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GET STARTED1.



i.

Your organisation's Networks module,  which is  accessible as a main menu item of the
Eaco Control  Centre's navigation bar,  contains a section dedicated to establ ishing
and managing Learning Courses ( i ) .
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2. LEARNING COURSES
REGISTER



i.

Upon cl icking on the Compliance Sett ings option from within the Networks Module of your
Eaco Control  Centre,  your Compliance Status Register main page ( i )  wi l l  appear.
 
i i :  the Status of an establ ished Learning Course wil l  be displayed in this column to indicted
whether a Learning Course is  open for completion (Active)  or not open ( inactive) .

ii.
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3. ESTABLISH A NEW
LEARNING COURSE



i :  c l ick + New Course to open the Create Course wizard.
 
 

i.



i.

ii.

iii.

i :  complete this f ield in order to name the Learning Course to be created.
i i .  complete this f ield to provide a description on the objective of the Learning Course.
i i i .  c l ick Create Course to save these sett ings (a notif icat ion wil l  appear,  highl ighted in
green to confirm the Course has been successful ly created -  see next screenshot on
fol lowing page).  Proceed to the next stage of the Course wizard.
 



i.

ii. iii.

iv. v.

vi.

vii.



i :  Upon init ial  creation of a Learning Course,  you wil l  be prompted to supply addit ional  material  and/or instruction as
necessary.  To attach materials appl icable to the Learning Course being establ ished, use this button to upload attachments.
 
i i .  The Status f ield enables you to control  when the Learning Course is  either Active for completion or Inactive to disable
access to complete it .
 
i i i .  This f ield relates to sett ing the Learning Course to report or withhold incorrect answers on submission. Select Yes to
enable the reporting of incorrect answers on submission,  otherwise select No. If  Yes,  when a user attempts the exam
and fails,  a tick will  be placed next to each question they answered correctly and a cross next to each question they
answered incorrectly.
 
iv .  I f  you wish to set access to the Learning Course for a specif ic  Supplier Network,  use the drop down menu here to select
from your l ist  of  Supplier Networks,  otherwise leave this f ield blank.
 
v .  To set the Learning Course for a specif ic  Compliance Type,  use the drop down menu here to select from your l ist  of
Compliance Types,  otherwise leave this f ield blank.
 

> I f  a Compliance Type is  specif ied,  Suppliers who require that Compliance Type wil l  have access to the course.  This is
based on the Compliance Rules for the networks that Suppliers are profi led on. Upon completion of the course,  the
user wi l l  receive a Cert if icate of Compliance.

 
> I f  left  blank ( i .e.  a Compliance Type is  not specif ied) ,  the user wi l l  receive a Cert if icate of Completion.

 
vi .  Cl ick here to Save the Learning Course sett ings.  Upon cl icking Save,  a new f ield wi l l  appear,  t i t led "Expires after"  to
prompt you to set an expiry date for the course.  This f ield wi l l  only appear i f  you specif ied a Compliance Type for the
course and it  is  to represent the period of t ime the course remains val id.  Consequently,  this period of t ime is the maximum
period a Supplier can be deemed compliant (e.g.  a course expir ing after 12 months means that a Supplier wi l l  need to
complete the course again in order to remain compliant) .
 
Once you have completed applying the init ial  sett ing for the creation of your Learning Course,  move on to the Questions
section (vii )  of  the Learning Course creation (second item in the left  hand menu).
 

 
Note: I f  Network (iv.)  and Compliance Type (v.)  are both specif ied,  the course wil l  be accessible by:
 

> Al l  users of Suppliers on the selected network,  AND
> Al l  users of Suppliers whose profi les require them to have a compliance of the selected type for them to be deemed
compliant on one or more networks.



i :  The Questions section of the Learning Course set up enables you to create Questions and applicable Answers.  An
unlimited number of course questions can be added.
i i .  Use this f ield to type your Question -  course questions are mult iple choice in format.
i i i .  Complete this f i led by entering answer options for mult iple choice question -  questions can require single or mult iple
answers.  Each answer should be specif ied on a new l ine,  and each correct answer should be preceded by an asterisk * (see
screenshot on fol lowing page for an example).
iv .  Cl ick Add Question to add another Question and repeat Steps i i  and i i i  -  repeat this step as often as necessary unti l  al l
course questions and answers are added.
v .  Cl ick here to Save the Learning Course question and answer sett ings.

i. ii.

iv.
v.

iii.



Learning Course Set Up - Examples of Questions and Answers
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4. PREVIEWING A
LEARNING COURSE



ii.

i .  To preview the Learning Course,  c l ick on the Preview option in the menu to the left  of  screen.
 
i i .  Check boxes wil l  appear under Questions that have more than one correct answer ( i .e.  more than one correct
answer can be selected).
 
i i i .  Radio buttons wil l  appear under Questions where there is  only one correct answer.
:
 

 

i.

iii.
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5. COMPLETING A
LEARNING COURSE



i :  A Learning Course can be accessed by those authorised to complete it  v ia the Eaco Mobile
portal  -  v is it  https://m.eaco.me.
 
i i .  The authorised User should enter their  Eaco login Username in this f ield.
 
i i i .  The authorised User should enter their  Eaco login Password in this f ield.
 
iv .  The authorised User should cl ick here to Login.
 

i.

ii.

iii.

iv .



i.

ii.

i :  Once logged in to Eaco Mobile,  a User can look within the Menu for access to Learning
Courses -  v is it  https://m.eaco.me.
 
i i .  Cl ick Learning Courses from within the Menu, this wi l l  take you to the Eaco Learning main
page. Al l  Learning Courses that the User is  registered to complete,  wi l l  appear l isted in this
section.
 



i.
ii.

i :  Below wil l  l ist  al l  Learning Courses the User is  registered to complete.  I f  the l ist  is  blank,
this means the User has not been registered to complete any Learning Courses.
 
i i .  To complete a Learning Course cl ick on the name from within the l ist  of  courses showing.
This wi l l  direct the User to start  the course.
 



i.

ii.

i :  This is  the name of the course to be completed.
 
i i .  This is  a description of the course to be completed.
 
i i i .  To commence completion of the course,  c l ick Take Exam.

iii.



i.

Upon cl icking Take Exam, the User wi l l  be directed to answer the Course Questions.  Questions 
 
Check boxes wil l  appear under Questions that have more than one correct answer (as per Q1 in this screenshot) .  Radio
buttons wil l  appear under Questions where there is  only one correct answer (as per Qs 2,  3 and 4) .
 
Cl ick Submit Answers ( i . )  in order to confirm completion of the Learning Course.  In the event that al l  questions have
not been correctly answered, the User wi l l  be prompted to try again (see screenshot on fol lowing page. Upon
successful  completion,  the User a confirmation message wil l  appear fol lowing submission of the correct answers (see
screenshot on Page 24 of this Guide).



i.

i .  In the event that al l  questions have not been correctly answered, this message wil l  appear to
prompt the User try again.



i .  In the event that al l  questions have been correctly answered, this message wil l  appear to
confirm the User has successful ly completed the Learning Course.  Successful  completion of a
Learning Course for purposes of a Supplier meeting compliance requirements,  wi l l  be registered
as Verif ied (refer to the Eaco Supplier Management Compliance Guide,  pages 10 and 11).
 
i i .  Upon successful  completion of the Learning Course,  the User is  able to download a
Certif icate to retain as proof of completion/compliance.

i.
ii.


