroll for. Results for the search are shown if the keyword you provide matches with the title, code,
description, tag or category associated with the training.

13851 resuits found

{E Z433€ - PRICING & COMMERCIAL EXCELLENCE TRAINING (TRAINING 4) - EN

‘THIS COURSE IS VIEWABLE ON DESKTO, LAPTOP, TABLET, MOBILE PHONE 7. Stakeholder types - Conduct stakeholder
profing 10 identify key decision makers and keam how 10 3pproach each of them 8. Project pricing - Understand typical
chalenges in project and tender pricing and how fo manage them more successfully

[ PSG DO NOT USE

[ SFDC - FOLLOW-UP SL LEAD

N Q@ e e BN Q@ e

=
[ Z432E - PRICING & COMMERCIAL EXCELLENCE TRAINING (TRAINING 3) - EN

[ Z431E - PRICING & COMMERCIAL
EXCELLENCE TRAINING (TRAINING 2) - EN

N @ & e

B. Onthe training’s Details Page, click Share.
Course Details Page

2. Here, you are able to share a Course (1) or a particular Class (2) under the Course.

| |

Class Code

Language

Duration
Provider
Enrolled by
Contact Suppart

® CANCEL ENRO)

PROJECT MANAGEMENT PRINCIPLES AND PRACTICES

The basics of Project Management for eves

SCSC

2232-GLE-EN
English

Not Available

Interna

Self on Aug 17,2022

myleamingteam@pl.abb.com

LLMENT £\ RE-ENROLL

: " PROJECT MANAGEMENT PRINCIPLES AND PRACTICES Duration : MNot Available
| The basics of Project Management for everyone —
| rovider - Internal
| 4 ! 8 COURSE Code: 9CSCO12232-GLB-EN .
<la Contact Support o myleamingteam@abb.com
Attachments None

=
=

(2)
@\

Yet to Start

=

14l BOOKMARK




Curriculum/Certification Details Page

3. Here,you are able to share a the desired Training Plan.

7N
(0% )
TIPS FOR EFFECTIVE COMMUNICATION —/

Yet to Start

In this Training Plan, you can learn how to communicate effectively with your colleagues both in real-
world as well as online.

I\ CURRICULUM  CODE:9TP045678-GLB-EN-V1 VERSION NUMBER:1
MODULES : 1 | COURSES: REQUIRED -2 | OPTIONAL -0

@ TAKEPRETEST @ CANCEL ENROLLMENT [ TAKE ASSESSMENT [ TAKE SURVEY JA BOOKMARK

Attachments

=z Additional Tips

4.  Fillin the required information in the pop-up window and click Submit. The person with the given email address

will receive a notification on their mailbox with the sharing link.

SHARE X

B Sendmea xcanceL  [REETE

5. If you wish to copy and share the Link to the training click on the Copy icon.

B senomea PPN SUBMIT




6. My Profile (My Account)
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In this section you can change information about yourself, as well as the preferences for the display in the system.

There are two ways to access this section:

1. Click on the area with your information and Profile picture in the Menu Bar.

MyLearning

the enroliments/complelions for the last 12 months period. To see the Iulllist of enrollments, o to ‘Learning History

TO-COMPLETE (23) COMPLETED (32) ALL (61)

Nadl ~5 B

MOST COMMON MYLEARNING DO YOUR WORK WELL WITH HOW TO START LEARNING
n ACCIDENTS PASSION EFFECTIVELY REMOTELY?
] B L "} -
® < N0 ® < W & ® <N
v » v » o »

John Doe

HOW TO TRACK YOUR
LEARNING PROGRESS?

2. Go to the section by clicking My Profile in the tab on top of the page or by scrolling down. Next, click on the Edit

icons to view more details.

MY LEARNING | MY DASHBOARD | CATALOG | MY PROFILE| A & @

MY PROFILE /

About Skills
MANAGING CROSS-FUNCTIO...
John Doe
- ic TIME MANAGEMENT
INTERPERSONAL SKILLS

| am a qualified, motivated individual working in our company as a Technical Advisor. As
part of our team, | collaborate with corporate |eadership and interview subject matter
experts to determine existing technical capabilities, current obstruction to business
objectives, and future technelogical oppertunities, delivering reports to relevant
roadmaps for imf

and creating comp!

LIS

90%

John Doe
Technical A

External Training | : |

® Jun 2020 TEve
Information Technology ...

® May 2020 "
Leadership And Manage...

Work Experience |Z|

® Apr2020 Technical Advisor
Apr2020 ABC
Warsaw

Education |Z|

® Jan 2019 Technication
Mar 2020 Technical Management
NYU

A. Details

The Details section displays Learner’s information, as well as (Learner information in this section comes from HRGT). If
your information is incorrect, contact your local HRBP to get it corrected and the corrections will make their way back

to your profile details.

It contains the following sections:

B. Name and Details
C. Profile Summary
D. Skills

E. Work Experience



F. Education

G. External Training

H. Awards
MY ACCOUNT
DETAILS PREFERENCES SAVED ADDRESSES ORDERS
, ’
=) 0
’, p
N Information Technology Management .
o o Leadership And Management Course o e

-' . . . .
In order to change the account information, click on the lcon located next to the title of each section. Depending on

the section, the edition view might be different.

Name and Details

This section displays Learner’s information, such as Name, Job Title, (Learner information in this section comes from
HRGT). If your information is incorrect, contact your local HRBP to get it corrected and the corrections will make their

way back to your profile details.

You are not able to modify the contents of this section, except for the Profile Picture. To add a picture to the profile (in

caseitisn’t one already), please follow the steps below:

1. Afteryou select the edit view, move your cursor on the avatar icon and click Upload New Image.

Edit Name And Details

L4l UPLOAD NEW IMAGE | -
USE DEFAULT IMAGE

First Name

Last Name

JOnn Doe

Title

Technical Advisor

E-Ma

john.doe@email.com
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2.  The file upload window will show up. Please locate the picture file on your computer and click Open.

@ Open X
4 BB > ThisPC > Desktop v U Search Desktop »p
Organize ¥ New folder = @ @O
I™  Name Date Type Size Tags a
a
., ®
g )
LS
f o
{ ]
R
@
i T
& o
" g
@
g &
@v | profile picturepng  16.09.2020 17:06 PNG File 31 K8 | %
File name: | profile picture.png V\AII Files (*.*) i

3.  Apop-up window will appear in which you can adjust your picture. Click Upload to add the picture.

UPLOAD PROFILE IMAGE N

% Profile image must have minimum 125 x 125 pixels.
> Maximum file size for profile image is 2MB.
> LXP supports JPEG, GIF, and PNG file formats.

> Make sure you click on SAVE button after uploading the image

X CANCEL  |RElVIZRVEN)]

4. Remember to click Save to update the changes in your Profile. Next, close the pop-up window with the cross icon.

Password

Reports To

Jane Doe

\ R ATl
(P 1L L FDm

w" SAVE
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5. The Show to Others checkbox is meant to define whether the information should be visible for other Users or not.
Please skip this option since this functionality is turned off for ABB utilility — Users are not able to peek at other

Users’ profiles.

Reports To

Jane Doe
XH 04 X CANCEL «F SAVE
6. If youwould like to remove the picture, click Use Default Image.
Edit Name And Details #

Ll UPLOAD NEW IMAGE

USE DEFAULT IMAGE

First Name

John

-_

Last Mame

b
e

Profile Summary

7. Upload a short description about yourself. You can use maximum 5000 characters. Click Save to update the

changes.

Edit Profile Summary

n ABB's division in Krakaw.
upportir
| plans; provid

377to 5000

N\

X CANCEL " SAVE
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Skills

8. Click Add to upload a new Skill. Also, when you complete a Certification type of training, it will be added as a skill
to the list.

Skills P
== ADD
MANAGING CROSS-FUNCTIONAL TEAMS X
TIME MANAGEMENT X
INTERPERSOMAL SKILLS X

9. Input your proficiency ussing the dropdown on a scale from 1 to 10 (1 is the lowest and 10 is the highest value).
Click Save to update the changes.

Skills

Managing Cross-Functional Teams

i ﬁ o

D Show fo A X CANCEL |« SAVE

10. The Show to Others checkbox is meant to define whether the skill should be visible for other Users or not. Please

skip this option since this functionality is turned off for ABB utilility — Users are not able to peek at other Users’
profiles.

Skills

Managing Cross-Functional Teams
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11. You can also edit the existing Skills by clicking on the name or remove them by clicking on the Cross next to the

Skill you want to delete.

Skills

MANAGING CROSS-FUNCTIONAL TEAMS
TIME MANAGEMENT

INTERPERSONAL SKILLS

External Training

12. Toupload a new external Certificate gained outside MyLearning system, click Add.

External Training

@ =
Information Technology Management

‘. Workshop
Leadership And Management Course

= ADD

-

& 1
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13. Fillin the details of your External Training by typing in the information or using a dropdown (highlighted fields are
obligatory).

[
w
o
(=]

Certificate Number

DO/ MMIYYYY v DO/MMIYYYY v

@ show 0 4 X CANCEL + SAVE

14. You can add a file with the External Training by clicking Upload Cetrificate button. Locate the file on your
computer and click Open. MyLearning supports following file formats: pdf, png, jpg and jpeg).

@ Open X
&« v 1 > This PC > Desktop > v U  Search p
Organize ~ New folder = - [

I™ Name Date modified Type Size

a I Certificate.pdf 07.09.2020 11:32 Adobe Acrobat Docu. 614 KB

5l

®

L]

BB

& &

EE®®®I

B w1 e
B

File name: |Certificate.pdf v | (Al Files (+4) v

ez
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15. If your Manager requires verification of External Trainings, tick the Verification Required checkbox (it will apear
when you upload a file). Make sure that you select the Manager from the dropdown list.

Manager vy
USER
OTHERS

16. Click Save to update the changes.

Remove Certificate X 1600335102-Certificate.Pdf

Manager o+

% CAMCEL I\. SAVE

17. The Show to Others checkbox is meant to define whether the External Training should be visible for other Users
or not. Please skip this option since this functionality is turned off for ABB utilility — Users are not able to peek at
other Users’ profiles.

Upload Certificate ==

XE':..'.:-' X CANCEL « SAVE
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18. After closing the pop-up, you will notice completely new, external certificate added to your profile with
Verification pending status. The status will change as soon as your Manager will verify or reject particular request
from received from you.

External Training Y.

@ Jun 2020 g
Information Technology Management

@  Jun2020  Werkshop
Principles Regarding Pictograms, Graphics,

Timelines
WWW

L] May 2020  Werkshop
Leadership And Management Course

19. You can also edit the existing External Training by clicking El or delete them by clicking .

= ADD

@  Training P
Information Technology Management

,., Workshop F 0
Leadership And Management Course

Work Experience, Awards and Education

20. Toupload a new information to your Profile, click Add in the desired section.

Bresrmea =
Awards 4

== ADD
@ Exeptional Men In Business Award £ T
XYL
New York
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21. Provide the information in all obligatory fields marked with red asterisk . In the ‘Awards’ section you can also
upload a file with the Certificate from your Computer (the process of uplad is the same as with External Training).
Next, click Save to update the changes.

(4 &)
o

P
*

Awards Name

Exeptional Men In Business Award

Company

XYZ

iy
Camor

New York

Upload Certificate <+ _

D Show to A X CANCEL ]+ SAVE

22. The Show to Others checkbox is meant to define whether the information should be visible for other Users or not.
Please skip this option since this functionality is turned off for ABB utilility — Users are not able to peek at other
Users’ profiles.

23. You can also edit the existing Awards, Work Experience, Education information by clicking El or delete them by

clicking .

= ADD
@ Exeptional Men In Business Award

F U
XY7Z
New York
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Preferences

24. You are able to set your Time Zone, Language, Language, Currency, Location and Date Format from this view.
Additionaly, you can set My Learning Target (how many hours of training you would like to complete in one year
period.) You can also set a preferred view to display Training Plans (Module or Tree view).

MY ACCOUNT
DETAILS PREFERENCES SAVED ADDRESSES ORDERS

Saved Addresses

1. Inthis sectionyou can find the Addresses that were used in the Order creation. You can also upload them manually,
by clicking Add New Address.

MY ACCOUNT
DETAILS PREFERENCES SAVED ADDRESSES ORDERS

John Doe

Street ADD NEW ADDRESS
1/2

Krakow - 00-000
Malopolskie, Poland

2. Fillin the details of your Address by typig or using a dropdown (highlighted fields are obligatory). You are also able
to set the Address as default for future Orders. Click Save to update the changes.

MY ACCOUNT
DETAILS SAVED ORDERS

ADD NEW ADDRESS

| ] msamomn xoac
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3. Youcan modify Saved Address by clicking Edit icon (a) or delete it by clicking the cross icon (b).

MY ACCOUNT
DETAILS PREFERENCES SAVED ADDRESSES ORDERS

Address 1 # X
John Doe

Street

o Q0

Krakow - 00-000
Malopolskie, Poland

Orders

1. This section contains a summary of your Orders for the Priced trainings. You are not able to edit or add any details
in this section. However, you can perform the following actions:

A.  Print all of your recent Orders.
B. Download all your recent Orders to a csv file.

C. View the Invoices for your Priced trainings in a separate window.

MY ACCOUNT ‘ ‘
DETAILS PREFERENCES SAVED ADDRESSES ORDERS -
ORDER MO MUMBER OF ITEMS ORDER DATE PRICE DISCOUNT TAX TOTAL VIEW INVOICE
263 Sep, 152020 § 100.00 USD $0.00USD §0.00 USD § 100.00 USD ) fp— o
Invoices

2.  Your Order invoice contains such information as:
A. Billing address
B Order Summary
C. Customer Information
D

Billing details



AAiBis MyLearning

ORDER SUMMARY

Order Mo

Order Date

Order Status B Payment Pending
Payment Mathod : costeanter

BILLING ADDRESS CUSTOMER INFORMATION

John Doe
Krakow,
Malopolskie,
Poland,

BILLING DETAILS \I

TILE DELIVERY TYPE DATE LOCATION AMOUNT REFUND

Creative thinking in Problem Solving Virtual Class Oct 06, 2020 02:30 AM 1o NA 100.00 0.00

SUB TOTAL $100.00 USD §0.00 USD
Discount §$0.00USD §0.00USD

Tax $0.00USD §0.00 USD

TOTAL AMOUNT $100.00 USD §0.00 USD

Terms & Conditions

Thank you for your order

3. Additionaly, you can print (a) or download your invoice as a PDF file (b).

y = MyLearning

ORDER SUMMARY

Order No

Order Date : 5,2020
Order Status : Payment Pending
Payment Mathod : costcanter

BILLING ADDRESS CUSTOMER INFORMATION




7. Support for Internal and External Users

7.1. Before reaching out to Support (troubleshooting)

If you experience any technical issues when completing a training in MyLearning, please try to take the following
actions before raising a ticket:

. Open the training in a different browser

We highly recommend to use Chromium engine-based browsers for the best experience (Google Chrome and Microsoft
Edge). Internet Explorer does not support all the content formats that might be attached to certain Courses and
therefore not display the content properly. Additionally, this browser will no longer be supported by Microsoft with the
beginning of 2021.

. Clear cookies and cache files

If the training material is not displaying properly in the Content Player or the progress of your training has not been

saved, we recommend clearing browser cookies and cache files and opening the training on a new page. Find out how
to clear Cookies and Cache files in Microsoft Edge and Google Chrome below:

Microsoft Edge

1. Close the browser window with MyLearning. Click on the Settings button (a) > History (b) > Clear Browsing Data

().
as ABB MyLearning x = = X
~ B Newtab Ctrl+T o
= O ) https://mylearning.abb.com e '
= B3 New window Ctr+N S
ER  New InPrivate window Ctrl+Shift+N
4\ IR IR : - 100% ?
Faapip MylLearning CATALOG | MY LEARNING | MY DASHBOARD | MY PROFILE | & LI Zdom 100%: ok | i
HELF
o*; Favorites >
O Manage history Ctrl+H O History >
1
Welcome to MyLearning! B} —— I 4 Downloads Ctrl+)
Clear browsing data Ctrl+Shift+Delete
For the best experience, please use Microsoft Edg Racently closed B Apps %
or Google Chrome browsers. & Extensions
B2 Sign in to your account Ctrl+Shift+T
. % ! X : Collections
Find support materials and help information in t RISy Eepe
S Print Ctrl+P
Top Menu Bar navigation tips: B share
| nokina for new trainina?

2. Inthe pop-up window, tick ‘Cookies and other site data’ and ‘Cached images and files’. Next, click ‘Clear now’.



I
X
Clear browsing data P
hile giy
s ‘ fforts
Time range F
All time ~
Track
. |7| Browsing history |
L 2,114 items. Includes autocompletions in the address bar. e
ven't
|_| Download history k
None
Cookies and other site data
From 19 sites. Signs you out of most sites.
Cached images and files
Frees up 208 MB. Some sites may load more slowly on your pu
next visit.
be less
Clear browsing data for Internet Explorer mode
kers
| |

3. Open MyLearningin a new window.

Google Chrome

4. Close the browser window with MyLearning. Click on the Settings button (a) > More Tools (b) > Clear Browsing

Data (c).
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5. Inthe pop-up window, tick ‘Cookies and other site data’ and ‘Cached images and files’. Next, click ‘Clear now’.


https://mylearning.abb.com/

Clear browsing data

Basic Advanced

Timerange  Alltime

Browsing history
Clears history and autocompletions in the address bar.

Cookies and other site data
Signs you out of most sites.

Cached images and files
Frees up 320 MB. Some sites may load more slowly on your next visit.

Clear data

6. Open MyLearning in a new window.
. Open your training in a InPrivate/Incognito window

To avoid clearing cookies and cache files history from your browser you can open the training in a private window. Find
out how to do that in Microsoft Edge and Google Chrome below:

Microsoft Edge

7. Click on the Settings button (a) > New incognito window (b).
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Google Chrome

8. Click on the Settings button (a) > New InPrivate window (b).
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. Make sure you have completed the whole training

In order for the training to be marked as ‘completed’ in the system, it is required to finish all the necessary content in
the training. Sometimes that includes e.g. taking additional steps after taking the quiz or a special button at the end
that is part of the training material. Some content based trainings are also recommended to be completed in one
sitting, as certain content formats might not be able to keep track of the training progress.

. Make sure you’ve clicked ‘Done’ when leaving the Content Player

To save your progress, click ‘Done’ on the bottom of the Content Player, instead of the cross icon. Refreshing the page,
or closing the browser window might also result in loss of progress.

ABB MYLEARNING PROMOTIONAL VIDEO
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7.2. Support for ABB Users (employees, contractors)

Incidents and Service Requests - please submit new ticket by:

. visiting MyServices > Information Systems portal — navigate to Quick Links section and use Report an IS Incident
forincident ticket (use Codi to fix your incident faster or proceed with standard Report an Incident option) or click
on Order a new item for service request ticket.

. sending an e-mail to ABBGlobalServiceDesk@abb.com - put “LMS” or “MyLearning” in subject line (incidents only)
. calling ABB Help Desk - find contact information for your local IS support here.

All tickets will be addressed in order of severity. Please be also advised that to receive support in timely manner, it will
be most helpful if you provide us with more detailed information regarding your problem:

o What process cannot be made, what should be the result?
. What were the steps you have taken before problem occurred?
. Please attach screenshots from the application (if possible) describing your issue - Class code or title
. Please also check our guide on how to raise/create ticket using MyServices available here.
A. Support for non-ABB Users (channel partners, suppliers, others)
Incidents - please submit a new case by:

o sending an e-mail to PL-MyLearningappsupport@abb.com- remember to put ‘LMS’ or ‘MyLearning’ in subject line

Service Requests - please submit a new case by:

. contact Administrator/Instructor who is responsible for Course or Class. In order to get access to ABB
MyLearning, MyABB account has to be created on https://myportal.abb.com/ - please find more details here.



https://abb.service-now.com/myservices?id=index
https://abb.service-now.com/myservices?id=is_ticket_creation
https://abb.service-now.com/myservices?id=myis
https://go.insideplus.abb.com/information-systems/gf-is/get-it-support
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107045A5370&LanguageCode=en&DocumentPartId=&Action=Launch
mailto:PL-MyLearningappsupport@abb.com
https://myportal.abb.com/

8. Additional Support Materials

System Introduction Presentation

https://search.abb.com/library/Download.aspx?DocumentID=9AKK107046A68288&LanguageCode=en&DocumentPartl
d=&Action=Launch

New MyLearning Learner Interface Know-How Presentation

https://search.abb.com/library/Download.aspx?DocumentID=9AKK107991A4471&LanguageCode=en&DocumentPartld
=&Action=Launch

Frequently Asked Questions

https://search.abb.com/library/Download.aspx?DocumentID=9AKK107991A3228&LanguageCode=en&DocumentPartid
=&Action=Launch

Mobile App job aid

https://search.abb.com/library/Download.aspx?DocumentID=9AKK107045A6063&LanguageCode=en&DocumentPartl
d=&Action=Launch

Help Streams

https://search.abb.com/library/Download.aspx?DocumentID=9AKK107046A8547&LanguageCode=en&DocumentPartl
d=&Action=Launch



https://search.abb.com/library/Download.aspx?DocumentID=9AKK107046A6828&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107046A6828&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107991A4471&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107991A4471&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107991A3228&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107991A3228&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107045A6063&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107045A6063&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107046A8547&LanguageCode=en&DocumentPartId=&Action=Launch
https://search.abb.com/library/Download.aspx?DocumentID=9AKK107046A8547&LanguageCode=en&DocumentPartId=&Action=Launch

9. Changes Notes

2020-11-04
V1.0

Document created

2020-11-19
Vil

Reach Support chapter name changed to Support for Internal and External Users
Section about troubleshooting Before reaching out to Support (troubleshooting)
added to Support for Internal and External Users chapter.

Separated Chapter Support for Internal and External Users to 3 numbered chapters

2021-04-18
V2.0

Check if the content id Flash-based in chapter Reach Support removed
Catalog chapter added
My Learning section updated with Provider, Contact Support field,

Note about seeing the course details in other languages added
Filters for Classes on Training Plan/Course Details Page (Catalog)
Universal Search chapter added

Information about the Catalog updated

Information about the TP versions added

Information about Manager Approval added

Items Need attention chapter added with new tab

12.07.2021
va.l

Explanation of roles in MyLearning

Additional note about hide showing provider label "Internal” on course thumbnail
Additional note hide Optional indicator in thumbnail

Information about Universal Search — enroll from shared link added

Skills — obtaining a new skill changed

Enroll from the Universal Search Page (if you are enrolled in one of the the Classes
under the Course)

14.11.2021
ve.2

Additional point about launching Content from the Catalog
Additional note about message in case of conflicting Classes
Additional point about Sharing a training — Copy Icon

22.08.2022
V3.0

Screenshots replaced to reflect changes in Omega release as well as changes in
naming conventions for classes

Notes 17, 25, 46, 47, 74 added

Manu bar overview — additional point about changing language

Term ‘Mandatory’ changed to ‘Required’ for Training Plans

My Certificates — section changed to reflect quicker way to access certificate
Request Class — point 3 and 4 added

Register for a Curriculum/Certification - section modified

19.07.2023
V4.0

Updated screenshots and information with changes from Phoenix: Grid view
experience and Recommendations
New style of adding ‘NOTFE’

13.11.2023
V4.1

Point about Impersonation
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