Organisation
Admin

SEEBL

Copyright © 2023 SEEDL Group - All Rights Reserved.



Contents

Overview 3 Add Document 8

Logging into SEEDL 3 Manage Programmes 9

Dashboard 4 New Programme 9

Reports 4 List Programmes 10
Users 5 Manage Course Access 10
List Users 5 Course Mandates 11
Add User 5 New Mandate 11
New Administrator 5 Programme Categories 11
Import 6 Events 12
User Import 6 New Event 12
Activate Users 6 List Events 13
Manage Content 7 Event Bookings 13
List Videos 7 SEEDL Event Bookings 13
Add Video 7 Teams 14
List Documents 7 Group Training 15

For more information email hello@SEEDL.com, contact your Learning consultant or visit SEEDL.com




Overview

Your SEEDL platform is branded with your logo and colours. The course and content will also vary depending on
your selected categories.

4 Dasnboarg

sten ko SEODL Chilled

Follow: § @ in L
o Mevacisr - Togaenst 1 Mt Drean - Singh O Euopafiondsn & My Accound  ae ogoul

ﬁE I-I-I u I-u g U Hama Apout Todoy 8 EVents Courzes Booes ATEElL = Support =1

Live Now: Auditing, Error handling ond Protaction - 2:00 PM to 300 PM

LEARN - l'!'ll'nﬂu:l.i'::%][ﬁ | [¥
Eremn %rgun.i.sut

LATEST INFORMATION

News
Company Whats New
FEBRUARY 2, 2024 MARCH 30, 224
Flip for Fun: A Look ot Pancake Day’s Terminology Update
Delicious History and Traditions Ve hove now Lpdted

- Thowegh It may howe just passed in 2024, Poncake Doy, alio our tErminoiogy from Cowses &
T kruwwni 0f Sheove Teesday, holds o speciol ploce in the moduhes 1o Programs & Courses
4 -
b negris ol many, This dagy, gleapad jn Moy ond pocked

Logging into SEEDL

You can login to SEEDL through the main SEEDL website or your own platform. You will be automatically
directed to the relevant area when logging in.

To login:
Go directly to https://www.SEEDL.com/login or your platform.

Access the login page via the top navigation bar, and select “Login”.
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Dashboard

Once logged in you’ll be taken to your dashboard. This is where you'll find all your organisations learning data,
from Training and Enrollment stats, Carbon Saving contribution, Feedback, and content download stats.

This Month

Training Stats

Reports

The main dashboard is where the reports are located, you can see from the above screenshot there are tiles
for each type of report. These tiles allow you to hover over them to reveal further data. You can also select the

settings cog on the top right to view in full or download the data to CSV.
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The reports also have a filter to allow you to change to This Month, Last Month, This Year, Last Year and Quarters
giving you the ability to compare data.
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Users

The users section allows you to view and manage existing users, create a new user or administrator, and ap-
prove users that have registered directly on your platform.

List Users

This allows you to easily manage and see which users are active, edit accounts and resend their activation
emails.

Add User

This is where you would create a new staff member, once created an email is sent which allows them to create a
password.

New Administrator

A new administrator is the same as adding a user, but they are given access to manage your platform, such as
adding users, mandating courses, and viewing reports.
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Import

User import allows you to bulk upload users using our import template. You can then complete the template
and import it using the form, once this has run, you’ll then be able to go over to the activate user screen where
you’ll be able to activate your users individually or in bulk.

User Import

The import form providers a CSV template which can be used to create your new user import list, once you have
uploaded these users, they will then be added to SEEDL waiting approval.

Activate Users

When an import has run, your users will appear in the activation list. Here you can then approve all of the im-
ported users which will send out the activation email allowing them to create their account.

Emiail Firstrame Surname Created Approval ||
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Manage Content

You can add and manage your own Documents and Videos, these display on the platform under “Assets” in the
menu. Videos are links to either YouTube or Vimeo and allow you to track who has accessed them. Documents
can be uploaded to SEEDL allowing them to be tracked and protected behind a secure login.

List Videos

Here you will find all your existing videos with the option to edit or delete.

Add Video

To add a new video, you’ll need to give it a name and description, these are used on the listing page, choose the
position of your video 1 being at the top, and

List Documents

Here you’ll find a list of all your uploaded documents, from here you can edit or delete.
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Add Document

To add a new document, you need to complete the “Name”, “Description” which is displayed under the title in

the document listing, “Position” of where the document will display 1 being at front and upload the “Document”,
any format is supported.

Mew Document

Mame

Description {Displayed under the title)
Posstion of your Document

Document
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Manage Programmes

You can create your own programmes and courses on your platform, this can be an event hosted at your offices,
via an external platform or a recorded video using our OnDemand functionality.

New Programme

To add a new programme to your platform you need to complete the new programme form by filling in:
Programme Name - Title shown on listing and programme page.

Short Description — Shown on the listing page.

Description - Shown on the programme page.

Publish - Set yes to publish this on your platform.

Programme Category - The category the programme belongs too.

Tile Image - The image shown on the listing page.

Banner - The main bannerimage used at the top of the programme page.

Pregramme Mame

Short Descriplion

Dracrtion
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Mo

Programme Cateqory

Tl Image Shown on listng pages) - 600w x 3500 po

Banner (Dsplayed on programme page) - 1920w 1 S0 po
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List Programmes

The programme listing page allows you to see all of the programmes and their courses. You can only add cours-
es once there is a programme created.
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Course Mandates

SEEDL allows you to mandate courses for users, you can choose from our Live Learning or your own courses. Mandates
allow track users progress anytime. A mandate can be created for a group of courses and users, or an individual.

The overview screen allows you to edit an existing mandate by adding new courses or users, view a progress log
and delete a mandate.
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New Mandate

To create a new mandate, you must provide it with:

Name - The name the display in my account when assigned to users.
Time Frame - how long they must complete mandate (ideal is 90 days).
Repeat Period - if this is repeatable every year (e.g compliance).
Course - course required to be completed.

Users - the users who need to complete the mandate.

Created By - The person who is responsible for the mandate.

piarse Mandase b

Mlichae]l Shreeves - M- ermdiised oo

Programme Categories

programmes on SEEDL are categorised by category, here you can view existing categories and add new ones,
each category allows for you to choose the colour which is displayed when browsing SEEDL and an icon.
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Events

Once you have your own Prgoramme and Course you’ll then be able to create an event, this allows you create
an event hosted on SEEDL that users can register for.

New Event

Here you can create an event, these events can either be hosted at a location or online using your own platform
such as teams.

Event Hame

Course the event is linied to
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When creating an event, you’ll need to:

- Add a name, this is shown in the event booking.

- Assign the event to a course.

- Add a start date which is then show to users when signing up.

- The duration is used to show users how long the event will be.

- Capacity is the number of spaces available for the session, if the limit is reach it will stop users booking onto

the event.

- Event Link / Booking URL is used for either your external event system link such as teams URL or an
information page for users to find out more about the event.
- Information section is shown on my account and emailed to users upon booking onto an event.

List Events

You can see all your
organisation’s events with

delete them. You’ll also be
able to export these to CSV.

Event Bookings
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and attendance.
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Teams

You have the abiltiy to create a team, facilitating the grouping of users and the designation of a
manager. The manager is able to access their team’s records, mandated courses, and group RSVP for events.

New Team
From the add team screen you can select The name of the team, the owner/manager(s) of the team and which
memebers wit within this team.

Edit Team m

Team Mama

Organisation

Select an Organsation ¥

Chamiers

Members

Select ALl

Created by: Mone

Once you have added a team you can then edit it allowing you to add further members, aswell as manadate
courses and bulk invite using the RSPV feature.

Here you have the cagpability to establish a team, fscd the consolidation of users and the designation of a manager. The manages

i able to &:cess their tesam's leamang records, mandated cowrses, and roup FSWPs for events
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Group Training
if you like to encourage traning togther then our group training feature facilitates this by enabling you to
replicate the main attendee’s record. This ensures that all participants can obtain their certificates seamlessly.

Copying arecord

To clone the record users that attended as part of a group you would select the “Event Booking” record of the
main attendee, choose the users who attended and click submit. Once done the users will then see this in their
past bookings.

Group Training

You have the abdity 1o allocate attendance records o users who have participated as a group, using the main acoount of the wser who
initiated the session, This feature serves as an exceflent means to foster collaborative learning. ANl users will be granted access to the
Cusiz arvd Cortficates

Event Booking
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Users

« Michael Shreeves - ms_demoi@seed].com
« Diema Liser - it@seed|.com

« Jo Magh - 5 demo@seedleom

LEARN - PERFORM - SUCCEED



