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INTRODUCTION

INTRODUCTION

Welcome! In this guide, we're going to give you some information I
about online training for the Architecture, Engineering & |
Construction (AEC) industries.

We'll cover technology and tools, including things like learning
management systems (LMS). We'll cover corporate training,
inCluding things like compliance training, as well as certifications
and continuing education. We'll explain a few things about online
training and how it can fit into your organization’s overall learning
programs. We'll give you some tips for creating your search team
and some criteria for making your selection.

And we'll probably cover a few additional things along the way.

Thanks for joining us. Let’s get started.
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PARTII WHAT IS ONLINE TRAINING?

WHAT IS
ONLINE TRAINING?

Let’s set the stage by explaining what we're talking about When people talk about online learning activities, what
when we're talking about “online training.” In particular, let's comes to mind first is an elearning course. You can make
take a look at: your own elearning course with something called an

elearning authoring tool (Adobe, Articulate, and Lectora
are the three biggest players in this market, but there are
others, including iSpring, Camtasia, and lots more). Or of
* Knowledge and Skill Assessments course you can buy elearning courses from elearning

« Mobile Devices & Apps providers, including buying courses “off-the-shelf” or
having courses made custom for your needs.

« Learning Activities

« Learning Management Systems (LMS)

« Additional Digital Learning Technologies
You might also think of video when you think of online

Leqrning Activities learning activities. An easy example that we're all familiar
with are the videos on YouTube we can use to learn all
Learning activities are the different activities or sorts of things. You've probably used videos like this for
experiences workers complete when they're online (of your do-it-yourself projects at home, for example. These
course, there are learning activities that happen “offline” can be videos embedded into a website or video files

as well, such as a classroom training session, but we're imported directly into the learning management system
in a moment).

EnterpriseTraining
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PARTII WHAT IS ONLINE TRAINING?

And you might also think of live online learning, which is also
known as a virtual classroom or virtual instructor-led
training, when you think of online learning activities. This is
the idea of using a webinar-like tool, such as GoTo, Microsoft
Teams, Zoom, or something similar to allow an instructor to
teach groups of employees in that live, online setting. Virtual
instructor-led training (also known as V-ILT) has played an
important role in online learning and workplace learning for
a long time, but the COVID-19 pandemic pushed it into even
more prominence.

And while the online learning activity types listed above may
be “the big three,” there are still many other types of learning
activities that can be delivered online. People can read and
look at PowerPoints and PDFs, for example; there are tools
you can use to create online quizzes and tests for employees
to complete or online checklists/SOPs to teach people
procedures; you can create online surveys for employees

to fill out; you can create organizational wikis and bulletin
boards to share knowledge; and the list goes on.

Your organization can (and should) use all or many of the
online learning activity types mentioned above as part of
your organizational learning efforts.

EnterpriseTraining
Solutions™ www.enterprisetraining.com 8
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PARTII WHAT IS ONLINE TRAINING?

Learning Management Systems (LMS)

A learning management system, or LMS, is a web-based
software application an organization can use to manage
and administer its entire training program, including but not
limited to the online portion.

What does “manage and administer” mean? It means things
like assigning training, delivery online learning activities to
employees, importing training, creating training, tracking
training completion, storing completion records, running
records, keeping track of certifications, and a lot more.

8 My Dashboard

And although we're talking about online learning in this
guide, know that an LMS can be used to manage and
administer the part of your training that occurs “offline” as
well—you can assign classroom training, for example, and
also give employees credit for completing it, and that will all
show up in the LMS reports you run.

Learning management systems used to be commonly
installed on the organization’s own network, and your
organization can still go that route in at least some cases,
but the more common way to do this these days is to use a
cloud-based LMS. Cloud-based learning management
systems speed up and simplify things like installation and
updates and reduce the IT hit your organization will take.

EnterpriseTraining
Solutions™ www.enterprisetraining.com 9
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Knowledge And Skill Assessments

Many learning management systems have built-in tools to TN S A e E o
help you assess the knowledge and skills of employees. St
These may include quizzes that ask multiple-choice Y bmpeid e
questions to assess knowledge or, depending on the skill and Gl
how well the question is designed, to assess particular skills. T
It can also include checklists an instructor can use to - B [ T
evaluate the performance of an employee performing a Sp—— 1 .
real-life demonstration of a job task they'll later need to Syl
conduct when they're really on the job. b
Detalls & Settings Cumpe;incies Questons  Learning Flan D s otrttppiin

Choose the competency categories being tested for:

1’-‘\»‘: ¥ Basic Skills3 competrncies

U‘_\‘? P Health, Safety, Environment (8 compatenpies

__j F  industrial Elsctronics 7 compenenoizs

::_ ¥ Intustrial Instiumentation & Contreld comoslentss

Indusirial - Laboratory Oporations§ camprefeties
E b industrial Mamterance - Blecoreal s o DTRETETET
;(’ ¥ Industrial Malntenance - Mechanbeal 0 (o erendie

T " i
ﬂ{ . b industrial Malntenance & Relinbility 3 competencies
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MOBILE DEVICES & APPS

Much of the online world has gone mobile—much of the
world, really. And that’s becoming increasingly true of
workplace learning and development, too.

Your workers should be able to log into and use your LMS,
and be able to launch, view, complete, and learn from
online training activities, on mobile devices such as phones
and tablets. While this may not be the normail,
most-commonly used, “go-to” way for people to access
their training, it can be a great way to supplement using a
computer for training, and in particular it's very helpful for
microlearning delivered in a “spaced-practice” sequence
and for delivering performance support directly to the
worker right at the point of need on the job.

EnterpriseTrainin
@ Solut'?ons"‘ f www.enterprisetraining.com 11
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PART Il

WHAT IS ONLINE TRAINING?

ADDITIONAL DIGITAL LEARNING TECHNOLOGIES

We won't focus on the following in this guide, but when it
comes to cutting-edge technology in learning and
development, know the future is here.

Technologies such as virtual reality (VR), augmented reality
(AR), chatbots, and artificial intelligence/machine learning
(AI/ML) are already beginning to influence workplace
learning and it’s only reasonable to assume that will
continue and accelerate over time—and remember that
when we talk about new technologies, we tend to talk
about increasingly small amounts of time necessary for
large changes. So be aware of these and other “disruptive”
technologies and keep up to date with how they're
influencing organization learning at the workplace.

EnterpriseTraining

@ Solutions™

#1 IN PUBLIC SECTOR ELEARNING
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ORGANIZATIONAL LEARNING

All organizations learn over time. Some learn more and
some learn less. Often times, organizations that learn
more do so because they’'ve developed processes and
procedures to do so. And often times, organizations that
learn more succeed more. They're more resilient, more
creative, more innovative, and more likely to have
financial success (especially in times of change, like
ours). And they're less likely to fail, to be left behind, to be
blind-sided by major disruptions in their industry they
didn’t see coming, and to go out of business.

A short-hand way to refer to these organizations that
learn well is to call them learning organizations, the term
coined by Peter Senge. There are many ways for your
organization to learn from both internal and external
sources and many ways to distribute and share that
learning amongst your employees. Training is one way
that learning happens in an organization, including online
training. People also learn simply through their own work
experience, from their coworkers, and in other means,
and you can and should play a role in facilitating that
organizational learning as well (read up on the 70/20/10
organizational learning model, also sometimes known as
Experience/Exposure/Education or the 3Es, if you'd like to
learn more about this).

EnterpriseTraining
Solutions™

#1 IN PUBLIC SECTOR ELEARNING

In the following sections, we're going to talk about formal,
assigned learning and options for continuing education,
but keep in mind that while your organizational learning
strategy should definitely include those two, it should
include more than those two as well.

FORMAL, ASSIGNED JOB TRAINING

Formal, assigned job training is an important part of the
organizational learning “package” and should be part of
your organization’s learning strategy (this is the
“Education” in the 3Es model we just discussed).

Formal, assigned training can include OJT mentoring
(aka shadowing or job following), classroom-style
instructor-led training, virtual instructor-led training,
videos and written training materials, elearning courses,
and more.

A learning management system (explained earlier) can
help you administer all of that formal, assigned training.
And a significant percentage of that can occur
online—the recent and ongoing COVID pandemic helped
reinforce the importance of online learning.

www.enterprisetraining.com 14



PART I

CERTIFICATIONS & CONTINUING
EDUCATION CHALLENGES

Organizations may assign (and even pay for) continuing
education or workers may choose to complete it on their
own for their own personal professional development
and/or to gain or keep current professional licenses and
certifications.

Ideally, your workplace learning strategy should include
continuing education as a consideration, and it's
especially convenient if you work with training providers
that provide job training options along with continuing
education options.

A good provider will help workers:
« Gain licenses or certifications

« Provide continuing education offerings to keep
those licenses or certifications up-to-date

+ Help workers keep on top of the status of their
certifications and licenses so nothing expires

 Find the most efficient way to complete
continuing education to keep all relevant licenses
and certifications valid and current (instead of
taking unnecessary additional courses)

ORGANIZATIONAL LEARNING

All of the items listed above are important. At Enterprise
Training Solutions, we think we provide great solutions for
all four, but we're especially proud of our online License
Requirement Details tool that makes it easy to find the
most efficient way to complete your (perhaps multiple)
AEC continuing education requirements here.

EnterpriseTraining
Solutions™

#1 IN PUBLIC SECTOR ELEARNING
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BLENDED LEARNING

If you're planning on using online training at work, it's “Evidence from hundreds of media comparison
important to know (1) using online training can be very studies... suggest[s] that blended learning

helpful and (2) you shouldn’t use ONLY online training at environments are more effective than pure classroom
your workplace. or pure digital learning...”

Instead, learning researchers and professionals — Dr. Ruth Colvin Clark

recommend what's called a blended-learning solution
for job training. In short, that means using both
traditional forms of face-to-face training (instructor-led
classroom training, field-based training, etc.) along with
online training.

“Overall, these meta-analyses found that eLearning
tends to outperform classroom instruction, and blended
learning (using both online learning an classroom
instruction) creates the largest benefits.”

— Dr. Will Thalheimer

Many studies and meta-studies have shown blended
learning provides better instructional outcomes than
training solutions that use solely face-to-face training
or solely online training. Here are a few sources for you
to consider:

“The difference between student outcomes for online
and face-to-face classes—measured as the difference
between treatment and control means, divided by the
pooled standard deviation—was larger in those studies
contrasting conditions that blended elements of online
and face-to-face instruction with conditions taught
entirely face-to-face.”

LEARNING

— US Department of Education

EnterpriseTrainin
@ Solut'?ons"‘ f www.enterprisetraining.com 17
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PART IV BLENDED LEARNING

WAYS TO BLEND 2. Online During Instructor-Led Training

There are many ways to blend training to create We've all learned that peanut butter and chocolate taste
improved learning outcomes. You can buy long books great together, and mash-ups are a big cultural craze.
on the topic and we’ve included a link further down to a So why not apply the same basic idea to job training?

free guide on the topic as well There’s no reason why you can't hold an instructor-led

That said, here are four easy ways to think of the timing classroom training session and introduce elements of
of your training delivery methods when creating a online training during the class session.

blended learning solution. During the class, you can play online training materials

intermittently and then discuss the online materials with
1. Online Then Instructor-Led Training the class. This can be a great way to discuss a process,
procedure, concept, or idea presented during the online
training, or a great opportunity to demonstrate and then
practice a job task illustrated in the online training.

One way to blend is to assign workers online training to
complete in a self-guided manner before they attend
instructor-led training in a classroom setting.

This allows you to use the online learning activities as a
way to introduce pre-requisite knowledge and then 3. Online After Instructor-Led Training
practice job skills that require that knowledge during

You can also choose to begin with instructor-led training
the instructor-led training.

and then follow that up with online training (perhaps just
It also allows you to use the sophisticated visual one online training activity or, more likely, several
capabilities of online training to explain things like how activities).

machines work and/or your company’s basic job
procedures and processes (studies show that videos
are very effective for learning this type of material).

You can use the online training for a few reasons. First,

to help workers continue to learn additional “chunks” of
information that build upon the initial training over time
as they develop toward expertise. And second, as a form
of spaced-practice to help combat the training

- forgetting curve.

@ Egﬁﬁﬂ’fgﬁgmmmg www.enterprisetraining.com 18
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PART IV BLENDED LEARNING

The use of online training delivery and materials for make the correct decisions and perform tasks properly.
post-training spaced practice is one very effective use

i ' Examples include delivering checklists, visual SOPs,
of what's commmonly called microlearning.

and/or videos to the worker via a mobile device, such
For more on spaced practice and the forgetting curve, as a phone or a tablet.

read this article on The Forgetting Curve, this article on
Spaced Practice, and this interview about the evidence
behind the effectiveness of spaced practice.

For more on this ideq, read our articles on Job Aids and
Using Mobile Devices for Training & Performance
Support.

4. Online Performance Support After Training

Another thing to consider is using some of the same
tools and materials you use for online training not for
training per se but to deliver performance support to
workers in the field at the moment of need to help them

4 WAYS TO BLEND TRAINING

Online Online Online

| | J

Classrooms Training

Primary
Training
Classroom

Pre-Training
Online

Post-Training

Primary Training Online (Mobile

Classroom Performance
Suppaort)

Primary Fost-Training
Training Online
Classroom {Micraolearning)

EnterpriseTrainin
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PART IV BLENDED LEARNING

ADDITIONAL CONSIDERATIONS FOR BLENDING YOUR LEARNING SOLUTIONS

Two other things to think about when designing learning
blends for your employees are:

« The type of content you want them to learn n FACTS ]

« The reason the employees need to learn something

First, let’'s consider the type of content your employees

need to learn and, in particular, how online training a CO N C E PTS

might help.
1. FACTS: An example of a fact is “this is door 1.” And the

fact is that human brains aren’t very efficient at simply P ROC E S S E S

memorizing facts. So if you can, try to reduce the
number of facts that employees have to remember

from training. One way to do this is by providing job aids u P ROC E DU R E S

for performance support, and mobile devices and
online training tools can be helpful here. )
2 CONCEPTS: A concept is a group of things that have P R I N C I PI—E S

something in common. For example, “All of these are
different types of pumps.” You could use online training

to present different examples and non-examples and FA R - T RA N S F E R
ask employees to decide if they are examples of the
concept or not.

EnterpriseTrainin
@ Solut'?ons"‘ f www.enterprisetraining.com 20
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PART IV

BLENDED LEARNING

A process is how something works. Research
shows that video of the type that you can deliver online is
an effective way to help learn processes.

4.PROCEDURES: A procedure is how a person does
something. Research shows that video of the type that you
can deliver online is an effective way to help learn
procedures, although additional hands-on practice is also
very helpful.

5.PRINCIPLES: Principles are a broader set of guidelines
one applies in various circumstances. For example, “lean
manufacturing is the attempt to increase value and drive
out waste.” One could use online training in a variety of
ways to teach something as broad as principles (and, as
you can imagine, learning principles will probably include
learning some facts, concepts, processes, and
procedures).

6.FAR-TRANSFER: Far transfer means learning something
to use in one context and, on your own, discovering a way
to apply this in a different context. Far transfer isn't
especially common, to be honest, and there’s not a lot of
great research on how to facilitate it. But it does often
spring from great experience and expertise, and in some
cases, that experience and expertise can more quickly be
gained by running through the kind of scenario-based
training that online training can deliver.

For more on this, read our Different Types of Training for
Different Types of Learning article.

Next, let’'s consider the reason the employees need to learn
something and how online training might help (this is
drawn from the Five Moments of Need Training model by
Bob Mosher and Conrad Gustafson).

Learning for the first time

Learning more

Remembering and applying

When things go wrong

When things change

Let’'s give some thought to how online training can be used
in each of these training moments of need.

EnterpriseTraining
Solutions™
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PART IV BLENDED LEARNING

LEARNING FOR THE FIRST TIME

Online learning can always be used when teaching employees
something for the first time—preferably as part of a blended
learning solution.

r )
LEARNING MORE xLEARNING MORE

[LEARNING FOR FIRST TIME )

Online training can be especially effective once you've
completed the primary training on a topic and want to continue
teaching employees more to build on that initial knowledge. é )
That's because online training is so easy to distribute to your KREMEMBERING AND APPLYING )
workers because it's not necessary to come together again in a

large classroom setting, which of course makes it easier for

- .. . 4 ~\
workers to co.mplete. the additional training and learn more while WHEN THINGS GO WRONG
also completing their jobs. \_ )
REMEMBERING AND APPLYING p .
Online training can be especially important in helping workers WHEN THINGS CHANGE
remember information and skills from the initial training session - J

and build on the knowledge/skills. One reason for this is because
of something known as the “forgetting curve,” which is based on
the proven fact that people tend to forget things from an initial
training if they don't get to continue working with the topic.
Online training can be used to deliver periodic “bursts” of
training on the initial topic in a training practice known as
spaced learning.

EnterpriseTrainin
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PART IV BLENDED LEARNING

WHEN THINGS GO WRONG

When something goes wrong, you will often want to -"-.IIVelc_t_t_:f' WDUSTRIES = SOLUTIONS -
correct it quickly. And since it can sometimes take a lot e
of time and work to schedule, arrange, and conduct

face-to-face training, online training can be a great Blended Lea rning*qust

assist in helping you deliver training to workers to fix . o , i
that problem ASAP. JOb Tralnlng »

WHEN THINGS CHANGE

Online training can be used to deliver new training
when things change in the same way it can be used to
deliver any training on new topics. And again, Resources "

remember it's most effective in a blended learning Conferences

Course Catalogs

solution. in The News

Press Releases
Subject Matter Experts

And for even more on blended, see our Blended Success Stories . BEST PRACTICES

Tradashaws

Learning Best Practices article and download our iz ST
Blended Learning Beginner’'s Guide.

“Merded learning” i ane of the hat buzz phrases in learming crcles (hege taye, The cenceplmeans
mothing more than delivering training using multple inszructian al methiods fnstructor-led training,
£[Barning, written matznats fisld-nasad traming. erc). Most commonty. T3 used specifically o refer
to mising both imstructorled and amlmetraining, atthough we feel thats an unnecessarily limired way
@ logkat

The idea’s been gpand a |un; i, but |i's padned mementuin gwer the gast decide as opling
|marmeng has bocorma more scesable and easier toopair wath more traditiosal insbroconled courses,
0T, sk other forms of training

Trere are many leaming management sysrams {LkiSs| on the market designad specifically for
worklorm rraining and mest af them affer Sended learnmg suppaort - delivering online traming while
2l allow g you ta assign, track, and report an other farms af rarme, incbdng face-to-
freefinstructor-led framsng And biended learming aolutiom are becoming even emior totrack and
FEANIT A W TR SOENT AT IRE EXpEFIEREE AP (AP

BUE WSE FF W fel by TARENG ABALIEWAER WETE TATKIRE 305 MSRED lEarming ToF jaB realning, Jnd
Rew s Esuppesed 1o berefiCyou Ler's mhe d doser loek
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BENEFITS OF TRAINING
PROGRAMS

It should go without saying that training programs have Having a training program in place will help you
benefits that make them a worthwhile investment (and attract better workforce talent to your workplace.
that repay that investment many times over). Isn’t that what you want? And considering the cost of

That said, it definitely goes without saying that you'll want making a new hire, this is significant.

to make a solid financial argument in favor of any
investment into training, including online training, for your
organization.

We'll give you plenty of arguments to support the ROl in
this section.

RECRUITING AND HIRING ADVANTAGE

It's not always easy to hire a fully staffed organization. The
fact is that people have options when they're in the labor
market and you're competing with other employers.

Obviously, things like salary and benefits matter, and that'’s
beyond the scope of this guide. But your potential new
employees will also consider their career development if
they take the job you're offering. How much will you
support them as they gear up for the first job? What are —
the career growth options after that? How will you help

them develop their skill set and further their careers?

EnterpriseTrainin
@ Salutﬁ?ons"‘ f www.enterprisetraining.com 25
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PART V BENEFITS OF TRAINING PROGRAMS

IMPROVED, FASTER, MORE EFFICIENT ONBOARDING

Once you've made that new hire, you'll want to quickly
and effectively onboard the new worker to get him or her
up to speed.

That's going to include HR paperwork and explaining
your company’s values, missions, goals, and culture. And
you can use an LMS and online training for some of that.
But it's also going to include training for your entry-level
job position(s).

That need for training is even more serious now than it
was in the past for two reasons. First, because a lot of
new hires don't have the technical know-how and skills
that new hires in previous eras used to have. And
second, because modern workplaces involve lots of new
technologies that weren't a consideration in the past.

By providing effective training to help onboard your new
hire more efficiently, you'll speed the new employee’s
development from novice new hire to entry-level
competence, which will obviously help your entire
organization. Additionally, you'll decrease the risk of
having a new hire quit the job because he or she doesn't
feel supported, adequately prepared, or valued by your
organization. And remember, losing new hires and
having to go out and hire a replacement is a very
expensive proposition.

EnterpriseTrainin
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#1 IN PUBLIC SECTOR ELEARNING



PART V BENEFITS OF TRAINING PROGRAMS

Q

INCREASED KNOWLEDGE RETENTION

In general, people need some pre-requisite knowledge
to perform job tasks and they need to develop the skills
to perform those tasks.

A well-designed training program can help workers
acquire that knowledge and, even more importantly,
retain it more effectively so they can later use that
knowledge on the job.

Even better, a really well designed training program
will include not just job training but also job aids and/
or performance support so an employee won't have to
remember things but can instead access that
information at the time and place needed in the form
of something like a checklist or video.

DEVELOP SKILLS AND FILL SKILL GAPS

Of course, you don't just want to help workers to KNOW
things, you want them to learn to DO things. The tasks
required to perform their jobs, in particular.

We've already noted that many new hires come to
work without all of the necessary skills even an
entry-level employee needs, and you probably knew
that already on your own.

EnterpriseTraining
Solutions™

#1 IN PUBLIC SECTOR ELEARNING

Your goal in training employees is to teach them
necessary job skills quickly, efficiently, completely,
painlessly, and with a minimum of work and expense.

If you don't provide training, you're simply hoping
workers will develop those skills over time. Maybe they
will and maybe they won't, but it's highly unlikely they’ll
develop them as quickly and comprehensively as they
would with a proper training program.

www.enterprisetraining.com 27



BENEFITS OF TRAINING PROGRAMS

CAPTURING AND DISTRIBUTING
KNOWLEDGE OF RETIRING EMPLOYEES

Another benefit of having a robust training program,
and one that’'s more important in today’s world, is that
it gives you the opportunity to more efficiently capture
the knowledge of current, experienced workers who are
preparing for retirement and then distribute that
knowledge through the rest of your workforce before it's
lost forever.

This capturing and distributing of knowledge and skills
before they're lost can be eased in many ways with
new digital technology and online tools, such as video,
digital images, and PDFs, as well as the ability to
distribute those online.
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BENEFH’S OF ONUNE BENEFITS TO THE ORGANIZATION

T RAI N I N G The organization as a whole will see many benefits from
the addition of online training for employees.

Obviously, a key benefit is that because workers will be

better trained, operations at your organization will

improve. This will increase productivity, efficiency, quality,

safety, profitability, and innovation and will decrease

Online training (whether for maintenance, or safety, or waste, inefficiency, and costs. That training improvement
operations, or HR, or..you get the idea) has a number of will come about in a few ways.

unique positive benefits. In this section, we'll list just a few
benefits for your consideration. We'll divide those benefits

We covered the benefits of a training program in general in
the previous section, so in this section we’ll focus on the
benefits of online training.

First, because online training is more scalable, meaning it
will be easier to training all employees, including

into: . . . .
employees on different shifts, at different locations, and

» Benefits to the orgcnization emp|oyees who work remote|Y.

« Benefits to department & training managers Second, online training provides a consistent, standard

- Benefits to employees training message, something that’'s hard to do with one

instructor leading instructor-led training and essentially

Of course, in some cases the division is a bit arbitrary, and a . . . . .
impossible to do with muiltiple instructors.

benefit to one group also benefits another, so keep that in
mind as you read. Third, by allowing your organization to make use of a

blended learning solution, which leads to more effective
learning outcomes (please see the discussion of blended
learning earlier in this guide for more on that).

Additionally, by using the reporting functionality of a
learning management system (LMS), it will be easier to
identify employees who are untrained and/or have skill
gaps, and it will be easier to identify employees with all
the training, knowledge, and skills necessary for specific

job roles.
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Next, online training will also help you reduce the overall
cost of your training program, especially by cutting down
the costs associated with travel, overtime, food & drink,
and room rentals, not to mention the costs of
administering your program (clerical, logistics,
scheduling, etc.).

On top of that, if your organization values sustainability
and a commitment to the reduction of greenhouse
gases, adopting online training tools will help you reduce
the carbon footprint of your training program by
reducing travel associated with training.

And finally, in a global era that's vulnerable to
pandemics, implementing online training is an important
risk management technique to be better prepared for
times when a spreading pandemic necessitates that
people practice “social distancing.” Is your company fully
able to continue training programs safely during a
pandemic? It's something to think about.

EnterpriseTraining
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BENEFITS TO DEPARTMENT & TRAINING
MANAGERS

Department managers, training managers, and others
involved in training personnel stand to from adopting
online training in the many ways.

Partnering with an online training provider will give you
access to more topic expertise. None of us are experts in
everything, so why not focus on creating training
materials on topics you DO know well and getting
training materials from others on topics you're not as
well-versed on?

Additionally, getting online training materials will
typically give you materials with better instructional
design than the materials you're likely to create on your
own (assuming you don’'t have a background or degree
in instructional design). Training providers have
professional instructional designers on staff who p
understand how adults learn and how to best develop
training materials to match those learning needs—why
not get access to that expertise?
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You'll also benefit from easier and faster course updates
when you've partnered with a training provider that has
an entire staff devoted to keeping track of changes (to
things like regulations, new technology, and best
practices, for example) and updating course materials.
Just think of how time consuming it is for you to update
your own training materials and/or how old, out-of-date,
or inaccurate many of your own training materials may
currently be. Why not get help staying current?

Implementing online training will also save you a lot of
precious and valuable time. You'll spend less time
creating and updating some of your own training
materials, as noted above. You'll spend less time leading
training sessions when you're presence doesn’t bring
additional value. You'll spend less time traveling back
and forth from training sessions you lead, either at the
other end of the facility, at a different facility, or across
the nation or globe. And you'll spend much less time on
the clerical, logistical, and recordkeeping aspects of
training, so much of which can be facilitated or even
automated with the training management capabilities
of a learning management system. Why not save all that
time to create training materials you are an expert in, to
deliver training when your presence is really valuable
and meaningful, and of course to conduct other
important job tasks beyond training as well?

BENEFITS OF ONLINE TRAINING

One last benefit to consider is that online training can be
accessed by employees for performance support at the
moment of need on the job, when and where they need
the information. This means employees won't have to
rely on what they remember from training, which may
have happened weeks or months ago. And it means they
won't be faced with a situation where they're on the job,
realize they need some additional information to
complete the job, and either don’t know where to find
that information or don’'t want to talk a long distance to
get it, and so they take their best guess instead of
confirming they're doing the right thing. You want
employees doing the right things on the job, and giving
them access to information when they need it will help
them do this.

EnterpriseTraining
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BENEFITS TO WORKERS

Of course, it's not just the organization and managers who
benefit from training and online training. Employees
benefit, too. In fact, isn't it employees who are the primary
beneficiaries of training materials developed by
employees, since they benefit from learning?

We've listed a few of the primary ways employees will
benefit if you implement online training at your
organization below.

The first benefit is that online training puts workers in
charge of at least some of their training. Remember that
two of the principles of adult learning are that adults enjoy
being in charge of their own learning and that they learn
when they’re motivated to learn. Providing online training to
workers means they can complete at least some of their
training on their own schedule, when it's not convenient for
them and not just when it's most convenient for the trainer
or for the whole classroom. It also means that workers can
complete training at their own preferred pace, allowing
some people to proceed more quickly while others take
more time, perhaps reviewing key screens a time or two
before moving on to make sure they've understood a key
point.

Online training also allows people a “safe environment” to
learn in. While some people are very comfortable

Enterprise Training
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BENEFITS OF ONLINE TRAINING

making mistakes or saying the wrong things in front of a
manager or in a classroom setting, others are not. Online
training allows employees an opportunity to get up to
speed without having to worry about how others might
react should they make a mistake. Of course, online
training can also allow a worker to practice a skill in a safe,
simulated environment that doesn't present the real-world
risks that would be present in the real work world, too.

A final consideration is that having online training available
to employees makes it easier for employees to take and
complete not only assigned training but to complete
training on a self-guided, elective, voluntary basis. This
may include training that’s just of general interest to the
employee, but it might also include training that allows the
employee to prepare for and develop qualifications for the
next job in his or her career path.
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BEGINNING YOUR SELECTION PROCESS

BEGINNING YOUR
SELECTION PROCESS

At some point, you may decide your organization definitely
wants to go ahead and get online training, and you'll
wonder how to begin your search.

Once you've reached that point, when you know you want
to add some online training tools and courses to your
current training mix, we've got tips in this section that will
help you.

The basics are these: get help, don’t rush, know what you're
looking for, and create a plan. But read on for more details.

DON'T GO IT ALONE

You might be tempted to begin the search and even get
online training materials on your own, but that would likely
be a mistake.

First, because it can be a lot of work. Why not spread the
load?

Second, because there are people in your organization

who know things that you don’t know and who can make a
positive contribution to the search effort.

Third, because you're more likely to get buy-in from key
stakeholders later, once the online training is up and
running, if you seek and implement some of their advice
and suggestions early in the process.

And fourth, because those same people who can help

you make a good decision can also help you make your
implementation a success. Or, if they’re not invested, they
can contribute to its failure either through passive
non-involvement and disregard or even by actively
sabotaging the program.

So, get some help and include people.

EnterpriseTraining
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BUILD A SELECTION TEAM

So instead of doing this all on your own, identify
stakeholders at your organization, seek their cooperation,
and create an online training selection team.

And second, this will help raise awareness of the online
training program throughout the employee population.
This may seem surprising to you, but it's not
super-unusual for a company to implement online
training and have it either fail or be under-utilized simply
because employees don't even know it's available.

« Employees Getting employees involved in the selection process will
increase awareness and that, in turn, will increase
utilization once you have the online training in place.

Stakeholders should include but not necessarily be
limited to:

- Corporate/top management
* HR

« L&D/training

« Operations

« Safety

* Quality

< IT

While it's probably obvious enough why each of these
stakeholders should be included, we want to call out the
importance of involving employees early in the selection
process.

Employee participation is important for a few reasons.
First, you want to find an online training solution that they
like and that they find easy to use. After all, the training is
for them to complete. If they help you identify training
they like and can use, they’re more likely to use it later.
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DON’'T RUSH

Even if you've got a team in place, don’t rush out and
make a purchase too quickly. Take your time, seek
advice internally and externally, determine what you
need and what you want the online training program to
do, and create a plan.

PLAN IN ADVANCE

So our best advice to you is to plan in advance.

As mentioned, begin by creating a selection team. Get
their initial opinions and advice. Then do some research
and meet up again as a team to consider what you've
learned.

From there, determine what it is that you want online
training to do and how it fits into your overall training
program (we'll cover this issue more later in the guide).
Create a series of use cases—things you want the online
training to be able to do.

Then evaluate different online training options to see how
well they fit your use cases and your organization'’s
overall online training needs.
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SELECTION CRITERIA

In this section, we'll walk you through some criteria for
selecting online training courses, a learning
management system, and training providers to help you
find the best fit for your organization and your training
needs.

CRITERIA FOR SELECTING COURSES

Consider the following criteria when you're evaluating
online training courses.

Streaming or eLearning
Do you want to go the Netflix-style streaming video route

or use elearning courses delivered through an LMS (and
get the additional capabilities that come with an LMS)?

If eLearning, SCORM, AICC, or xAPI?

Remember you'll want to be sure your LMS is compatible
with your eLearning courses.

Topics Covered

What topics do the courses cover and how well do they
fit your organizational training needs?
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Teaching Real Job Tasks

While it's true that there’s always some degree of
pre-requisite knowledge that people may have to learn
in order to perform job tasks, your training program can't
end with knowledge. You've got to teach real job skills. Do
the elearning courses teach real job skills? Do they help
set you up to do so?

Instructional Design & Adult Learning Principles

Are the courses created following general
evidence-based training practices, including the
incorporation of adult learning principles?

Shorter Is Better

A general instructional design principle to keep in mind is
that shorter is better. Get eLearning courses that include
necessary information but nothing more. In training, less
is more.

Visuals

A large portion of our brains is devoted to processing
visual information. And eLearning is an inherently visual
medium. To get a lot of bang out of your training

investment buck, invest in eLearning courses with
well-designed visuals.

Writing
Written materials within the eLearning course, including
the script for the audio narration, should be clear and
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concise. In addition, it should as much as possible match
the normal conversational language of the training
population (your employees). Stay away from elLearning
courses that are unnecessarily formal or use big words
and look for those that are conversational and casual.
Bonus points for courses which refer to the employees
using the word “you,” as studies have shown this
increases training effectiveness.

Multi-Language Capabilities

There's a good chance you have a multi-lingual
workforce. If you don’t now, you may soon. Look into
whether or not the eLearning course is multi-lingual,
what exactly that means, and how the language is
selected.

Practice Questions & Assessments (Tests)

An elearning course should include unscored practice
questions and exercises that allow workers to test their
knowledge and skills and provide instructive feedback. In
addition, there should be a test with a required passing
score. Following fundamental rules of instructional
design, all of these should be based on the learning
objectives.
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New & Updated Courses

Once you get a course, will you get updates? When and
how, and how much do updates cost? And what about
new courses—do they come for free or is there an
expense? And when and why are they created?

The Fit With Your Organization’s Overall
Learning Strategy

Remember to consider how the eLearning courses you're
evaluating fit within your entire organizational learning
strategy. An elLearning course that's a good fit for one
organization may not be the best fit for another
organization.

Mobile Compatibility

Consider if you want your courses to be mobile
compatible and, if so, what that really means. Do you
want courses that you can view on a mobile device? Do
you want to view them through a browser and an LMS or
through an app? Do you want courses that were
specifically designed for the mobile learning experience
with things like bigger buttons?
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CRITERIA FOR SELECTING AN LMS

Consider the following criteria when you're evaluating a
learning management system (LMS) for online training
and other training administration:

Your Network or the Cloud?

Do you want an LMS that'’s installed on your network or on
the cloud? Both have their advantages, although the
cloud is quickly becoming the most common option.
Cloud-based LMSs are easier to update, require less IT
support, and have other benefits.

- My Dashbioard

Easy User Interface

Without a doubt, one of the single most important factors
in your LMS selection, and one of the reasons why your
LMS implementation will either succeed or fail at work, is
how easy and intuitive it is to use. This is true for the
administrator experience and for the learner/employee
experience, and it's especially true if your workforce isn’t
computer savvy. Get an LMS that's easy to use.

T iy by 18 D806
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Reporting Availability of User Training (Admins & Employees)
Reporting is one of the most important LMS capabilities. An LMS provider should include user training for both
Closely investigate the types of reports an LMS can admins and general employees (learners) in a variety of
generate, including how you can modify them. Also formats, including face-to-face, webinar,

check to see if the reports can be emailed to other elearning/web-based training, written materials, and
workers and set up for recurrent generation and email more. See what the options are and how much it costs.

delivery on a schedule. Reporting is important in all uses self-Guided Help

of an LMS, but even more so for compliance training. . o .
In addition to training, you'll want an LMS that comes with

Integration with other Workplace Software Systems self-guided help, reference materials, and/or other tools
It can be very helpful to have your LMS integrated with you can use to learn how to use the LMS on your own.
and “communicate” with other workplace software This can include an online knowledge base, in-LMS help
systems so they can share data. This includes your HRIS,  text and tips, manuals, and more.

your CRM, your ERP, your CMMS, webinar tools, and more. Customer Service

Security Roles No matter how easy an LMS is to use, how good the initial
Learning management systems have security roles that ~ training is, or how supportive the additional self-guided
allow specific powers and privileges to users (primarily learning materials are, you're probably going to want
administrators) within the system. It's ideal to have an (and will benefit from) customer service at times. This
LMS with a set of preconfigured administrator security includes during the initial installation and

roles that allow different sets of powers (such as implementation but also after that.

assigning training, crediting training completion, etc.)
over different parts of your organization (over your entire
organization, over just one site, over a single department,
etc.).
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Availability of Updates

Yet another thing to think about has to do with updates
to any LMS you get. Will it be updated? If so, when, how,
how often, and does it cost? What types of things get
included in updates? Can you request new features? If
so, is there a cost for that? You'll most likely want an LMS
that changes as technology and other considerations
change.

Mobile Apps

You may want to see if the LMS can be accessed on
mobile devices and, more importantly, through
dedicated mobile apps. And check out those mobile
apps to see how well they work and how well they were
designed.
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CRITERIA FOR SELECTING PROVIDERS

Finally, here’s a set of criteria to consider when you're
evaluating online training providers.

Friendliness

You're going to be partnering with this company for a
while. Are they friendly? Do you like working with them?
This will matter.

Responsiveness

From the moment you first try to communicate with
them until the final moment of the sale, were they
responsive? Was it easy to get a hold of them? Did they
seem to value and welcome your communications and
questions? When they told you they’'d do something, did
they do it and did they do it quickly?

Helpfulness

Being friendly and responsive are great, but it's also

essential to be helpful. Have you found the online training
provider to be helpful in all aspects of the sales process?
Do you anticipate they'll be helpful in implementation
and customer support as well?
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Knowledge Level

This goes along with helpfulness—how knowledgeable is
this company? In issues related to training, online
training, and training for your industry, for sure, but in
other related issues that may help your company as
well?

Range of In-House Expertise

Ideally, your online training provider has employees with
a wide range of expertise in-house: instructional design,
subject matter expertise, writing, graphic design,
instructional design, programming, customer service,
and more.

Proven Track Record in Training for Your Industry
Do they have a track record of successfully helping

organizations in your industry develop successful training
programs?
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Referrals from Trusted Third-Party Organizations

Are there trade publications, trade organizations, or
third-party organizations like Capterra or Talented
Learning that recommmend the company and their
products/services?

Referrals from Current Customers
Will the training provider let you talk with current ':

customers, including current customers in your industry,
to learn about the customers’ experiences with the

L i
¥
rovider and their products? -
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CONCLUSION

We hope this guide has helped you consider the role that online training administration (an LMS),
elearning courses for online workplace training, and online continuing education can play within your
organization’s learning strategy.

Let us know if you have any questions—we’re always happy to help—and best wishes to you!



WORKPLACE TRAINING & PERFORMANCE SOLUTIONS FOR THE AEC INDUSTRY

WORKPLACE TRAINING &
PERFORMANCE SOLUTIONS
FOR THE AEC INDUSTRY

When your organization trains with Enterprise Training
Solutions, you'll be in good company with the thousands of
industry-leading organizations in the AEC industries who
have chosen to mitigate workforce risk, develop employee
skills and meet PDH and CE compliance requirements with
us. Companies also utilize Enterprise Training Solutions’
best-in-class learning management system to manage
employee onboarding, licenses, credentials, career
development and more.

+ Online Continuing Education Courses

L]

Learning Management System (LMS)

EHS/Incident Tracking

Visitor, Vendor, and Contractor Orientations

Workplace Scheduling

LEARN MORE
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