User guide to FORS Professional Booking
Platform and Virtual Classroom for managers

A step-by-step guide for FORS members on how to book onto FORS Professional
manager training and on how to create an account to attend FORS Professional

training
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Introduction

Purpose of the guide
This guide will help you to navigate the new FORS Professional Booking Platform
(BP) and Virtual Classroom (VC) and will assist you with understanding how to:

» Book or cancel a place on FORS Professional manager training
+ Join the FORS Professional VC

This guide is for anyone booking and/or attending FORS Professional manager
training

About the FORS Professional platforms
The FORS Professional Booking Platform (BP) has been designed to make it
easier for you to book and pay for your training.

You will be able to select a number of courses and place these into a ‘shopping cart’
rather than have to make multiple bookings. You will also be able to cancel or swap
training courses, right up to 11 calendar days before a course. For changes/
cancellations within 10 working days of a course, you will need to contact the FORS
Helpline so that this can be managed in line with the FORS Professional cancellation
policy. Where a course is funded by FORS and therefore at no cost to FORS
members to attend, FORS will provide a training voucher code for the specific course
which will cancel out the cost of the training on the platform.

The FORS Professional Virtual Classroom has been designed to give you an
enhanced virtual training experience.

You will now be able to see the trainer during the live session, making the
experience more ‘classroom-like.” You will also be able to enter your driving licence
number into the secure platform to improve accuracy of training records.

The new platform includes an embedded assessment at the end of each webinar to
ensure that the learning objectives have been met prior to the training records being
uploaded to the FORS Professional training register. Each assessment is made-up
of 10 multiple-choice questions relating to topics covered during the training session
and each question is selected at random by the platform. Delegates will have three
attempts and will need to answer seven out of 10 questions correctly in order to pass
the test. Delegates who pass the assessment will be able to print their own course
attendance certificate. However, as is the case now, no certificates will be issued for
individual Practitioner workshops and the training team will continue to issue the
FORS Practitioner qualification certificate.
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Equipment and browser requirement for the FORS Professional VC
You will need to make sure you have the right equipment in order to attend the
training. As is the case with the current platform, you will be able to attend any FORS
Professional webinars using a computer or laptop. You will need a device with a
working camera and microphone in order to undertake this training. If you are
booking on behalf of someone else, you will need to inform them of this equipment
requirement.

You will need to access the FORS Professional VC using Google Chrome otherwise
it will not allow you to join the live webinar.

Accessing the FORS Professional VC

As this is a secure platform, you will need to create an account the first time you use
the platform and this must be done at least 24 hours prior to the day of the course to
make sure that the access is working.

Once an account has been created, you can simply log in on the day of the course,
ideally 20 minutes before, using the unique URL provided in the booking
confirmation email. Using this URL will assign the training to your FORS Professional
VC account.

See ‘Instructions for the FORS Professional Classroom’ section.
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How the FORS Professional BP and VC work at a glance

First time booking and attending via new platforms

Step 1 Book course through the FORS Professional Booking Platform

Create a FORS Professional Virtual Classroom account using the unique
URL provided - this will assign the training to your account

We recommend you log in 20 mins before the course. You will be able to join
the webinar 15 mins prior to the published training start time

Attending a webinar once a VC account has already been created

Step 1 Book course through the FORS Professional Booking Platform

Step 2 Click on unique URL provided in the booking confirmation email and log in to the
FORS Professional Virtual Classroom — this will assign the training to your account

You can log into the platform at any time before or on the day of the training and
access the live webinar. We recommend you log in 20 mins before the course. You
will be able to join the webinar 15 mins prior to the published training start time
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Instructions for the FORS Professional Booking Platform
(BP)

08448 0909 44 sswamspm Swarch ..

Accessing the FORS Professional

BP e e o o

To access the FORS Professional BP, you
will need to click on the Training tab on the

FORS website.

This will take you the main FORS Professional
training page, where you will be able to click on
the “FORS Professional Booking Platform”
button (live from September) to find out when

courses are runring and to book onto any

FORS Professional manager webinars. s P | | Eim e
for tear pers w e
CAR/VAN FLEET MANAGEMENT ESSENTIALS COLUISION MANAGEMENT P
ot it 3nd supervisory et comprel wisk Champlon sna conhens
oper: ts Callisior -

Booking a place(s)
Once you have accessed the FORS
Professional BP, you will be able to

FORS Professional providas  graat way i support your transport tsam with thei continued professional development and

select the course(s) you want to i TS
attend.
You can check the calendar first, but Qo S e

you will need to click on each course
to see if places are still available.

O n Ce yo u Cl iCk On the re | eva nt Co u rse ’ FORS Practitioner Worksnnp 2- FORS Practitioner WGI‘KSI’\OD 3- FORS Practitioner WDIKShDD 4-
th e p | atfo rm Wl | | S h OW yo u th e d ates !\.‘.!anaging Work Related Road Ma.naging Driver Fitness and Managing Driver Training and
and times available for the course.

Once you have selected the place(s) S e
you want to book, you will be taken
through a process to complete the booking.
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Shopping cart S T

Here you will need to add the attendee )
information, and if required you can add more Zﬁgmfdm""aW°'k5“°p5_°°'"Si°" S
attendees. Click on “Add Another Attendee”
button to do so. .

20 July 2020 8:00 AM

Please make sure you enter the delegate
details NOT your details if you are booking a
place on behalf of someone else.

You will also be prompted to tick that you
understand that you (or the delegate(s) you
are booking for) need to have a camera and
microphone in working order to attend the

traini ng. Add another course Gancel

Checkout . a-
On the checkout information page, you will
need to provide contact information — this is the
information of the person making the booking,
not the delegate’s information.

You will need to enter a billing address even
if the course is fully funded and there is no
cost to the delegate.

If the course is funded by FORS, FORS will
provide you with a ‘Training voucher code’
which will cancel out the fee once entered in
the appropriate field.

Biling address

Once all the details are confirmed you must tick .., ..o
the FORS Professional cancellation policy i s
checkbox to accept and then click on the

“‘Review & Confirm” button to move on.

Amount due [GBR) 60.00

FORS Cancellation Policy
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Review and confirm

This page allows you to review your contact
details, the course(s) selected with the
dates, times and the attendee(s) information.

The final price of the course with the VAT
included will be shown at the bottom just
above the confirm button.

Once you are happy with the order you can
click on the “Confirm” button.

Once the order has been confirmed, you will
be taken to the order submission page. An
email with instructions on how to register
onto the FORS Professional VC will then be
sent to the email address(es) you entered. If
you booked places on behalf of other
delegates, you will be copied into the email
they receive. You must have booked a
place and created an account to attend
any FORS Professional courses. Once a
place has been booked, you will still need
to be logged in to the FORS Professional
VC to attend any FORS Professional
courses. You will need to log in using the
unique URL provided to you in the
booking confirmation email — this is so
that the training is assigned to your
account. So always ensure you have
booked and got your login details to-
hand prior to a course otherwise you will
not be able to join the course and you will
still be charged.

To view the order you have made, you can
click on “View my Order” button.

Review and confirm your order

Bill To

Order Contact

Order ltems

Show terms and conditions

< Back

Login

Thank you

Shopping cart

Checkout

Your order has been successfully submitted

Each attendee will receive an email with the necessary cou

and approved.

der reference: ORD-19

ANFORS. v o

W

My courses

My courses

FORS Practitioner
Workshop 5 -...

Amount due (GBP) 96.00

Review and confirm Finish

irse instructions once this order has been processed

LENDAR

TERMS AND CONDITIONS / CANCELLATION POLICY  MORE

Once you have created your account using the link sent via email, you will be able to
access this page. In the account section you can see the booked courses and profile

details.
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Email reminders

All users will receive reminders at
several points before any FORS
Professional training:

* 12 days before
* 1 day before

* 1 hour before

Welcome and registration

reminders

* An email will be sent to you with
all of your information regarding
the course (the course name,
date and time, who will be
presenting) and instructions on
how to access the live training

+ This email will also give you the
information on how to update,
transfer (if you wish to change
the training date) or cancel (if
you wish to cancel the course)
your training if required

 There will also be an attachment
to assist users and show them
how the VC works
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FORS Test Client has invited you to join
17/06/2020 - Collision Procedures and
Analysis (FORS Practitioner 5)

actions in place to further improve safet

Course Instructions myVT - SYSTEM

RECOMMENDATIONS
FOR BEST EXPERIENCE

Hi Honeymon,

You have been registered to attend FORS Practitioner Workshop 5 - Collision Procedures
and Analysis. Please find all the necessary details below.

Course:

ate/Time AM - 400 PM BST
esenter.
ourse URL:
Details:
&self enrol yourself on our virtual
urself available at
pecial
nstructions:
Transfers:
Browser
Capability
Cancellation
Internet speeds
needed for video
streaming

FAQ - Frequently Asked Questions

# systam s

information or support regarding this registration, please feel free
3448 09 09 44 or send an email to training@fors-online.org.uk.

We hope you enjoy the course.

FORS Professional

a FORS

PROFESSIONAL

10/08/2020

Version 1



Instructions for the FORS Professional Classroom

Creating an account for the FORS Professional VC

You will need to create an % FORS

account for the FORS

Professional VC by clicking (@ 2 3 -

onto the link sent via the O T
booking confirmation email. . .

. X mai Code elephone Number
This will take you to the user g = I O S
regIStratlon page. D Ser egIStratlon Organisation / Company Name

H FORS Test Client has invited you to join
Here you WI” need_ to add 17/06/2020 - Collision Procedures and
your details |nCIUd|ng first Analysis (FORS Practitioner 5)

name, last name, email,
phone number and
organisation name.

In this workshop you will learn the principles of

In the Edit profile page,
you can fill in additional 1 ] 3
information like o e

* Address

@ Edit Your Profile

* Male/Female —

Please add further information to your
account profile.

* Nationality

 If you have any
disabilities that the
trainer should be
made aware to
provide you with the
best possible
experience

SKIP THIS STEP

All of this information is
optional

You MUST however enter your FORS ID and driving licence number in the
“Further Notes” box provided. Enter the FORS ID followed by a comma then
your driving licence number.

When happy with the entries completed click on “Update Profile” button.
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Completing your account registration
Once you are satisfied

your information is O FORS

correct, you can click on

complete registration 1 2 °
button. Please click
“OK” on the pop up to

move on.

@ Registration Complete

You can now access 17/06/2020 - Collision
Procedures and Analysis (FORS Practitioner
5)

Click on the complete registration button to access
your dashboard.

Thank you for enrolling on 17/06/2020 - Collision Procedures and Analysis
(FORS Practitioner 5). You will receive a verification email shortly. If you do not
receive an email or you have any urgent queries please contact us via:
support@olivemedia.co
or please click OK button to directly go to the link to set your password

Password creation
In the delegate registration page, you will be asked to add your password.

When creating your password, you are required to have the following
¢ Minimum eight characters in length
e One Uppercase, One Lowercase, One number and One Special Character

You will also be asked to confirm your password.
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Landing page

Once you have successfully logged in, you will be taken to the landing page as
shown below, the landing page has been divided into various sections.

Navigation Banner
In the navigation banner

you can move to different
pages of the VC

Enrolled programmes

In the enrolled programmes
section, you can see the
courses you have booked

Upcoming live sessions
In this section you can see
the live session when it's
live and THIS IS THERE
YOU ACCESS THE
TRAINING

il

Links

In this section you can see
various links that can
provide more information
and feedback

Enrolled Programmes

17/06/2020 - Collision
Pl Procedures and Analyss
AP (FoRs Practitioner 5)

Go to Programme >

Upcoming Live

Sessions
No upcoming Sessions
Links =3
grons FORS Access >
o Feedback .

MyVT Explainer Video

O yerz020

Messenger

You can use the instant
messaging service to contact
your trainer or other students

Leamer Overview Vide

FORS Associates support FORS members
81 with FREE offers
291512020
Anumber of FORS Associates have introduced FREE offers on their products
or services specifically aimed at supporting FORS members during the coro.

Transport for London postpones

©'* enforcement of new Low Emission Zone
and Direct Vision Standard rules in London
2015202

The Mayor af London, Sadiq Khan, has asked Transport for London (TIL) to
delay the enforcement of new rules for London’s Low Emission Zone (LEZ)
an

Notifications

You will be able to see any
notifications from the trainer
here

Account/Profile Section

| Here you will be able to view
your account details and
make any changes needed

Newsfeed

In the newsfeed section you
can see news about the
industry and courses posted
by the trainer

You will need to “join” the live webinar to attend. See section on the next page for

details on how to attend the live webinar.
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Joining a FORS Professional manager training webinar

You must have booked a place and created an account to attend any FORS
Professional courses, and you must log in to your FORS Professional VC
account using the unique URL provided in the booking confirmation email so
that the training is assigned to your account. So always ensure you have
booked and got your login details to-hand prior to a course otherwise you will
not be able to join the course and you will still be charged. We recommend you
log in to the platform 20 mins prior to a webinar.

Entering the live session —

this means joining a training .

course Upcgmlng Live Catendar
Click on the red highlighted icon as Sessions

shown in the picture on the right to
enter the session. This icon will be
red when active or greyed out if the
room is inactive - click on this to Q 9/7/2020 Demo Session - Sth July
enter the lobby. The webinar will be
activated 15 mins prior to the
published training time. If you have been in the platform for some time, you will need
to refresh the page if the icon has not turned red 15 mins prior to the training.

Live session (webinar) lobby
Before every live session (webinar),
you will join the lobby. You will have
the need to set up your camera,
microphone and audio output the first
time you join. There is also a button
to save the settings so that it will be
available for you the next time you
login. When satisfied with your setup,
choose your live session and click
“Join Room”
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Live Session Room Features

Go to Lobby:
Leave sessions and
return to lobby.

Trainer View: Your
trainer screen will
change dependant
on rom type

Microphone: Tum
your microphone on
and off in the ¥ |

session i

Camera: Turn your /
video feed on and
off

'9' AL
13- Q4

” ]

Signal strength:
Review your signal
during sessions.

Second screen:
Trainer will share
slide content here.

Expand

Instant
messaging: Share
thoughts and files
during sessions

Hide: Hide your controls
for more space on
screen

Accessing certificates

Once you have completed your
training, you will be able to access a
certificate of completion which can
then be saved or printed. Certificates
are not issued for individual FORS
Practitioner workshops and the
FORS training team will continue to
issue the FORS Practitioner
qualification certificate.

Go to “My Profile” on the Accounts
tab.

On the User Profile, click on the “More

Information” tab to access the user information.
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Enrolled Programmes [ more | /
Upcoming Live T
Sessions =
No upcoming Sessions
Links [ vore |

m AcademyHQ ccess >
\bout AcademyHQ

47 HiUp ConnectedRis

@/
Mame
Test User

Tutor

Hiup Chent 1

Public 1D

oF44 DG

Ware Information
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Besides the user information, there

is the option to view the certificates.
Click on the certificates link to view the
certificates. Certificates will only be
available when a course has been
successfully passed. Certificates are not
issued for individual FORS Practitioner
workshops. The certificate for the FORS
Practitioner qualification will be emailed
by the FORS training team separately.

Click on “View”. This will open the
certificate in a new window, from where
you can view or download the certificate
in a PDF format. The certificate can then
be saved or printed.
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Name

Test User

PublicID
6F44D6

Information

Hide Information

Name

Test User

Tutor
Hiup Client 1

Public ID
6r44D6

Certificates

Alacrity - Team Leader Masterciass Session 1
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