Program Administrators — Frequently Asked Questions \@ 3.5

How can | change my login information? (USER)
The Administrator can change the login information in the Course Manager. Students do not have the capability to modify their login/account information.

How can | create an account that is both administrative and student level?
Two separate accounts will need to be created. The first name and last name of the individual can be the same, but there must be two unique login IDs.

How long does my password have to be?
The Administrator sets a minimum password length in the Course Manager. The default value is three characters.

Can | change what the organizational structure names are? (Company, location, department, subdept)
These values can be changed by the Course Manager in Organizational Structure.

Do | need sub-departments? Do | need departments?
Yes. All four organizational levels need to have a value in order to successfully assign courses or add users. Values of “default” or “N/A” are commonly
used if departments and sub-departments do not exist.

How do | import a bunch of students?
The Administrator should contact Summit Training Tech Support for the template file and additional assistance with this. They can be reached at
1-800-842-0466 x219 or support@safetyontheweb.com.

How can | recover a deleted student?

A student that has been deleted can be restored from the student options screen in the Course Manager. Check the box next to View Deleted Student
Accounts, locate the student to be undeleted and click the ‘wrench’ icon next their name. Clear the Deleted check box in the bottom left of the screen
and click the Save button.

Does the message function send email to regular email systems? Can | receive my regular email in the courseware?
Yes. Settings to turn on External Messaging are found in System Options. User accounts will need email addresses in order for the system to send emails.
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Program Administrators — Frequently Asked Questions \@ 3.5

How do | assign courses?

The Administrator can assign courses to each organizational level by clicking Training Options > Course Assignments. On the other hand, courses can
be assigned directly to users by clicking Training Options > Student Training Plan. Refer to the Summit Trainingweb® eManager Guide for a detailed
explanation.

| can’t hear any audio in the course or see any video?
Download and install the latest version of Flash Player from www.adobe.com.

Can | edit / add my own content?
Yes. To edit or add content to an existing SummitTrainingweb® course, you would need to purchase the eMaximizer add-on product. This option is not
available in the Liberty Mutual Group version.

Can | add a company logo?
Yes. Images can be added to the Certificate by using the Manage Certificate Branding feature in Batch Print Certificate. A company logo can also be added
to the student player. The Administrator should contact Summit Training Tech Support for assistance with this.

How do | print a certificate?
If the Administrator has the option enabled in System Options of the Course Manager, you will find the PRINT CERTIFICATES link next to completed courses
in the Training Plan page. The Administrator may also print the certificates within the Course Manager by clicking Reports > Batch Print Certificate.

How do | archive records?

Records are set to archive after 12 months. The Administrator also has the capabilities of archiving records in the Course Manager by clicking Training
Options > Archive Training > Archive Course Records.
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Students — Frequently Asked Questions \@ 3.5

How do | self-register?
Your Administrator must enable the function in the Course Manager and provide the appropriate URL and query string information to you.

How can | change my login information? (STUDENT)
Your Administrator can change the login information in the Course Manager. Students do not have the capability to modify their login/account information.

How do | change my password?
Click the ‘Change Password’ link found in the upper right side of the page after logged in as a student.

How long does my password have to be?
Your Administrator sets a minimum password length in the Course Manager. The default value is three characters.

When | click a course, nothing happens?
Clicking a course launches a new window that is sized for the courseware. Pop-up blocker software may cause this function to fail. This issue could also
manifest as error information on the screen or a blank popup window. For the full functionality of Summit Trainingweb®, pop-up blockers must be disabled.

| can’t hear any audio in the course or see any video?
Download the latest version of Flash Player from www.adobe.com.

How do I get back to the course menu?
The main page called My Training Plan is always available for the student. It may be covered up by the Course window.

How do | print a certificate?

If your Administrator has the option enabled in the Course Manager, you will find the PRINT CERTIFICATES link next to each completed course on the
My Training Plan page. The Administrator may also print the certificates within the Course Manager.
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