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Introduction

Fortune 500 companies and multi-national corporations have discovered something when it comes to
their learning, training and development content—it sells.

If you’ve ever been interested in selling your training and development content but you’re unsure of
how to get started, eLeaP has the solution.

We provide you with an LMS that lets you design and develop content you can sell to a wide-ranging
audience.

The eLeaP ecommerce learning management system can save you a vast amount of both time and
money, while enabling you to create sophisticated training packages custom-built for the precise needs
of your audience.

The purpose of this document is to describe all of the functionality within the eLeaP eCommerce system
that an administrator has access to and how the administrator can easily configure this functionality to
have the system up and running quickly and efficiently.
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Logging in to the System

Entering the URL for the eLeaP application (your specific account URL) into your browser’s address bar
displays the Login screen, illustrated below. Simply enter your email address within the Name field,

Login

enter your password in the Password field, and then click to access the system. If you get an
error message or [THIS ACCOUNT HAS BEEN DISABLED] message, check your account website URL
to make sure it is correct. Contact eLeaP (support@eleapsoftware.com) if necessary.

eleal

eLeaP Demo
Training & E-Learning System

ASSWO
) 1 can't access my account
Login

Click the I can’t access my account link if you forget your password. The Login screen expands,
displaying a field into which you can enter your email address for retrieval of your password. Once you

. Send password .
have entered your password, click . The system will send you your password.

eleal

eLeaP Demo
Training & E-Learning System

Login
Enter your email address to receive a new password:
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Welcome Screen

The Welcome screen, illustrated below, is the first screen you will see each time that you log in to the
system. Should you create and assign individual training courses, these will be displayed on an Assigned
Course list, and you can filter which courses are displayed by selecting a Category from the Category list

i
and clicking -

Of course if you use eLeaP for selling courses, you would not need to individually assign courses to users
as the eCommerce system takes care of this automatically.

Click the [Help] icon for additional information.

e@l: m COURSES ~ USERS ~ USERGROUPS  TRAINING PATHS ~ QUIZRESULTS  FORUM  REPORTS  ECOMMERCE o Parks, Paul v

Welcome to eLeaP Demo Training System

Add info about your organization. Edit this information from your Company Profile page. Test

Special Instructions:

Test

& Download Completion ReportHelp @

Assigned Courses

Course Category [v] Y Filter

No. Name ~ Status Deadline Category Instructor

1. Users none Sales R, Vinod

Total Courses: 1 0 Hide Completed

Assigned Training Paths

No. Name Status No. Courses Instructor

1. Don's Auto Repair Course 4 Weobong, Don

Total Training Paths: 1

Modifying Your Personal Profile

Selecting the PROFILE option on the drop-down menu at the upper right-hand corner of the screen, as
shown in the following illustration, allows you to modify your Personal Profile information.
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e]&a_/lj m COURSES ~ USERS ~ USERGROUPS  TRAINING PATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE i

PROFILE
.. COMPANY PROFILE
Welcome to eLeaP Demo Training System Losout

Add info about your organization. Edit this information from your Company Profile page.

& Download Completion Report
Assigned Courses

se Name Course Category [v| Y Filter

There are no Assigned Courses

Total Courses: 0 [ Hide Completed
Assigned Training Paths

You have no Assigned Training Paths
Total Training Paths: 0

The User Profile screen, illustrated below, is displayed. To associate a picture with your Profile, click the
upload picture link in the upper right-hand corner of the screen, as shown in the illustration.

e]é\a]:z HOME COURSES USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS FORUM  REPORTS ~ ECOMMERCE Parks, Paul >

Home = Users

User Profile

Mr.
Paul
& upload picture

Parks

Paul_A_Parks@cox.net

Administrator
Steel Blue

English

& edit profile & change password
< back to Users

The screen expands, allowing you to navigate to a location on your computer where the picture that you

want to associate with your Profile is stored by clicking M.
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e@_B HOME ~ COURSES USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Parke, Paul >

Home  Users  Profile

User Profile

Title Mr.
First Name Paul

Middle Name & uoad pictue
Last Name Parks Upload File
T Browse.
Email Paul_A_Parks@cox net € Uplosd Fle] 3¢ cancel
Description
Access Level Administrator
Theme Steel Blue
Language English
Active YES
& edit profile @ change password
< back to Users

Powered by
s Copyright 2005 - 2013 Telania, LLC. All rights reserved.

elealP Unauthorized use or reproduction is prohibited by US copyright laws and intemational treaties

A Choose File to Upload dialog, illustrated below, is displayed. Select the file that you would like to

associate with your profile and click

@ v 1 [&] » Libraries » Pictures » v ¢ Search Pictures

Organize v New folder

-
~ Name Date

|_| granicusvideo13 2/19/2013 3:25 PM 137KB
|_| granicusvideo14 2/19/2013 3:32 PM 166 KB
|_| granicusvideo15 2/19/2013 3:41 PM 157KB
|| granicusvideo16 2/19/2013 3:46 PM 146 KB
! image for white pa...  8/16/2013 12:36 PM 6KB
& Libraries || iPhone5 Order Conf... 9/20/2013 10:40 AM 212KB
@ Documents |_| IRS 2013 Estimated ... ~ 4/29/2013 12:50 PM 142 KB
J Music |_| sdge_payment_con...  8/9/2013 7:41 AM 203 KB
5] Pictures |_| sdge_payment_con...  7/8/2013 &11 AM 219KB
B Videos |_| sdge_payment_con...  6/3/2013 &:13 AM 110KB
|_| sdge_payment_con...  5/10/2013 5:47 AM 221KB

@ Hor group | & that_picture 3/10/2013 4:46 PM 24KB

v ! that_picture2 3/10/2013 4:48 PM 37KB WWwWwWwW v

¢ Favorites
Bl Desktop
& Downloads
__| Photo Stream
] Recent places

File name: | that_picture v‘ lPicturs (*.gif;*,jpg;* jpeg;*.png v‘

| Open l ‘ Cancel ‘

As shown in the following illustration, the image file is added to your Profile.
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e]ga_/lz HOME ~ COURSES USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Parke, Paul ~

Home  Users

User Profile

Mr. |
|
Paul
X delete picture & upload picture

Parks

Paul_A_Parks@cox net

Administrator
Steel Blue
English

YES

& edit profile & change password
< back to Users

To edit your Profile Details, select the edit profile link located in the bottom left-hand corner of the
screen. The Edit User Profile screen, illustrated below, is displayed. Make any modifications necessary
within the Title, First Name, Middle Name, Last Name, Email, Description, Access Level, Language and
Active/Inactive settings.

e]rga_/lj HOME  COURSES USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS ~ ECOMMERCE Parke, Paul >

Home  Profile

Edit User Profile

Title M [v]
First Name * Paul
Middle Name
Last Name * Parks
Description
Theme Steel Blue v
Language English v

E * cancel

Additionally, you make a selection from the Theme drop-down, if desired, as shown in the following
illustration.
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e@/lj HOME  COURSES  USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Patks, Paul
Home ~ Profile
Edit User Profile
Title M [v]
First Name * Paul
Middle Name
Last Name * —
Default
Forest Green
Description Royal Blue
Medium Taupe
Cerise Pink
Theme
Charcoal
Amethyst
Language Olive
Crimson
=l % cancel
3

Click m to save any changes to the system. As shown in the following illustration, the changes to
your profile have been saved.

HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v

eleal

Home

User Profile

e Mr. \ N Help @
t Nam Paul

X delete picture

Users

& upload picture
st Name Parks

Paul_A_Parks@cox net

Administrator
m Steel Blue

English

YES

& edit profile @ change password
€ back to Users

S copyright laws and intemational treaties

Changing Your Password

Clicking the change password link allows you to reset your password. As shown in the following
illustration, the Change Password screen is displayed. Enter your old password in the Old Password
field, enter your new password in the New Password field, re-enter the new password in the Confirm

: . Change Password
New Password field, and then click .

Copyright © 2015 Telania, LLC. Page |7



eleaP eCommerce Administrator’s Manual

eleal

Home  Profile

Change Password

Old Password *
New Password *

Confirm New Password *

Change Password % cancel

HOME

COURSES

USERS

USER GROUPS

TRAINING PATHS

QUIZ RESULTS

FORUM

REPORTS

ECOMMERCE

Parks, Paul v

Copyright © 2015 Telania, LLC.
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As shown in the following illustration, the system confirms that the password has been changed.

e]é\alz HOME ~COURSES USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Parke, Paul ~

Home  Users

User Profile

t M \
rst N Paul
X delete picture & upload picture

m Parks

mail Paul_A_Parks@cox net

Administrator
m Steel Blue
angu English

YES

& edit profile @ change password
< back to Users

Modifying Your Company Profile

Selecting the COMPANY PROFILE option on the drop-down menu at the upper right-hand corner of the
screen, as shown in the following illustration, allows you to modify your Company Profile information.

e]’e\aE m COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v
PROFILE

. COMPANY PROFILE
Welcome to eLeaP Demo Training System Locour

Add info about your organization. Edit this information from your Company Profile page.

& Download Completion Report
Assigned Courses

ourse Name Course Category [v|

There are no Assigned Courses

Total Courses: 0 [ Hide Completed
Assigned Training Paths

You have no Assigned Training Paths

Total Training Paths: 0

https://eleapdemo.eleapdev.com/account/ | >

The Company Profile screen, illustrated below, is displayed. This screen consists of four tabs: Company
Profile (displayed by default), Billing, Receipts and API. Clicking the edit profile link, located in the
bottom left-hand corner of the screen allows you to modify the Company Info, Instructions, Theme,
Notification email, Language and Date format settings for your account. Clicking the Upload logo link
allows you to upload your company’s logo, which will be displayed within the upper left-hand corner of
the screen. This logo will also appear on the upper left-hand corner of your eCommerce catalog.
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A
e]é\a/lj HOME ~ COURSES USERS USERGROUPS  TRAININGPATHS ~ QUIZRESULTS ~FORUM  REPORTS  ECOMMERCE Parks, Paul

Home

Company Profile

COMPANY PROFILE BILLING RECEIPTS ﬂ

Add info about your organization. Edit this information from your Company Profile page.

ault theme Medium Taupe
i . help@eleapsoftware.com
English

MM-DD-YYYY

eleal

& uploadlogo ([ edit profile

Uploading your Company Logo

Clicking the upload logo link on the Company Profile screen allows you to incorporate your company
logo into the theme of your instance of the eLeaP application. As shown in the following illustration, the
Company Profile screen expands to include an Upload File portion of the screen.

P .
e@ HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS ECOMMERCE Parks, Paul v

Home

Company Profile

COMPANY PROFILE BILLING RECEIPTS ﬂ

sany Inf Add info about your organization. Edit this information from your Company Profile page. Test

=
%

Test

Medium Taupe
tif e help@eleapsoftware.com
" English

rm MM-DD-YYYY

e[eaP

& upload logo (# edit profile

. Browse... . . - .
Click Q to navigate to the location on your computer where your logo file is stored using the

File to Upload dialog, shown in the following illustration. Select the logo file and click .
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Catalog Page

Your eCommerce catalog page will display your logo and other customizations as shown in the
screenshot below.

MY ACCOUNT MY CART REGISTER ABOUT US CONTACT US HELP LOGIN

.
tel.anla COURSES

Select a Category

\V/ |
zl ‘\ : Microsof('\ o
N SharePoint

PowerPoint 2013 Excel 2013 SharePoint 1001

PowerPoint is the number one software for building Excel is the world's most popular spreadsheet This course is intended for anyone assigned to

and editing visual presentations. Microsoft's
business presentation application PowerPoint

$29.95

Outlook 2013

Outlook is the most popular email and scheduler.
It's one of those “expected to know” programs. As
well as manage email, it has the ability to also

$29.95

Ecommerce Courses

program. Millions of people use it to track, store,
arrange and calculate data.lt contains many features

$29.95

MS Excel 2010

Excel is the world’s most popular spreadsheet
program. Millions of people use it to track, store,
arrange and calculate data. Our Excel course is

$29.95

manage a SharePoint site. Information workers,
information worker support professionals, site

$29.95

Photoshop CS6

The premier photo editing and design software.
Photoshop allows you to do cool things to photos.
Creative professionals who want to improve their

$29.95

Selecting ECOMMERCE on the menu bar displays the eCommerce courses screen, as shown in the
following illustration. Each eCommerce course that you create is displayed here on an eCommerce
Courses list, with the Course’s Name, Total Sales, Status and Date Created details shown. The Status for
the Course indicates whether or not you have activated the course, whether or not eLeaP has activated
the course, and whether or not the course is ready to sell. You can filter the Courses displayed on this
screen, when it becomes necessary, by entering a Course Name in the Name field, and then clicking
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.You can also click the access course link within the Action column to access the eCommerce
Course details.

Please note that for a Course to appear in the list of eCommerce Courses it will first have to be enabled
from the Course Settings.

HOME COURSES USERS USER GROUPS TRAINING PATHS QUIZ RESULTS FORUM REPORTS m LMS, Team ¥

Home /' Ecommerce Courses

eCommerce courses

ECOMMERCE COURSES 'YOUR ECATALOG ‘COMPLETION REPORT PROMO CODES mm Help @
Name Y Filter

Your course will be available or listed on your website: https://saas.eleapdev.com/ec/

No. Name Order Total Sales Status Date Created Action
1. How to Sell Software-as-a-Service (SaaS): Why your current Saa$ Strategy Won't Work v $6,077.05 @ You have activated this Course 08-24-2008 5 access course
Tags: saas, software-as-a-service, software © eLeaP has activated this Course

© Course s ready to sell

2. New course L X 4 $0.00 @ You have activated this Course 01-12-2011 B access course
Tags: saas, saas, saas, saas @ eleaP has activated this Course

© Course s ready to sell

3. New course : DUPLICATE LR $0.00 @ You have activated this Course 05272015 B access course
Tags: software, software @ eleaP has activated this Course

@ Course is ready to sell

4. New course : DUPLICATE : DUPLICATE LR 4 $0.00 @ You have activated this Course 05-28-2015 % access course
Tags: singles, singles @ eleaP has activated this Course

© Course s ready to sel

5. New course : DUPLICATE : DUPLICATE : DUPLICATE LR 4 $0.00 @ You have activated this Course 05-28-2015 % access course
Tags: singles, singles @ eLeaP has activated this Course

© Course s ready to sell

eCommerce Course Details

Selecting the access course link for an eCommerce Course on the eCommerce Courses list displays the
ECOMMERCE COURSES tab/screen for that Course, as shown in the following illustration. This screen is
where you will configure an eCommerce Course’s settings. Use the steps below to successfully configure
an eCommerce Course.
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ECOMMERCEDETAIL = SALESREPORT  STUDENTUSERS = COMPLETIONREPORT  QUIZRESULTS ~ SCORMRESULTS  GRADING CENTER

Ecommerce

) 1 want to sell this course on my eLeaP e-catalog -
Your course will be avallable o listed on your website: https://saas eleapdev.com/ec/

Category

Use categories to describe your course (alphanumeric characters only, comma separated, e.g. 7, web, programming; use dashes 1o separate mulip in eg. Per

MT, MT
X gelete pioture & upload picture

Pricing Model
® Standard pricing
Mutt ioense pricing

DefauitPrice per fcense:
$ 0.01
Pricing options:
Eligible for Volume discount
Description

B 7 Uax|EZESBE|Ffomst -~ Fontsze v |S2wn|iZ =

Sample File
eLeaP recommends providing a course samle for display and marketing purposes. Sampies oan be in PDF forma.

& upload sample flle

Extend Your Reach

Yes, | want this course to be avallable for purchase on the el.eaP e-leaming catalog hitp://wviw.eleapcourses com (Recommended)
@ Yes, | am ready to sell this course

Within the Ecommerce portion of the screen:

1. Select or deselect the | want to sell this course on my eLeaP e-catalog check box, depending on
whether or not you want to offer the Course via your ECatalog.

Within the Category portion of the screen:

2. Use categories to describe your course (alphanumeric characters only, comma separated, e.g. IT,
web, programming; use dashes to separate multiple words in the same category, e.g. Personal-
development)

Within the Pricing Model portion of the screen:

3. Select Standard Pricing or Multi-license pricing.

a. Standard Pricing is for purchases by individual or single users (versus organizations that
need to buy multiple licenses for many users).

b. Multi-license Pricing is for purchases by organizations involving multiple licenses to be
distributed to multiple end users.

c. If you use the Standard pricing model, you can choose to activate the Eligible for
Volume discount option which means your eCommerce course can be purchased as
bundle with other courses and still a discount for being part of a bundled purchase. For
example if you have set up Volume Discount pricing for say 4 to 8 course enjoying a 10%
discount, then a user selecting 4 to 8 courses which have Eligible for volume discount
enabled will net the buyer a 10% discount at checkout.

4. If you select Multi-license pricing:

a. You have a choice of Tiered pricing which means as certain tiers are reached, the price

per user drops.
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b. You can alternatively select Volume pricing which means multi-license purchases simply
use a multiplication of number of licenses and price per licenses. There is not discount
for having a specific number of users.

c. You can also choose option of letting eLeaP handle re-orders based on the Sum of
previous order and new order total or the only new order total radio button as the
Calculate upgrade pricing using method. For example Acme purchases 50 licenses the
first time and come back to purchase an additional 50 licenses for a total of 100, do you
offer them a tiered pricing discount for 100 users or simply ignore the first order and
only give them tiered pricing discount for 50 users.

i. Enter the upper range value in the Upper Range field for the number of Users

‘ add price ’

and then click . The pricing will be added to the Pricing Structure.

Once pricing has been added, you can click the delete link to remove it.

Note: Since pricing is cumulative, deleting a single price level will void all other
price levels.

5. Use the [Description] box in the eCommerce details page to add marketing-specific description
(separate from course content description). You can even use the HTML tool to embed videos
from YouTube or Vimeo or other third party video hosting sites.

Within the Sample File portion of the screen:

6. Click the upload sample file link. eLeaP requires a course sample for display and marketing
purposes. Samples can be in PDF format. The screen expands to display an Upload File field.
. Browse... . . .
Click to navigate to the location on your computer where your sample file is

(0]
stored and, using the File to Upload dialog, click E to populate the Upload File

& Upload File
field, and then click P I to upload the File.

7. Select the Yes, | want this course to be available for purchase on the eLeaP e-learning catalog
http://www.eleapcourses.com (Recommended) check box and/or the Yes, | am ready to sell

this course check box, as appropriate to your circumstances.
8. Click the upload picture link to associate an image with the Course. The screen expands to

display an Upload File field. Click M to navigate to the location on your computer

where your sample file is stored and, using the File to Upload dialog, click to

& Upload File
populate the Upload File field, and then click P to upload the File.

9. Click E to save your changes to the system.
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Selling Training Paths

We have added the capability to sell entire Training Paths. What is a Training Path? A Training Path is a
collection of individual courses. Sort of like a curriculum of work or a module of training that
encompasses several different course disciplines.

Create Training Path

To create a Training Path, especially for eCommerce or selling, first go to your COURSES tab and make
sure you have pre-created your Training Path courses. See the regular Administrator tutorials or user
guide on how to create courses in eLeaP.

Once you have your courses, click on the [SETTINGS] tab within the courses screen and make sure the
course has been enabled and activated for eCommerce. Please note that you won’t be able to enable a
Training Path for eCommerce purchase until every course in that Training Path is eCommerce enabled
and active.

To create a Training Path, click on TRAINING PATHS tah and then click [© add new training path to add
your new Training Path. After submitted the form, click on the name of Training Path and then click
© add new courses to add your individual courses into the Training Path.

Activate Ecommerce for Training Path

Once you have your courses added to your Training Path, it is time to activate eCommerce for the
Training Path. To launch your Training Path for eCommerce, click the ECOMMERCE tab within the
Training Path submenu.

Home Training Paths

Compliance and Safety Quick Start Pack l
TRAINING PATH DETAILS ASSIGNED USERS ASSIGNED USER GROUPS COMPLETION REPORT ECOMMERCE
Compliance and Safety Quick Start Pack
10 pack Compliance and Safety Quick Start package to keep you legal. All these courses are created with useful videos, downloadable study guides and simple assessments to make sure what you learn sticks.
Check out this quick pack and stay compliant.
YES
NO
NO
LMS, Team
06-02-2015
Courses
© add new courses
No. Name Deadline Active Quiz Required Order
1. gens in Heavy Industry - o v Required ¥
2. Cell Phones In The A Dangerous Distraction (V] Not Present LR 2
3. Dealing with Drug and Alcohol Abuse for (V] Not Present » v
4. Housekeeping: Step Back for Safety ° Not Present 4_*'7_)

Here’s an illustration of how the screen looks when you click the [ECOMMERCE] tab above:
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Sell courses in this Training Path as a unit on https://saas.eleapdev.com/ec/

X delete picture & upload picture
L QY

Description
B 7 U #s|====] Format v Fontsize v | £ wm| IS i=

Buy our combo and stuff

Price:

$ 24.00
Listing Priority (Higher on top):

1

) Courses contained in this Training Path can’t be sold individually

Yes, | am ready to sell this training path as a bundle of courses

Your ECatalog

Selecting the YOUR ECATALOG tab on the eCommerce screen’s menu bar displays the Your eCatalog
screen, illustrated below. This screen allows you to add a description and information about your
business/organization. You can also add a company motto. Use the steps below to successfully configure
these elements of your eCatalog.
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ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS CUSTOM FIELDS

Edit the Help page of your catalog:

BIU|A- Y |lams

Edit i tion about your il ization below:

BIZU|A-&-|lams

[}

Add/edit your own motto.
Footer text (large):

We can help

Footer text (small):

Gartner: "More than two-thirds of all ISVs are selling SaaS-based
applications"

4

1. Add a short description of your business/organization within the Edit information about your
business/organization below: box. Use any of the functionality within the Content Editor to
format this information, if desired.

2. Add any help page information for customer service purposes within the Edit the Help page of
your catalog: box. Use any of the functionality within the Content Editor to format this
information, if desired.

3. Within the Add/edit your own motto portion of the screen, enter a Title and a Motto within
their respective fields to illustrate a powerful tag line of what your business/organization stands
for.

4. Click ﬁ to save your changes to the system.

Sales Report

Selecting the SALES REPORT tab on the Ecommerce screen displays the Sales Report screen, shown in
the following illustration. This screen shows the Course, No. of Licenses, No. of Sales and Total Amount
details associated with a Course’s sales. Filter what displays on this screen by entering From and To

Y Filter
dates, either entering the dates manually, or using the Calendar to select them, and clicking —‘
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Sales Report

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT ‘COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS CUSTOM FIELDS

From To Y Filter

il Training Path Sales Report & Export to Excel

No. Course No. of Licences No. of Sales Total Amount
1. How to Sell Software-as-a-Service (SaaS): Why your current SaaS Strategy Won't Work 122 85 $6,077.05
2. Dealing with Drug and Alcohol Abuse for Employees 5 2 $0.01
3.  Slips, Trips and Falls 4 1 $0.00
4. PPE: Your Last Layer Of Protection 4 1 $0.00
5. Preventing Fires During Hot Work Operations 4 1 $0.00
6. Orientation: New Employee Safety Orientation and Training 4 1 $0.00
7. Move It Safely: Avoiding Injury While Handling Materials 4 1 $0.00
8.  Lock and Tag: Lockout/Tagout 4 1 $0.00
9. Housekeeping: Step Back for Safety 4 1 $0.00
10.  Cell Phones In The Workplace: A Dangerous Distraction 4 1 $0.00
11.  Bloodborne Pathogens in Heavy Industry 4 1 $0.00
12. Checking pricing NA status 1 5 1 $0.00
13. Checking pricing NA status 2 5 1 $0.00

TOTAL 173 98 $6,077.06

Total Courses Sold: 13
< back to eCommerce

Training Path Sales Report

Click on the .l Training Path Sales Report to view your Training Path Sales report. You will see and be able

to download your sales reports for purchases of your Training Paths.

Viewing Course Details

Clicking on a Course Name on the Courses list displays the Course Details screen for that Course, as
shown in the following illustration. This screen displays the Portal, Organization, Full Name, Email,
Date, Number of Licenses and Amount details for each sale of that particular Course.

Home Dealing with Drug and Alcohol Abuse for ...

Dealing with Drug and Alcohol Abuse for Employees

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Name or Email From To

& Export to Excel

No. Portal Organization Full Name Email Date « No. of Licences Amount
1. Checking Status Jo, Flo jo@eleapuser.com 06-08-2015 1 $0.01
2. SeaHorse Smithy, Jordan sea@savedarfur.com 06-04-2015 4 $0.00
TOTAL $0.01
Total Sales: 2

< back to Previous Page

Exporting Sales Details

Click the Export to Excel link on the Sales Details screen to export Sales Details to a local drive on your
computer. As shown in the following illustration, you are presented with the option to either Open or
Save the Excel file.
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Student Users

Selecting the STUDENT USERS tab within the Ecommerce screen displays the Student Users screen,
illustrated below. This screen displays the Name, Email, Date Purchased and Date Assigned details for
each Student on the Student Users list who has purchased this particular Course.

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Name Y Filter

& Export to Excel

No. Name~ Email Date Purchased Date Assigned
1. Jon, Cena cena@eleapuser.com 06-07-2015 06-07-2015
2. Smithy, Jordan sea@savedarfur.com 06-04-2015 06-04-2015

Total Student Users: 2
< back to eCommerce

Viewing Student User Details

Selecting a Name on the Student Users list displays the Student User Details screen for that Student
User. In addition to the Student User’s First Name, Last Name and Email details, this screen shows you
the User Activity, Assigned Courses and Completed Quizzes associated with that Student User.

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Jon, Cena 1

First Name Cena

Last Name Jon

Email cena@eleapuser.com
User Activity

Last Login: 06-07-2015

Assigned Courses

No. Name Created by Status Deadline Quiz Quiz Finished Number of Lessons Date Assigned
1.  Bloodbome Pathogens in Heavy Industry Sales Training, SaaS none 06-07-2015 1 06-07-2015
2. Cell Phones In The Workplace: A Dangerous Distraction Sales Training, SaaS none NO Quiz - 1 06-07-2015
3. Dealing with Drug and Alcohol Abuse for Employees Sales Training, SaaS none NO Quiz - 1 06-07-2015
4. Housekeeping: Step Back for Safety Sales Training, SaaS none NO Quiz - 1 06-07-2015
5. Lock and Tag: Lockout/Tagout Sales Training, SaaS none NO Quiz - 1 06-07-2015
6. Move It Safely: Avoiding Injury While Handling Materials Sales Training, SaaS none NO Quiz - 1 06-07-2015
7. Orientation: New Employee Safety Orientation and Training Sales Training, SaaS none NO Quiz - 1 06-07-2015
8.  PPE: Your Last Layer Of Protection Sales Training, SaaS none NO Quiz B 1 06-07-2015
9.  Preventing Fires During Hot Work Operations Sales Training, SaaS none NO Quiz - 1 06-07-2015
10. Slips, Trips and Falls Sales Training, SaaS none NO Quiz - 1 06-07-2015

Completed Quizzes

No. Name Date Completed Time Limit Score Pﬂssg Q
)

1. gens in Heavy Industry 06-07-2015 0 min. AT

Exporting Student User Details

Selecting the Export to Excel link on the Student Users screen allows you to export all of this data to a
local drive on your computer. As shown in the following illustration, you are given the option to either
Open or Save the Excel file.
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Completion Report

Selecting the COMPLETION REPORT tab within the Ecommerce screen displays the Completion Report
screen, illustrated below. The completion for each course in your eCommerce report is listed. Click on
the name of each course to view the details of that course’s completions.

Home Ecommerce

Completion Report

ECOMMERCE COURSES 'YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS ‘CUSTOM FIELDS

No. Course v Users

FLSA: 5

and Fast Food Under the Fair Labor Act (FLSA)

Sales for CRM Staff - Level 1
Sales for CRM Staff - Level 2

Sales for CRM Staff - Level 3

L T I
© o = = o

Sales for CRM Staff - Level 4

Total Courses: 6

< back to eCommerce

Clicking on each course in the COMPLETION REPORT tab displays the detailed course completion
information as shown below.

Home Qe in Heavy Industry

Bloodborne Pathogens in Heavy Industry

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Summary Report:  Completed 100% (2 of 2) Quiz Summary Report: Passed 100% (2 of 2)

Name or Email

& Export to Excel

No. Name~ Organization Progress Quiz Quiz Completed Deadline
1. Jon, Cena [ completed ] [ Passed } 06-07-2015 none
2. Smithy, Jordan m 06-04-2015 none

Total Student Users: 2
< back to Completion Report
Clicking on the Course Completion Report Name displays the Completion Report Details screen, listing

each of the Course’s registered Students, including the Name, Organization, Progress, Quiz, Quiz
Completed and Deadline details for that Student.

Exporting Completion Reports
Clicking the Export to Excel link on the Completion Report Details screen allows you to export this

information to a local drive on your computer. As shown in the following illustration, you are presented
with the option to either Open the file or Save it.
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& C | 3 nitps/saas.eleapdev.com/ecommerce g o=

& Save |Complstion Report (11) I a8 °
te la nia . e w LMS, Team +

Home / Ecommerce / Bloodborne Pathogens in Heavy In¢ sBJm o - @ Downloads B Q search
Bloodborne Pathogens in = LI Date Moded v
53 Dropbox Sales for CRM Staff...el 1 - Quiz Results.xis  Today, 5:17 PM
» . ~) Completion Report (10).xis Today, 5:12 PM
| e % vi7n23 EEO policy (1).doc Today, 2:41 PM
ECOMMERCEDETAIL | SALESREPORT | STUDEN] ,A; Applications B Sample with Animations.pptx Today, 1:52 PM
| 9 Desktop 7 vi7n23 EEO policy.doc Today, 10:08 AM E
9 Sales Report - Deali...yees - 06-08-2015.xls Yesterday, 11:15 PM
Summary Report_Compeiec 1607 £<1%) [ Documents ¥ cimiewes_vod.zip Yesterday, 10:54 PM 4
© Downloads "] RFP Learning Manag...t Systems (final).xisx  Yesterday, 4:45 PM
£ Google Drive DW =/ ScrumReferenceCard.pdf Yesterday, 3:23 PM
Name or Email & ScrumMaster_Checklist_12_unbranded.pdf Yesterday, 2:36 PM
[ Google Drive " sherlock-holmes-462957_1280.jpg Yesterday, 12:04 PM
E Creative Cloud Files 7 vi7n22 background checks (1).doc Yesterday, 11:58 AM

"] Sales Report - For Sale TP - 06-08-2015.xis  Yesterday, 8:26 AM

4.¥ Testing Camtasia =
Sales Report - FDR f...ing - 06-08-2015.xls Yesterday, 7:57 AM

No. Name~ Orgar (] DATA 7 Training Path Compl...Quick Start Pack.xls Yesterday, 12:36 AM £ Completed
1. Jon, Gena £ LD Files ™) Completion Report (9).xis Jun 7, 2015, 11:59 PM b or-2015 none
i 7 Client-Design-Intake_vi-WAS Jun 7, 2015, 4:39 PM
2. Smithy, Jordan [Stock Images ) 87Innovation3.docx Jun 7, 2015, 3:14 PM 6-04-2015 none
pevices 7 86Innovation2.docx Jun7,2015, 3:14 PM
Total Student Users: 2. FeEo B 7 8sinnovation.docx Jun 7, 2015, 3:13 PM
84PMforLPsCharter.docx Jun 6, 2015, 11:04 AM < back to Completion Report
BOOTCAMP % 82ScientificMethod.docx Jun 6, 2015, 11:04 AM
& % 83ScientificMethod2.docx Jun 6, 2015, 11:04 AM I
Powered by =
Copyright 2005 - 2015 Telania, LLC. Alrights reserved I YouSendit Jun 6, 2015, 10:55 AM
CLEaP irasmoreet vt reresscions romonedy o8| 8 brno - — s o
telania-pc ¥ clmibpap_vod.zip Jun 5, 2015, 4:36 PM a
www-eleapsoftware-..._SearchAnalytics.csv  Jun 5, 2015, 4:35 PM
Tegs o YES651- What Not t...ssion- 06102015.html  Jun 5, 2015, 11:40 AM
© eLeaP | Client-Design-Intake_v1.docx Jun 5, 2015, 9:43 AM
Hide extension  New Folder | Cancel | Save 9 Q

Quiz Results Report
Click the [QUIZ RESULTS] to see details of quiz scores of your student users.

You can click on individual student’s names to get details of their quiz scores:

ECOMMERCE DETAIL SALES REPORT STUDENT USERS COMPLETION REPORT QUIZ RESULTS SCORM RESULTS GRADING CENTER

Jon, Cena
Time Limit 0.00 minutes PASSED
No. of Question(s) 1
Minimum score to pass 1.00
The score 1
Quiz started on 06-07-2015 23:55

Questions and Answers

[+]

9-2

Your answer is Correct

Correct Answer Your Answer Option
A o v 7
B. 8
c. 9
Score: 1.00
Feedback:
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Additional tabs in the Student Completion Report area include [SCORM RESULTS] and [GRADING
CENTER]. The [SCORM RESULTS] displays any results form SCORM created e-learning courses while the
[GRADING CENTER] enables you to manually grade quiz questions which require manual oversight and
grading.

Referrers

Selecting the REFERRERS tab on the Ecommerce screen displays the Referrers screen, as shown in the
following illustration. This screen displays a list of individuals or companies that have been referred as
potential customers of the eLeaP system on a Referrers list, and shows the Name, Email, Commission,
KEY and Date Created details for each Referrer on the list.

Home / Ecommerce

Referrers

ECOMMERCE COURSES ~ YOURECATALOG  SALESREPORT ~ COMPLETION REPORT  REFERRERS PROMOCODES  DISCOUNTS = CUSTOM FIELDS

© add new referrer .l referrers performance

No. Name~ Email Commission KEY Date Created Active

0.00 % ! o
0.00% 08
30.00 % ferbH7oNJkdX1P1bW1ZE

15.00 % gddritjOkrweegozadk 04

1
2,
3.
a,
5. 15.00 % XZG1er5DIQTYSFV7HIB 10-2¢
6. 15.00 % 72bRg013rGo4SKMO5ssi 10-2¢
7 30.00 % DU2adVzttozAppSHEK2 05-17
8. 15.00 % UKTP3bPPd167bKe2yNPV 12-17
9.

30.00 % 6fnd3gvw2ava2ms7yv61 01-16

O 0000300 Oq

10. 50.00 % 2x10rg6bhvimmdnno7z2 08-11

Total Referrers: 10

Adding a Referrer

Selecting the add new referrer link on the Referrers screen displays the Add Referrer screen, as shown
in the following illustration. Follow the steps below to successfully add a Referrer to the system. Please
note that the Key is a system-generated value.
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ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS

KEY

jabypys56lbbddznc2u3

First Name *

Samuel

Last Name *

Email *

Phone *

Fax

Address

City

Adams

sam@captureleave.com

8776247226

State/Region

ZipCode

Country

Web (including http://)

Commission(%) *

15

This Referrer will immediately be sent their login information via email.
Please make sure they have whiteli i com

W N A WN R

N
N P O

13.

Enter a First Name for the new Referrer in the First Name field.
Enter a Last Name for the new Referrer in the Last Name field.
Enter an Email Address for the new Referrer in the Email field.
Enter a Phone Number for the new Referrer in the Phone field.
Enter a Fax Number for the new Referrer in the Fax field.

Enter a Street Address for the new Referrer in the Address field.
Enter a City Location for the new Referrer in the City field.

CUSTOM FIELDS

Enter a State/Region location for the new Referrer in the State/Region field.

Enter a Zip or Postal Code for the new Referrer in the ZipCode field.

. Enter a Country Location for the new Referrer in the Country field.

. Enter a Web URL for the new Referrer in the Web (including http://) field.
. Enter a Commission Percentage for the new Referrer in the Commission (%) field. You are
required to add a value within this field; it cannot be left set at 0.

Click W to create the new Referrer.

Referrers’ Performance

Selecting the Referrers performance link il referrers performance from within the Referrers tab in

Ecommerce screen displays the list of Referrers. Click on the name of a referrer to see Referrers’

Performance screen, as shown in the illustration below. Each line on the Referrers list displays the

Name, Email, Commission, Total Amount and Ref.Com details for that Referrer.
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Referrers' Performance

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT

Y Filter

Name

No. Name v Email

1. Adams, Samuel

Total Referrers: 1

sam@captureleave.com

REFERRERS

PROMO CODES

DISCOUNTS

CUSTOM FIELDS

Commission Total Amount

15.00 %

& Export to Excel
Ref.Com.

$0.80 $0.12

Clicking a Referrer’s Name allows you to view that Referrer’s Detail information, as shown in the

following illustration.

Samuel Adams's Performance

ECOMMERCE COURSES 'YOUR ECATALOG SALES REPORT COMPLETION REPORT

Course ' - all courses -

No. Course
1 How to Sell Software-as-a-Service (SaaS): Why your current Saa$ Strategy Won't Work

2 How to Sell Software-as-a-Service (SaaS): Why your current Saa$ Strategy Won't Work

REFERRERS

Order Date «
11-15-2013

11-15-2013

PROMO CODES

Organization
Course Portal

Course Portal

DISCOUNTS

Full Name
Ecom Test User, Don

Ecom Test User, Don

CUSTOM FIELDS

Client's Email
ecomuser2@eleapsoftware.com

ecomuser2@eleapsoftware.com

& Export to Excel

Amount Comm. Ref.Cut
$0.80 15.00 % $0.12
$0.00 15.00 % $0.00

Total Referrers: 2 < back to Referrers' Performance

Exporting Referrer Performance

Selecting the Export to Excel link on the Referrers’ Performance screen allows you to export this
information to a local drive on your computer.

Promotional Codes

Selecting the PROMO CODES tab within the ECOMMERCE group of tabs displays the Promotional Codes
screen, illustrated below. Each Promotional Code on the Promotional Codes list displays the
Promotional Code, Discount, Quantity, Expiration Date, Insert Date and Active/Inactive status details

for that Promotional Code.

Promotional Codes

ECOMMERCE COURSES =~ YOURECATALOG  SALESREPORT = COMPLETIONRREPORT  REFERRERS = PROMOCODES = DISCOUNTS  CUSTOM FIELDS
© add new code
No. Promotional Code Discount Quantity Expiration Date Insert Date Active
1. Half off 50.00 % off price 01-30-2011 03-11-2015 ) @ edit
2. ungu 99.00 % off price 05-27-2011 03-11-2015 V) @ edit
3. new 99.00 % off price (175 11-29-2013 03-11-2015 © @ edit
a. dwi73 100.00 % off price @75 05-30-2014 03-11-2015 ) @ edit
5. TP50 50.00 % off price (0/26) 06-30-2015 06-05-2015 ) @ edit

% delete selected codes

Total Codes: 5
< back to eCommerce
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Adding a Promotional Code

Selecting the add new code © add new code |ink on the Promotional Codes screen displays the Add
New Promotional Code screen, as shown in the following illustration. Use the steps below to
successfully add a Promotional Code to the system.

Promotional Codes

ECOMMERCE COURSES 'YOUR ECATALOG SALES REPORT ‘COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS CUSTOM FIELDS

Add New Promotional Code

Promotional Code

Value of Discount

% off standard price
Quantity

leave empty for unlimited

Expiration Date

save promotional code [RFEUEEI

© add new code

No. Promotional Code Discount Quantity Expiration Date Insert Date Active
1. Half Off 50.00 % off price 01-30-2011 03-11-2015 o (& edit
£ R bungu 99.00 % off price 05-27-2011 03-11-2015 (V] [ edit

3. new 99.00 % off price (1/5) 11-29-2013 03-11-2015 V] gi)

Enter a name for the new Promotional Code in the Promotional Code field.

2. Enter a percentage value within the Value of Discount field to indicate the percentage off the
standard price that the discount promises.

3. Enter a quantity amount within the Quantity field, if applicable, and leave this field empty if the
guantity is unlimited.

4. Enter an Expiration Date within the Expiration Date field, either by entering that date manually
or by using the Calendar icon to display the Calendar for selecting the date.

. |
5. Click to save the new Promotional Code to the system.

Editing a Promotional Code

Clicking the edit link for a line on the Promotional Code list displays the Edit Promotional Code screen, as
shown in the illustration below. Simply make any modifications to the Promotional Code, Discount
Type, Value of Discount, Quantity and/or Expiration Date settings for the Promotional Code, and then

. save promotional code
click to save your changes to the system.
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Promotional Codes

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS CUSTOM FIELDS

Edit Promotional Code

Promotional Code P50

Value of Discount 50.00
9% off standard price
Quantity 26

leave empty for unlimited

Expiration Date

save promotional code % cancel

06-30-2015
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Deleting a Promotional Code

Selecting the check box for a Promotional Code on the Promotional Codes list and clicking the delete
selected codes link, as shown in the following illustration, will remove a Promotional Code from the
system.

Promotional Codes

ECOMMERCE COURSES 'YOUR ECATALOG SALES REPORT ‘COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS CUSTOM FIELDS

© add new code

No. Promotional Code Discount Quantity Expiration Date Insert Date Active

1. [ Haffoff / 50.00 % off price 01-30-2011 03-11-2015 ° @ edit

2. pungu 99.00 % off price 05-27-2011 03-11-2015 ° @ edit

3. new 99.00 % off price QE) 11-29-2013 03-11-2015 ° @ edit

4. dw173 100.00 % off price @75 05-30-2014 03-11-2015 ° & edit

5. [ IP50 50.00 % off price (0/26) 06-30-2015 06-05-2015 ° @ edit
» X delete selected codes <

Total Codes: 5
< back to eCommerce

As shown in the following illustration, the system displays a warning message before proceeding with

the deletion, to ensure that is your intention. Click to proceed with the deletion or click
Cancel .
to cancel the deletion process.

0 Are you sure you want to delete the selected Promotional Codes?

Cancel

DISCOUNTS

elLeaP not only enables you to sell courses in bundles, but to also be able to give buyers discounts for
buying specific bundles or number of course packages. For example if you wanted to give buyers 20% off
for buying 5 courses and perhaps 10% off if they purchase 3 courses, you will use the Discounts feature
to set this all up. Here’s how:

Click on the DISCOUNTS tah. Then use the Volume Discounts feature to enter the various levels for
calculating discounts:
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Volume Discount Levels:

11 and = 9999999 the discount is

35 % add discount

For a number of unigue courses between
For example to set up eLeaP to grant the kind of discounts we mentioned earlier on, see the screen shot

of how to do this:

Volume Discount Levels:

11 and = 9999998  the discount is

3B | % add discount

For a number of unique courses between

Course limits Discount
1 1-3 10%
2 4-5 20%
35%

Attention! Since discounting is cumulative, deleting a single discount level will void all other discount levels.
Please note that once set, you will need to enable any eCommerce course you wish to be enable volume
discounts for. This can be done from the Course eCommerce settings page. Also note that because the

Volume Discount levels are cumulative, deleting a single level will void all other discount levels.

See how to activate the volume discount eligibility tool in your eCommerce course

Pricing Model
© Standard pricing
Multi license pricing
Default Price per license:

$ 0.01

Pricing options:

| Eligible for Volume discount _

Description

Format v Fontsize v | £2wm | iZ i=

Sample File

elLeaP recommends providing a course sample for display and marketing purposes. Samples can be in PDF format.

Copyright © 2015 Telania, LLC. Page |28



eleaP eCommerce Administrator’s Manual

Custom Fields

eleaP provides a basic set of ecommerce registration fields for new buyers of your products. These
fields include First Name, Last Name, Email and Password. Of course we recognize that there might be
the need for you to ask for more information for marketing or compliance purposes. To add these
additional fields to your registration form, click the CUSTOM FIELDS tab.

You can then add custom fields for your eCommerce account. For example, if | needed user’s Job Titles, |
would add this in a custom field this:

Custom Register Fields

ECOMMERCE COURSES YOUR ECATALOG SALES REPORT COMPLETION REPORT REFERRERS PROMO CODES DISCOUNTS CUSTOM FIELDS

Add New Field

Field Name*

Job Title
Type Text v
Required
Place it at the end v

m ¥ caneel

Register Custom Fields

© add new field

There are no custom fields yet.Click on the ‘add new field' link.

Once added, these custom fields become instantly available on your eCommerce catalog:

Login / Register Payment
Create a Free User Account Login
By creating an eLeaP user account, you can purchase and If you already have an account log in to buy great courses.

access online courses from the eLeaP System.

If you are an individual user and you have forgotten your password, you can go to
https://courseportal.2leap.com and click the "l can't access my account” link to reset the password.

If you have a company account and have forgotten the password, you can go to your unique portal
(https://[companyname].2leap.com) and click the "I can't access my account" link to reset the
password.

at least 8 mixed characters

By submitting this form, | certify that | have read and
agree to the eLeaP™ User Agreement & Terms of Use
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You can add as many custom fields as you like.

Support/Help Center and eLeaP™ Knowledgebase

eLeaP™ has an incredibly helpful online support center. To access support and help 24 hours a day, go to

http://support.eleapsoftware.com.

At the Support Center, you can:

* Access our eLeaP Knowledgebase: This is a specialized library of articles and reports and
powerful how-to tips on how to maximize your eLeaP learning and training system.

* Submit-a-Ticket: Do you have a particular question or need help with a feature in eLeaP? Submit
a ticket to our helpful staff and you will receive answers. This is an incredibly useful feature. We
encourage you to make good use of it.

* Downloads: If you need special reports, White Papers or even user guides or manuals, access
our Downloads section to get this material.

* Troubleshooter: Step-by-step tour to find help for your problems.

* News: Visit our news section to learn about latest happenings in eLeaP and our parent company
Telania, LLC. You can also access our blog at www.eleapsoftware.com/blog to learn more about

the world of eLeaP™.
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