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Introduction

The Lawson Learning Management System (LLMS) is a Web-based application that provides you with
the tools necessary for both finding learning activities and managing those activities. Through the LLMS,
we provide you with instant access to online learning courses, schedules and details about traditional
learning events.

In this document, you will learn how to use the LLMS for finding and managing your learning activities. If
you have questions not addressed in this guide, you can either email us at lawsonlearning@lawson.com
or call us at 1-888-449-8931.

2 Lawson Learning Management System



Learner Mode

Explore the Interface |

Explore the Interface

After you log in to the system, you will see the Home page.

Mode button

Profile Help

O\

search profile help log off

Location path ~~_ [Fome >
Catalog Search |_é_|
search: Help.
Search ©
Getting Started (@)
® Change my preferences
ShOrtCutS " Visw my training transcript

Important links

For more information, refer to

Getting Started with Lawson
Learning Management System

My Favorites 'é'

Itemns you added as favorites,
including categories,
docurmnents, activities,
collaboration centers, and
more,

Menubar —pru-—

The Home page displays your navigation options for the LLMS, including:

Welcome Lars Lawson

i Lawson Learning Management System

Course Evaluations "o
o

Learning Tracks
“!
—a

Class Schedules

FAQ

Contact Us

wednesday, December 05, 2007 4:29:54 PM CST

Lars Lawsaon

‘Training Tasks Calendar Catalog

List of lzarning activity structures for which you are registered,

Figure 2: Home page in Learner mode

e Important links:
Ways to Learn: This link provides a summary of all the Lawson Learning options
Course Evaluations: This link brings you to course evaluations for each Lawson course you

complete

Learning Tracks: Access Learning Tracks for M3 and S3 product lines

Class Schedules: Access three-month rolling schedule that is posted each month for M3 public

classes, S3 public classes, interactive webcasts, and vLabs

FAQ: Answers to most frequently asked questions and access to other information

Contact Us: Toll free phone number and email address for contacting Lawson Learning

e Help: Online Help links to the Getting Started with Lawson Learning Management System guide
e Modes: While more modes are available, this particular mode icon is the Learner mode.

e Location path: A quick glance at the location path tells you where you are in the LLMS

e Menu bar: In Learner mode, you have certain menu options available to you, including:

Getting Started with Lawson Learning Management System
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— Training: All training for which you are registered appears on your Training Schedule. You can
choose to view your upcoming scheduled activities, completed activities, or the ones in which you
are assigned to the waiting list. You can also search for specific courses or cancel a registration.

— Tasks: Provides links for tasks, such as completing course evaluations
— Calendar: Shows courses, in calendar view, for which you are registered

— Catalog: The LLMS Catalog recognizes courses in terms of Lawson product line and application
(content type). The Catalog is a useful view to find courses by application.

¢ Profile: Use this link to change your time zone and profile information
e Search: Find training sessions by using the LLMS search feature
e My Favorites: Add links to your favorite courses or search criteria for groups of courses

Manage Time Zone

The first time you log on, you should set your time zone. The default is set for America/Chicago time
zone. Therefore, you will need to change your time zone to match your location. You can also
change the time zone to view the schedule if you will be traveling to another time zone to take the
course.

Set Time Zone

» To set your time zone:

1. Click the Profile link at the top of any LLMS page.

2. From the Time zone list, choose your local time zone. All training activities and events display in
your time zone.

3. Click OK.
Note: Be aware that the starting time and date listed for all learning activities in the LLMS interface
are shown in your time zone.

Note: As of December, 2007, Lawson has not translated Lawson Learning content. Please, do not
change the language preference.

LAWSE N’

is You have successfully saved your preferences.

Profile

(m) Preferences

Set your preferences, including your selected language, time zone and shortout boxes to display on your Home page,

Language: - Tirne zoneé:
Enq.lish {Unibad Statas) Lo .ﬂ.ﬁ‘ler::afﬂhicagu- W

il 4 Cancel
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Figure 3: Set time zone

Prepare to Attend Training in Another Time Zone

If you plan to travel to attend a class or workshop in a location outside of your time zone, you can, if
you wish, adjust the start time to reflect the local time when you arrive in a new time zone. One way
to do this is to select a new time zone in your profile to reflect the location you plan to visit. When you
change your time zone setting, all dates and times in your upcoming training are automatically
adjusted.

For example, if a New York City resident views a training event that is offered in Los Angeles at 8:30
a.m. PST, the New York resident will see the start time for this activity as 11:30 a.m. EST. If this
person travels from New York to Los Angeles to attend the training, he can either change his time
zone preference to Pacific Standard Time (PST), or remember to adjust the start time of the class to
account for the local time in Los Angeles.
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Search for Learning Activities

You can search, access, and register for learning activities in the following ways:
e Use the Catalog
e Use Advanced search

Use the Catalog to Find Learning Activities

You can access the items in the catalog by clicking the Catalog link from the menu bar and choosing
a content type from one of the product lines.

LAWS® N

| tataleg Search %
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exdlaberation ceners, and

e

ETrJlmn.u Tasks Calendar Katalon

Search far indermyton atd Sraing or browie e categonied beles,

|Tru|n|nq Tasks Calendar Catalog
Menu Search for information and training or browse the categones below,
ar Search the catalog: Hile
b
@ advanced Content
Type
Product
Line

Figure 4: Example of Catalog product line and content type options
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The categories in the catalog contain courses that are available to you.

» To view learning activities for a specific content type:

1. Click a content type within a product line. All learning activities associated with that content type
are displayed in the Categories Listing page.

LAWS®N
=

Seanth the (a1eleg

Hielm
@ aevanad

L) Bstire ste (20 The categery asd sebiategones

1Z34567HPI0 (Hewt10) MENT D
-
Egoorde; DI9
#l 5 Bame et Date mli'-'ﬁ Bagun Code Lasguage
[ ] ml ¥ E Sebemend Counie: Ao Lmgsn [ty - WRT Lawias WACTESSOATA

Taberpngs

8 uslting Lassen's fremarsus Development Errvinasments, e Desgs Stufie, MersdoR Office Add-Ins or Entergnde Repertng, thede tsek
referancs Laston Satabass Sles and Seld samar 55 8 wap 10 OOEEDE FSEOTE O CUMSMIIS SpPhcAtons. ACCEEE LESESN .., Smmons-

Lawias EOAITELALMN . X

Bmsistar - M ceteracmvn webrgdt Advgnsed Podas

Figure 5. Category Listing for the S3 System Foundation content type

2. Click the title of the learning activity to view a detailed description of a learning activity.

Use Advanced Search

You can reduce the number of activities that appear in your Category Listings by using the Advanced
Search feature. There are two ways to begin an advanced search.

» To use the Advanced Search feature from the Catalog listing page:

1. Click Advanced next to the Search box.
2. From the Advanced Search page (see screen clip below), select your search criteria and/or enter

a key word.

Activity type Delivery Method Delivery Type
Learning Accelerator Online Simulation 24/7

Learning Lab Traditional Classroom Scheduled
Learning Camp Traditional Classroom Scheduled
Interactive Webcasts Online Learning (Library) | Scheduled
OnDemand Course Online Learning (Library) | 24/7
Discussion Forum Online Learning (Library) | Scheduled
Virtual Learning Lab (vLab) On Classroom Scheduled

Getting Started with Lawson Learning Management System
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3. Use the Keywords field to further refine your search:

e The LLMS searches for exact, whole-word matches including spaces and correct spelling

e The LLMS searches are not case sensitive

e You can use an asterisk as a wildcard character that represents zero or more characters. For
example, to search for all words beginning with "a", type "a*."
4. You can search by region by clicking the Browse button next to Region text box, clicking the
Americas expand button, selecting a city radio button, and clicking OK.

5. Click Search.

Eaywords:

(Hame, Description, Tode)

Advanced Search

Activity typa:
None |

Contant type:
Nore

Region:

Include sub-regions

1 waek from current date
1 month fram current date

Solect start and end dates
Start date: End date:

] Has scheduled activities starting within:

[] meturn itemns not erganized into categorias

Dalivery mathod: )
None w |

Dialivary type: )
MNone il |

Search

Figure 6: Advanced search page
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6. Scroll through the search results to find the items you require. The screen shot below displays
the initial results of a search on the keyword ‘healthcare.’
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This coume mAraducer the Lawi on QoicaShey Hesltcare Sclobicn mdufieg basedin | noiubos dedcnpbos, a suck Szur of ™o solobzn,
dhgonpas of e Sehversties, sad aphighar e SMErances batsssn adhenal mElmariien matods s e L, omare--

B geatar ! B Gabemand Courie: Par Cart Proteddisg g § Laarevi o WL PERHE
Shai® bgedteld Dusics By - =B Esimnge
Par cam AL W0E COMIEnly waad i the e & Thess Mabanary of mebls supply Srest Can Be wdad i ohar Nialde &1 wall
The ~ata u‘ & par Sart lacabien lesds -4w1 =gl b et v, Thal recorded Sradestatos provides oh Svervie ii=a

Reguter | Gl 3 B osDemand Courss: BAC P L TR
cEamEnl Hensheld Termieal i - SBT Esterprice
Par cart lotalisns ace cosmmanly wied s the hvll‘w w Sl Thede Mabisnary o mebde jusply areas can e wied b oer Heldi ai well,
The matere of & par cart kncabion lendy ibael well tn gutsmation, Tha recorded pressnbyson rosies Bn Sverv. . Ere-

Figure 7: Course listing

» To use the Advanced search capability from the Catalog Search box on the Home page:

1. From the Home page, click on the Go button found in the Catalog Search box.

Catalog

Search\

\{. .I... i - .h A
[t £ Waelcome Lars Lawson

Saard il

T Lawson Learning Management System
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; : [ % N - 8
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= TR ——
& AR EAEE,
T WA, T g E E .

Figure 8: Home page Catalog Search box
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2. Inthe Search page, click on the Expand button to open the Advanced Search options.

Search

Kepmerdi

lama. Dedcrignen. Cads

Advanced Search

Esber & kegmerd or afvanced searching crberis to search for lasrsing actisfen.

Figure 9: Search page

Expand

button

3. From the Advanced Search page (see screen clip below), select your search criteria and/or enter

a key word.

Activity type Delivery Method Delivery Type
Learning Accelerator Online Simulation 24/7

Learning Lab Traditional Classroom Scheduled
Learning Camp Traditional Classroom Scheduled
Interactive Webcasts Online Learning (Library) | Scheduled
OnDemand Course Online Learning (Library) | 24/7
Discussion Forum Online Learning (Library) | Scheduled
Virtual Learning Lab (vLab) On Classroom Scheduled

4. Use the Keywords field to further refine your search:
e The LLMS searches for exact, whole-word matches including spaces and correct spelling
e The LLMS searches are not case sensitive

e You can use an asterisk as a wildcard character that represents zero or more characters. For
example, to search for all words beginning with "a", type "a*."

e You can search by region by clicking the Browse button next to Region text box, clicking on
the Americas expand button, selecting a city radio button, and clicking OK.

Lawson Learning Management System
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Search for Learning Activities |

5. Click Search.

Keywords:

(Harme, Description, Sode)

Advanced Search

Activity type:

Delivery method:

None 1] Mone 1]
Content type: . Dalivery type: )

Mone R None (v
Region:

Browse...

Include sub-regions

] Has scheduled activities starting within:
1 week from current date
1 month from current dats

Select start and end dates
Start date: End date:

[] meturn items not erganized into categoriss

search

Figure 10: Advanced search page

6. Scroll through the search results to find the items you require. The screen shot below displays
the initial results of a search on the keyword ‘healthcare.’
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Figure 11: Course listing
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Register for a Learning Activity

The registration process varies for the following two types of learning activities:
e Instructor led, scheduled courses

e Self-study courses

Register for Learning Lab, vLab, Interactive Webcast, or
Discussion Forum

After you locate a learning activity that interests you, follow these instructions:

1. Click the Register button to sign up for the activity. For instructor-led, scheduled activities, class
options appear from which you can select the best time and location for you. If the class or
activity is already full, you can choose to be placed on a waiting list.

2. Click the radio button of the class session for which you want to register.

(%] k &3 Learning Lab: allocations, 8.1/9.0 Lawson ALCo0

Enterprise

Allocations, 8.1/9.0 discusses the allocation processes used in Allocations 8.1 and 2.0, This course shows allocations to multiple locations,
account numbers, defining allacation spread codes, compute staternents, percentage calculations, and periadic pr..._--maore--

To register, select the course below, then click Submit.
List Price: 650 USD

Submit Discount: 0 USD
Total Price: 650 UsD

§ Learning Lab : Allocations, 8.1/9.0 Status: Registration allowed
Required: At least 1

® Session : Allocations, §1/9.0 (Jan 15} St Little Falls, M1
Paul Little Falls, NJ, USA
Tuesday, January 15, 2005 CST

® Session @ Allocations, §.1/9.0 (Mar 25} Atlanta, GA
Atlanta Atlanta, GA, USA
Tuesday, March 25, 2008 CDT

Session : Allocations, §.1/9.0 (Mar 257 Hartsfield, Atlanta, GA Status: Registration allowed
Atlanta atlanta, GA, USA
Tuesday, March 25, 2008
10:00:00 &M - 6:00:00 PM CDT

Figure 12: Learning activity selection page showing selected class

12 Lawson Learning Management System
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3. Click the Submit button. The Payment Information page appears.

Horne = Registration Process = Payment Friday, Novernber 30, 2007 3:56:24 PM CST

Lars Lawson

Payment Information

Provide payment information and click Confirm Registration. Note: You seat is confirmed only after your Status changes from
Registration allowed or Pending Approval to Registered,

Cancel
Payrnent options:
(Select payment type) v:
Purchased Item List
Ttermn Date List Price Discount Final Price Total
& Learning Lab: allocations, §.1/9.0 650 UsD 0 usp 650 USD 650 USD
Total 650 USD 650 USD 650 USD

Figure 13: Payment information page

4. Click the Payment options drop-down menu and select Invoice.

Horme = Registration Process = Payment Friday, Movember 30, 2007 3:57:20 PM CST
Lars Lawsan
Payment Information
Provide payrment information and click Confirm Registration, Mote: vou seat is confirmed only after your Status changes from
Registration Allowed or Pending Approval to Registered,
Cancel
Payrnent options:
Invaice v
Payment Accounts:
My Organization
Purchased Item List
Item Date List Price Discount Final Price Total
§ Learning Lab: Allocations, §.1/9.0 650 UsSD 0 usD 650 LSO 650 UsSD
Total 650 USD 650 USD 650 USD

Figure 14: Payment Accounts page

Getting Started with Lawson Learning Management System 13




Learner Mode

14

5. Select My Organization from the Payment Accounts options.

Home = Registration Process = Payment Friday, Movernber 30, 2007 3:58:02 PM CST
Lars Lawsan
Payment Information
Provide payrment infarmation and click Confirrn Registration, Note: vou seat is confirmed only after your Status changes from Confirm Registration
Reqgistration Allowed or Pending Approval to Registered,
Cancel
Payrment options:
Invoice v
Payment Accounts:
Payment Instructions
By selecting this option, your organization will be invoiced for costs associated with this training.
Purchased Item List
Ttemn Date List Price Discount Final Price Total
§ Learning Lab: Allocations, 8.1/9.0 650 USD o usD 650 UsSD 650 USD
Total 650 USD 650 UsSD 650 UsSD

Figure 15: Payment Accounts page

6. Click the Confirm Registration button. The Activity Details page appears. Registration and
payment options for the learning activity are complete.

Horne = Activity Details Friday, Movernber 30, 2007 3:59:19 PM CST
Lars Lawson

i Congratulations! You have completed the registration process, Please look at the details below for more information about your registration
¥ status and activity progress.

A click here to view transaction details

Activity Details
Allocations, 8.1/9.0

General Details A (&) Progress Details
~  Below are the details about your reqistration and progress towards cornpleting this activity,

Progress Details

= Activity Details § Learning Lab: allocations, 8.1/9.0 Status: Registered
" Category Details Cancel my registration
I Want To... 3 | Activity Description:

Allocations, 8.1/9.0 discusses the allocation processes used in Allocations 8.1 and 9.0,
This course shows allocations to multiple locations, account numbers, defining allocation
spread codes, compute statements, percentage calculations, and periodic processing.

Wwho would benefit:

- Project tearn and End Users {i.e., VP Finance, Controller, GL Department Manager, Staff
Accountant,

Budget Analyst, GL Departrent Manager, GL End User)

Figure 16: Activity Details page

Lawson Learning Management System
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Learner Mode

Register for and Launch an OnDemand Course

1. Locate the learning activity which interests you by using Search, Advanced search, or by
selecting a category and subcategory (or combination thereof).

LAWS®N

53
Human Capital Management
Eearoh e Catabog 2217
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=
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1 Eslaapes ME Sons Dufferencer ""Qh'lihﬂl- T maw or updabed fuschisnsbty of the 01000 relssas of the Husgs hpcl.m:e: See. Thip Bngd
. B ol h Fefiertiag B BU0.9 pelease. Note that thed ciise .

na
ciarse brielits Base =gl

Figure 17: Category listings

2. When you locate the course, click the Register button to the left of the course name

&l s Bams Sanen Dot ﬁ‘“ﬁ Regisn Cade Lasgage
dl (& H onbesasd Cowrse: £.0.3 Reloagel MR Suty Lamian whHEOERFE03
Deranced - =iT Erfsrgras
B0 Aeisass: HR Sude Disrences hgblghin the nes or spdated fenconality of Sa 5.0.3 relears of Sa Femen Besoerces Suds, Tha brief
Coune Besedis thide andlementng, e, o Sthermss Jusparing the 8.5 relesde, Male a1 Tif 00U & = NErg-

T regeaies, fele P Dhunis bk, then ok Syl

Submit
Sl Faggslt i alloged

E Onle=asd Coorse @ §.0.] Aelngge; HA
Zafit Doffesenges - WET

Figure 18: Registration submission page
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3. Click Submit. The Activities Details page appears. You are now registered for the OnDemand

course.

i Cangratulations! You have campleted the registration process, Please look al the details belom for more infarmation about your cegistration

wtatus and activity progress,

1 ghek here i view transaction details
Activity Details

B.0.3 Release: HR Suite Differences - WET

" General Betalls (5| = Progress Betails
pe s = e S Setaiy atoet your regabrabicn snd progren bowards complebing San ok

" Pracoss Cand:

® oty Detaiy B oapemand Stabusl Regmared

Cpurs 3 kelgass

= Casars Datads e AR

' #AT
a -ﬂ'i" mis rag :I:lll-n
I Want Ta... ¥

Aotigity Desorphion

2.0.) Refmada: HA Sude Owerenced hghbghts the nem o opdated fenctoraity of Se 2.0.3 releass of

B Haman Sadoeroad Suks, The bngl coeres henaine Buaops enplemanhing, Srarelig, of (s
portiteg e 8.0.3 release. Fote that e cewrse o8ly prosents S#prence frem e &

e 00,3 rebeare Cand nek o8 thanges frem 7.2 bo 80,30

wopy

Tagacs Indhuda:
PESS - Qeiradrg abooustll

PEOS - Ressittn ltalish

0.2 release to

Figure 19: Activity details page

» To launch an OnDemand course

16

1. Next to the name of the activity, click Launch.

2. The course launches a new browser window. Do not close the LLMS window. The course will

link back to this window for tracking purposes.

Lawson Learning Management System
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Maintain Your Training Schedule

The LLMS makes it easy for you to access the activities and courses you are registered to take. You can
choose to view your upcoming scheduled activities, completed activities, or the ones in which you are
assigned to the waiting list.

search profile help log off

Home = Learn - Training Schedule Wednesday, Decemnber 05, 2007 4:13:32 PM CST
Lars Lawsan
Training Schedule
This is a list of learning activity structures for which you are registered, To view individual learning activities, go to the current activities view,
Search: Help Wiew:
[co) Current registrations [=]
Task:
Cancel registration [v] @ Records: 7
& ESE Name /4 Region Start Date End Dats Status
Fl LAB: NChallenges & Practices Waorkshop - SAMPLE ONLY Registered
| LAB: NChallenges, Standards, Tool - SAMPLE OMLY Registered
O ] 2 onbemand Course: §.0.3 Release: HR Suite Differences - WBT Registered
] [E 2 onDemand Course: Access Lawson Data - WET Registered
O & Learning Lab: Allocations, §.1/9.0 Reqgistered
] B session: Allocations, 8.1/9.0 (Mar 25Y Atlanta 3/25/2008 3/25/2008 Registered
F § Learning Lab: Customize Your Application Using Design Studio, 3.1 Registered
Mo registered offering, Click here to reaister sn offering
] E & Learning Lab: LSF 9.0 Administration for Migration from Registered
Environment 5.0.3
[l B session: LSF 9.0 Adrinistration for Migration from Environment 1/14/2008 1/16/2008 Registered

Figure 20: Training Schedule page

View Your Training Schedule:

» To view your training schedule:

1. From the Home page, click the Training link. This displays all learning activities for which you are
currently registered.

2. Click the (More...) link to access the Training Schedule page.

3. Inthe View drop-down menu, you select the desired view for managing your training schedule.
For example, you can view the courses for which you are on a waiting list.

Home > Learn - Training Schedule Wednesday, December 05, 2007 4:18:42 PM CST
Lars Lawsan

Training Schedule

This is a list of learning activity structures for which you are registered. To view individual learning activities, go to the current activities wiew.

Search: Help Miew:
@ Current registrations [v]

Task:

Completed registrations
Cancel registration [v] @

current activities

0&ED R Name O Remon  startDate Cormperad acites

O LAB: IChallenges & Practices Workshop - SAMPLE ORLY Canceled activities

L] LaB: UChallenges, Standards, Tool - SAMPLE OMLY \(l:\taalil:i:dgalrist or pending approval
O [E B onDemand Course: 8.0.3 Release: HR Suite Differences - WeT Reqisterad
.| [ 2 onDemand Course: Access Lawson Data - WET Registered
L] & Learning Lab: Allocations, 8.1/9.0 Registered
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Learner Mode

Figure 21: Training Schedule

Cancel Your Registration for a Class or Activity:

» To cancel a registration

Check the check box next to the class or activity you wish to cancel.
In the Task list select Cancel registration.

Click GO.

Confirm the selection is the one you intend to cancel and click OK.
Click OK again to complete the process.

ok ow0bd =

Launch OnDemand Course

When you locate an OnDemand course that displays the Launch icon, you can access it immediately.
» To launch online learning:
1. Locate an activity by using the Search feature or by looking in the catalog.

2. Next to the name of the activity you want, click Launch. >

3. The course launches into a new browser window. Do not close the LLMS window. The course
will link back to this window for tracking purposes.

View Your Progress

Once an activity is underway, you can check your progress at any time by visiting the Learning
Activity Progress Detail page. This page displays information such as the content type, your total
score, elapsed time, status, launch date and completion date. If there are lessons associated with the
class, the Lesson grid displays name, total score, status, and first launch date.

» To view information about your progress:
1. From the Learn menu, click Training Schedule.

2. Click the View progress detail button = to the left of the activity name.

3. Ifinformation is available under the Lesson section, click a lesson name to view the status and
other details.

4. When you are finished, click OK to return to the Training Schedule page.
5. Click Launch next to the assessment.
6. Click Start.
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