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1 Foreword

1.1 Loggingin
Before you can start using Develop Yourself as an Archipel supplier, you will receive a

login code at the e-mail address given by your organisation.
You can then start the process at https://www.manageyourservices.nl.
Tip: save this URL in your web browser’s favourites!

The following login screen appears. Log in using the e-mail address and password.
Login to the system

& | Login name

& | Password

Forgot password?

Welcome to the Learning Portal of your company. You can use it to Search for and
Register on learning activities. Please note that Seminars and Conferences are not
considered as a portal learning activity.

If you don't know your password, you can request a new password via the link in the
right upper comer. A new password will be sent to your business email address. For
questions and remarks, please contact the Learning Desk / Academy of your
company. Or send an email to the Servicedesk at Archipel, info@archipel academy.

1.2 General

After logging in, the following screen appears

LANGUAGE | AFDELING INFORMATIEMANAGEMENT | CONTACT | LOGOUT

REGISTRATION ~ SUPPLIER ~

Your preferred language is set to Dutch. If you want, you can change it to English by
putting the cursor on TAAL (= language).

LANGUAGE | FEBE VAN INGEM | CONTACT | LOGOUT I

Note: French and German are not yet active on the Develop Yourself Portal.
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The name that appears in the screenshot below concerns the personal details entered
with the e-mail address that is used to log in.

LANGUAGE | FEBE VAN INGEMJ| CONTACT | LOGOUT I

When you click on CONTACT, you can opt for three different actions:

LANGUAGE | FEBE VAN INGEN J CONTACT | LOGOUT I

e Complete the ‘call me' form -> we will call you back
e Make telephone contact by calling the number shown
e Complete the e-mail form -> we will contact you

Name Telephone: +31 418 68 8674
Open during office hours from 8:30 -
Telephone 17:00 hours

Date

Time

=]

Send

Email

Name

Telephone

Message

1.3 Using online management
In portal management, under the ‘Supplier’ tab, you will find:

e FAQ
e Company characteristics
e Products

Product resources

e Product groups

e FEvents
e Reports (Information provision for the supplier)
e Settings
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2 Settings

It is recommended to start with the settings. These are details you often only have to
enter once and they hardly ever need changing.

2.1 Parameters
Click on Settings - Parameters and the screen below appears.

Nederlands

Taal
E-mail naar leverancier bij inschrijving door deelnemer

[ Melding bij nisuwe inschriving nog zonder autorisatie
[ Mekiing £ fkeur inschrjving

[ Mekding by vooricpige afkeur inschriving

[ Inkaopmails enderdrnukizn
B Verstuur dagelijkse notificatie met nieuwe afgeronde inschrivingen

Vraag die aan de deelnemer gesteld wordt tijdens het inschrijven

[J'faap standaard tonen tidens inschriven

Producten en uitvoeringen onderhoud
[ Docentzn op reostemregeinvasy weameven

Aantal dagen na het verstrijken van de einddatum dat de status van inschrijvingen automatisch naar afgerond of te
evalueren gezet mag worden

Auomatisch sfronden actief *_

Aantal dagen na einddatum

4

2.1.1 Language
The default language is Dutch. You then enter the requested information. If you only offer

Dutch-language products, you don't have to do anything. Don't forget to click on the red
‘Save' button!

However, if you also offer English-language products, select English in the ‘Language’
field drop-down menu and repeat the above step. The language of the field names
continues to be shown based on your standard language setting (see 1.2 General). You
can switch very fast, for that matter, if you prefer.

2.1.2 Daily notification with new subscriptions completed
If you do not want to receive daily reminders that an enrolment has been completed, you

can uncheck the check box 'Send daily notification with new completed enrolments'. We
advise you not to do this, as this way you will be informed when a participant has
completed the product so that this can be entered in 'Training results'. This is further
explained in section 4.4 'Enter Training Results'.

2.1.3 Product and event maintenance

When you want to ‘Show trainers per schedule line’, you can tick the checkbox. However,
we advise against this in the case of online product and event maintenance. This requires
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additional maintenance. You also have to be aware of the GDPR legislation and your
agreements about this with your trainers.

2.1.4 Registration complete and ready for evaluation
If you do not want to complete every registration manually, tick the ‘Automatically finish

active’ checkbox. You can also indicate the number of days after the final fulfiiment day
when this step must be completed. The default value is O, but it should be changed to 4.
The course participant will then receive an evaluation request from the customer portal
on the final training day.

2.2 Countries
Click on 'Settings - Countries' and the screen below appears.

REGISTRATION ~ SUPPLIER ~

Search

Drag a column header here to grou Fleld
# Name

Austria
Belarus

Belgium

Bosnig and Herzegovina
Brazil

Canada

China

Czech Republic
Denmark
Finland

France
‘Germany
Ghana

Hong Kong
Hungary

India

Ireland

Isragl

Ttaly

Kenia

5 o 1

Page 1 of 2 (37 items) | < | [1] 2

Save

Currently, the list contains 37 items. Tick the countries where the training will be held.
Instead of navigating through pages, you can also find a country by typing in the
preferred country in the search field. Don't forget to click on ‘Save’ after selecting one or
more countries.
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3 Company characteristics

The next step is to enter company details. This again is a once-only step, unless changes
occur (following the relocation of a company for instance, or a change to a telephone
number, etc))

3.1 General

If you are a supplier and you can log into the Develop Yourself Portal, we have created the
role of supplier for you in the portal. We will enter the details held on our records. We ask
you to check them and supplement them, if necessary. Click on ‘Edit' to start the process.

™ a SCHOUTEN & NELISSEN

Leweranciersnaam - Schoutsn & Melissen Saraat: ‘Wsn Heemstraweg Wiest §
Fosicode 5301 PA Flaats : Zalthommel

Land : Mededand Wighsie hittp:wean.sn.n!

E-mal sigemasn infof@sn.nl Telefoon slgemeen : +31{0)413 BE8656

E-mail inschrijving : specialsccount@sn.nl i Telefoon inschrijving : +31(0)418 523555

E-mail presentie'certificering - —

Vige

Uhw talent staat centraal

Wi zetten uw persoonlijke ambite en talenien centraal. Dok 3's u 22 nog nigt of orvoldoende beseft dat u dis hesft. Deze positieve invalshoek gesft u resr power om v doglen te realisersn.
Diazrom stemmen we de traming altjd op u perscenlijk af Zo bent u werzekerd van een resultsat op mast.

U leert continu, dus beter

Wi kennen geen rainngen meer die vitslutend klsssikaal zijn. U lesnimmers het besie door continu t2 werken aan uw leerdoslen. Dazsrom krijgt u op verschillends momenten en in verschillends
vormen inzichten en opdrachten aangensikt.

Ul past direct toe in uw eigen praktijk

U lzen hat bests op de plek waar u het pelzerde wilt toepassen. Lhw eigen werkomgeving. Onze traingrs |aten u daarom veel osfenen in de prakzijk. Een prakzijk die zi kennen, omdat u erover vertzht
in hat doglstellend gesprek. En omdat we wooraf vaak werken met 330 graden feadback van bivoorbeeld collegs's en leidinggevendsn

Wij werken met de beste trainers

Wz zetien trainers in die cnze visie begricen en voorop lepen in hun vak Met hun persoonlijkheid weten zi] individuen en groepen verder 2 brengen. Zif hebben toegang 1ot de nisuwste kennis,
imerventies en inzichizn,

Het effect is bawezen

Cinze sanpak bawist zich ieders keer weer. Dat bljkt vt de evsluaties van de deshemers. En het bijka it onafhankeljk onderzoek van de Universiei Uirecht Collegs's en leidinggevendsn geven
=3n dat 22 ook na verloop van tjd bijwend efect zien wan de raining die menssn bij ons volgen.

Wizigen

The requested information is self-explanatory. Fields we would like to see
completed:

e E-mail general

e E-mail registration (the address where the purchase order will be e-mailed to)

e E-mail attendance/certification (the address where notifications of completed registrations
will be e-mailed to)

e Logo (preferably png extension of approximately 600 px)

e Vision

Do not forget to click to save after making a change.
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BEHEERDER ~ LEVERAMNCIER ~ PLANMNING ~ SYSTEMADMIN ~

Hzm: Schouten B Melissen
Birzat:
Van Hesmstraweg West

Huisnummer : 5
Huisnummer toevosging :
Pestoade: 5301 PA ==t Zaitbommal
Land : Mederand |E| Wetsie: httpz/{weersr.sn.nl
E-mail : Telzfoo SITEEn -

Slgemesn info@sn.nl =ifoen 2ig=meen +31(0)416 688656
E-mail inschrijving : Telefoon inschrijving :

specialaccounz@sn.nl +31{0)41E £EBESS

E-mall presentiecenificerng Logo -

o]

e

U talent stast centraal

Wij zetien uw persoonlijke ambitie an tslenten centraal. Gok als u zel nog niet
of orvaldoende beseft dal u die heeft. Deze positieve mvalshoes gesli u meer
pawer om uw doelen le realiseren. Daarom stemmen we de (raining 20%d op u
persaonijk af. Zo bant u verzekerd van een resulisat ap maat

Misie

U lgart confinu, dus bater

Wij kenimen gesn irainingen mesr die vitslilend dassiaal zjn. U leert mmers
hel beste door conling be werken aan ww leerdosten. Daanom khjgh v op
werschillende momenten en in verschilends vomen inzichien en cpdrchien

aangereikl
U past direct toe In uw slgen praktipk —
S —
U leert et besie op de plek wase u et geleerde wilt toepassen. Uw sigen -
. = L " i g e

Onbwerp HTML Woorbesid

Opslaan nnulgren

3.2 Billing address
When you click on ‘Company characteristics — Billing address’, the following page
appears. Mandatory fields:

e Company name

e Invoicing per

e E-malil

e Address (preferably a PO box)
e VAT number

e KVKnumber
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Billing information

Comgany narms

Atin

First name

Last name

Inwcicing per

Emnail

Telephons

Address

Cuntry

WAT numbsr

Schouten & Melissen

Crediteurenzdministratie

& Emai ) Post

crediteurenbeheergsn,nl

0213 688 44

Pastbus 266

5300 AG

Zaltbommel

The Netherkands |v|

O Cornpany has no valid WAT number

Complete the other fields if so desired. Click on the red ‘Save’ button.
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3.3 Contacts
When you click on ‘Company characteristics - Contacts’, the following screen appears.

Add contact person

Drag a column header here to group by that column

# ‘ Name ‘ T'd like to be addressed as ‘ Business email ‘ Business telephone number | Business mobile phone ‘ Role

| IL [ Il I Il
)

To add a Contact Person, click on the red ‘Add contact person’ button. Enter the
requested values in the fields. In the ‘Role’ field, you must indicate the role of the contact
person in relation to the Develop Yourself Portal.

The request is to enter at least two contact persons/roles for questions from Archipel
about:

e operational management of the training products in the portal
e content of training products

Naturally, when these roles are united in a single person, you only have to enter one
contact person.

Add contact person

Drag a column header here to group by that column

# ‘ Name ‘ T'd like to be addressed as | Business email ‘ Business telephone number | Business mebile phone ‘ Role

| Il -] Il I Il |

Prefix: |

First name: | Hermke

Last name: | Dinther

|

Middle name: |van ‘
Td like to be addressed as: |Female [¥]
|

|

Suffix: |

Business email: | hermke vdinther@snr.nl Business number: | +21(0)418 b82101

Role: |

Business mobile phone: |+31(0]6 51129430

4 Reports

Reports are intended for the supplier. Maintenance does not apply to this section. The
overviews serve to give you information.

4.1 Registrations

When you click on ‘Reports - Registrations’, the following screen appears, listing all the
registrations for your product range from the Develop Yourself Portal. In the red square in
the screenshot below, you can search by a random value per column or you can select a
value from the drop-down list by clicking on the arrow.

You can also sort by single columns. You can do this by clicking on the column title. An
arrow tells you if sorting is ascending or descending. You can change the order of the
columns by putting the cursor on a column field name and dragging it to the left or right.
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Adding and removing columns is also an option. Click on the ‘Customize columns’
button. You can drag the column or columns you want to remove to the column list that

has appeared. To add a column, drag the required column from the column list to the
overview in the desired location.

Lastly, you can export the desired overview to Excel. Click on the appropriate button.

Excel offers you several sorting and/or filter options and you can distribute your report
internally.

e “—

Drag a column header here to group by that column

Particpant | Email [ [Status | No'show | Event1d | Product ttle | Created on_| Customer nar| Starting date]| Ending date | Location | Price [ currency | Discount

L[ | | N | S 2 I

In the case of a registration, you also see several icons:

e The red exclamation mark can be used to cancel a registration.
e The green bullet makes a registration final. In practice, this is not used.
e The thumb completes the registration. When something is not completed automatically,

you have to click on this item for every registration to ensure the course participant
receives the evaluation.

Deelnemer T - n Gemeente
Almere2 Dinr2@sn.nl 0@&‘ Geautoriseerd O Coaching_24 | Coaching 21-2-2017 Amere 100,00 | EUR

4.2 Productsin Search & Register

When you click on ‘Reports — Products in Search & Register’, the following list appears.
This report shows which type of training is offered and in which customer portal. This

gives you an idea of the customers and which products they have selected. In the red

square, you can search by value or you can select a value from the drop-down list by
clicking on the arrow.

Again, you can change the order of the columns by putting the cursor on a column field

name and dragging it to the left or right. You cannot add or remove columns in this
report.

You can also sort by single columns. You can do this by clicking on the column title. An
arrow tells you if sorting is ascending or descending.

Lastly, you can export the desired overview to Excel. Click on the appropriate button.

Excel offers you several sorting and/or filter options and you can distribute your report
internally.
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Export to Excel

Drag a column header here to group by that column

Product title | Product ID ‘ Code | Company ‘ Active

I | | | N

4.3 Products per system category
When you click on ‘Reports — Products per system category’, the following list appears for
every system category. If you click on ‘Export to Excel’, you are shown an Excel document

you can sort and filter. You have an overall list of the product ranges and the Main
(category) products they are linked to.

Products per system category

Export to Excel /

Drag a column header here to group by that column

Persoonlijke effectiviteit
Persoonlijke effectiviteit
Persooniijke effectiviteit
Vitaliteit & Gezondheid
Vitaliteit & Gezondheid
vitaliteit & Gezondheid
Persooniijke effectiviteit
Persoonlifke effectiviteit
Persoonlijke effectiviteit
Communicatie

Communicatie

Communicatie

Communicatie

Persoonlifke effectiviteit
Persoonlijke effectiviteit

‘Communicatieve vaardigheden
Timemanagement

Persoonlilk leiderschap
Mindfulness

Stress

vitaliteit

Persoonlik leiderschap
Persooniik leiderschzp
‘Communicatieve vaardigheden
Externe communicatie
Omgazn met emotie
Feedback

Mondelinge communicatie
Assertiviteit

‘Communicatieve vaardigheden

OoooOoOooooooooooogoon

Main Category ‘ Category ‘ Use as de'* Product title: ‘ Active ‘ TsVerwij
Il JL_Il \

Coaching Individuele coaching Talentmeting (ook virtueel)

Coaching (Coachingsopleidingen ‘Talentmeting (ook virtueel)

Persoonlijke effectiviteit Persoonlijke ontwikkeling Talentmeting (ook virtueel)

Opleiding & Onderwijs Coaching Talentmeting (ook virtueel)

Persoonifke effectiviteit Persoonliik leiderschap Talentmeting (0ok virtueel)

Eeinvioedingsvaardigheden (ook virtueel)
Beinvioedingsvaardigheden (ook virtueel)
Beinvioedingsvaardigheden (ook virtueely
Mindfulness in é6n dag (ook virtueel)
Mindfuiness in één dag (ook virtueel)
Mindfulness in één dag (ook virtueel)
Mindfuiness in één dag (ook virtueel)

To the point communiceren (ook virtugel)
To the point communiceren (ook virtueel)
To the point communiceren {ook virtueel)
To the point communiceren (ook virtueel)
To the point communiceren (ook virtueel)
To the point communiceren {ook virtueel)
Assertiviteit intensief (hbo) (aok virtueel)
Assertiviteit intensief (hbo) (ook virtueel)

EEEEEEEEEREEEE EEEEE
OooooOoOoooooo0ooooogoon

Pagelof75(1486items) </ [1] 2 3 4 5 § 7 .. 72 74 I5 Page size: |20

4.4 Entering training results
The report "Entering training results" is available in the Supplier menu under the
Reporting tab.

FAQ PRODUCT RESOURCES REPORTS SETTINGS
COMPANY CHARACTERISTICS Accommodation package Registrations Parameters
General Locationz Products in Search & Register Countries
Billing address PRODUCT GROUPS Products per system category

Contacts EVENTS Enter training results

PRODUCTS

Maintain

Import

Here the supplier has insight into the completed training courses for which a result
can/should be entered. The results can be put down and changed in this overview.
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O Ak show registrations with already regisiered trainng result

8 colurnn header bere Lo group by that column

PO-rumber | Customer na Employes ma Product Evest code | Starting dste  Ending dste  Result Presence Grade Start dabe car End dabe cert Certification

[] I+] I+] I+l [v] []
Hemsercla
j m: :"':H;::s: vi "’l B g
Haterclass
Thales The Lederschag
L Netherlnds p
compledtet

The report has the following columns:

Mutation option for the line (this activates the selection box in the column result).

PO number

Customer name

Employee

Product name

Implementation code

Start date

End date

Result (obligatory). Here you can indicate what the result was. There are 3 options:
a. Passed, certificate applicable
b. Passed, no certificate applicable
c. Not passed

10. Grade. (optional) Here you can optionally enter the grade obtained (2 digits after
the comma)

1. Attendance (mandatory). Here you can indicate whether the participant has been
(sufficiently) present: Yes/No.

12. Start date certificate (compulsory and only to be filled in if result is equal to 'passed
certificate'). Here you can enter the start date.

13. End date of certificate (optional and only to be filled in if result is equal to
'certificate passed'). The end date can be entered here.

14. Upload certificate (optional and only to be filled in if result is equal to 'certificate
passed'). If there is a certificate, one pdf can be uploaded here.

CONO YN WN

The overview only shows completed registrations (Authorised, Final, To be evaluated and
Completed) on products for which no result or attendance has been entered yet. You can
only enter an end date for a registration once the end date has passed. For registrations
Jwithout a start or end date, only the status of the registration applies.

It is also possible to view and modify the rules for which results have already been
entered by expanding/removing the selection. If the result has been entered and the
status was 'authorised' or 'final' it will be changed to 'completed' or (if there is an
evaluation form) 'to be evaluated'.

Entering results in bulk
There is a possibility to enter results in bulk. You can select multiple lines and 'process'

these in one go by clicking on the button 'Bulk Results Edit'. A layover will then appear
where you can fill in the relevant data in the same way as you would fill in an individual
line. The message OK, means that for the selected rules the filled results from the lay-over
are written to these rules.
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5 Product resources

Under ‘Product resources’, you can document master data you need to enter training
courses/products. You have to document these, if relevant, before creating a product
range via ‘Products - Maintain’.

5.1 Types of packages (changes in Price Elements)

Apart from the standard prices elements, you can also enter additional price elements to
determine a price for a training course per course participant. You create a master data
list for additional price elements.

Standard type of package/price elements for a training course/product:

e Product price
e Examination price
e Subsidy price

Example additional type of package/price elements:

Day package
Dinner
Accommodation
Lunch

Training materials

To set up additional price elements in the master data list, click on ‘Product resources —
Accommodation package’. The following screen appears.

pa—
Drag a column header here to group by that column
£ | ExtAccommodationPackagelD ‘ Accommaodation package title ‘ Short description

Click on the red ‘Add’ button to create an additional price element.

e ExtAccommodationPackagelD: An ID is always a unigque value.

¢ Accommodation package title: Description of ExtArrangementTypelD.

e Short description: Additional text about package/price element can be included here.
e Save: Use the appropriate icon (the green arrow in the example below).

ExtAccommodationPackagelD: | Overnight stay | Accommodation package title: | Overnight stay |

Short description: | Until & days before the first meeting, you can cancel your r&:ewat\ml \~
=9
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5.2 Locations

To be able to link fulfilments to a venue, a master data list of all location options must be
created. To create this list, click on ‘Product resources - Locations’. You are taken to the
page shown below.

-—

Drag a column header here to group by that column

# ‘ ExtAccommodationID ‘ Address. ‘ Description acmmmodah’n‘ Zip code ‘ Email | City | Telephone | Active
| I | R S

Click on the red ‘Add’ button to create a venue.

Add

Drag a column header here to group by that column

# ‘ ExtAccommodationID ‘ Address ‘ Description accommudah’u‘ Zip code | Email | City | Telephone ‘ Active
\ I Il I I I \

ExtAccommodationID:

| Address:

Description ac

|

| Zip code: |

|

Telephone: [

| Country:

\
\
Email: [ | ay:
\
\

GeoLongitude: | Geolattitude: |

Location description:

Field name Data Additional Information

ExtAccommodationID Mandatory An ID is always a unique value

Description Mandatory Name of the venue/building/hotel

accommodation

E-mail Not mandatory General e-mail address of the venue

Telephone Not mandatory General telephone number of the venue

Address Recommended Visiting address of the venue*

Zip code Recommended Postcode visiting address of the venue

City Mandatory Locality of the venue

Country Mandatory Country where the venue is located

GCeolongitude Do not fill Field will be removed

Geolattitude Do not fill Field will be removed

Location description Not mandatory Additional desired information about the
venue

Active Mandatory Tick to activate venue

Save Mandatory Click on the ‘Save' icon

*Please note: use the official spelling of a place name. Do not enter your own additions in
the field. The reason for this is that potential course participants can filter by place name
when looking for a course. When in doubt, use

https://Mww.postnl.nl/adres-zoeken/.
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Even if the venue of the training course is not yet known, you do have to link a venue. In
that case, create a venue according to the example below.

ExtAC i [niet-Bekend_t | Address: | \
Description ac i ‘—Nng niet bekend— ‘ Zip code: | ‘
Email: ‘ ‘ City: |Amersfuurt ‘
Telephone: ‘ ‘ Country: [The Netherlznd: I~
GeolLongitude: ‘ ‘ Geolattitude: | ‘

Location description:

6 Products

After completing the steps under 5, ‘Product resources’, you can start entering the
training products.

6.1 Maintain
Click on ‘Products - Maintain’. Now click on the red ‘Add product’ button.

Add product

Search

The following page will open.

Product ID Pz

odu anning type Scheduled events B
Code
Product fitle Language

e Dutch

Product URL
Adtive Menual maintenance o
Finish automatically
Minimum number of seats maximum
Product type Type of intervention

=1

Skills Training

Level at completion Study hours
P Unknown B o

Incompany Training

Show question @ Use default

B |:| B |:|

Price is for the complete event, not per o
regisiration

Currency R Exam mandatory o
Product price Exam price

Product VAT % Exam VAT %

Product VAT Exam VAT amount

Subsidy price

‘Subsidy VAT %

‘Subsidy VAT amount

Back to the report
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6.1.1 General

Field name Data Additional Information

Product ID Mandatory Unigue ID (can be the same as Code)

Code Mandatory Unigque code

Product title Mandatory Title of the training course

Product URL Mandatory Tip: choose a URL that does not change

Planning type Mandatory Select a value from the drop-down list
(usually, ‘'Only scheduled fulfilments')

Language Mandatory Select training language

Active Mandatory Tick if training is topical

Finish automatically Mandatory You are advised to always tick this

Manual maintenance Mandatory Only tick this box when you add products
manually apart from the Edudex upload!

Minimum number of Mandatory Minimum number of course participants

seats

Maximum Mandatory Maximum number of course participants

Product type Mandatory Select a value from the drop-down list

Type of intervention Mandatory Select a value from the drop-down list

Level at completion Mandatory Select a value from the drop-down list

Study hours Mandatory Number of hours of training + hours of
independent study

Show question Mandatory Use default = default value and ensures the

question filled under 2.1.3 is copied.

Yes = question specifically intended for the
product you are entering. The text of the
question is entered under ‘Registration
comment.

No = question filled under 2.1.3 is not copied.
Registration comment does not have to be
filled.

Registration remark

Not mandatory

See explanation under ‘Show question’

Internal remark

Not mandatory

When this field is filled, the included text
will appear on the purchase order.

Currency Mandatory The default value is EUR

Product price Mandatory Enter the amount

Product VAT %

Product VAT Fill if relevant Enter the amount

Exam mandatory Fill if relevant Enter the amount

Exam price Fill if relevant Enter the amount

Exam VAT % Do not fill

Exam VAT amount Fill if relevant Enter the amount

Subsidy price Fill if relevant Enter the amount (not a minimum
amount)

Subsidy VAT % Do not fill

Subsidy VAT amount Not mandatory Enter the amount (not a minimum
amount)

Image Recommended Upload an image (this creates a nice
presentation on the customer side)

Save: Mandatory Click on the red ‘Save' button
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After the final step, the following page appears. The various tabs ask you for additional
product information.

Product: Test title Copy product

J Main “ ‘Accommodation package “ Categories H Level " Competencies H Texts ‘

Product ID Planni
rocu Test anning type Scheduled events

Code
Test

Product title Language

Test title Dutch

Product URL
Active Manual maintenance
Finish automatically
Minimum number of seats. maximum
Product T f inte il
roduct type Skills Training ¥pe ot inervention Open enrollment
Level at completion Unknown Study hours
Show question @ Use default
Registration remark @ ‘ Internal remark @ ‘
Currency EUR: € Exam mandatory O
Product price Exam price
Product VAT % Exam VAT %
Product VAT Exam VAT amount

Subsidy price
Subsidy VAT %

Subsidy VAT amount

- u. SCHOUTEN & NELISSEN ‘

Save

Browse...

6.1.2 Packages
Tab: Accoommodation Packages

Under this tab, you enter additional price elements for the product. Under ‘Product
resources — Accommodation packages’, you created a master data list for this.

Open the ‘Accommodation package’ tab and the following screen appears. First, enter
the correct quantity before clicking on the red ‘OK’ button.
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Product: Test title

Accommodation package " Categories H Level H Competencies " Texts |

Copy product

1

Remove Accommodation description

Add dati
accommodations

Part of the price

VAT percentage

VAT amount Mandatory Date Accommaodation package

Back to the report

Product: Test title

Main Accommodation package " Categories ” Level H Competencies " Texts |

Copy product

1

Remove Accommodation
description

Q

Save

Part of the price

Add accommodations

VAT percentage

VAT amount Mandatory Date Accommodation package

’ -
’ 8
’ -
’ .

Field name Data Additional Information

Accommodation Mandatory Free field (as brief as possible)

description

Part of the price Mandatory Price of the element

VAT percentage Do not fill

VAT amount Fill if relevant VAT amount on element price

Mandatory Mandatory Tick in the case of compulsory purchase
Date Not mandatory Fill if the product is linked to a specific date

and is NOT mandatory

Accommodation
package

Mandatory

Select from the drop-down list

Versie 9.0
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6.1.3 Categories (Mandatory)

The product can be linked to a category under the ‘Categories’ tab. Click on the relevant
Main Category (see the list in red in the next screenshot = NRTO/Vetron documented
values). When you click on the relevant value, a list of categories will appear, associated
with the selected Main Category, which you can tick. Click on the red ‘Save’ button.

Note:

Only relevant categories can be linked to a single product. For suppliers who use Edudex,
the link to a category is made based on documented keywords. However, the <theme>
field must be filled in the Edudex standard in order to determine the Main Category or
Categories. If this is not the case, the product range will not be visible when this filter is
used in a customer portal!

Suppliers who use Edudex can also link a category or categories through online
management. During the daily update of Edudex, the documented value or values are
not overwritten.

Product: Test title

| Main H Accommaodation package " Categories ” Level " Competencies ” Texts |

Show selected categaries

Health & Safety

Automation & IT

Coaching

Communication

Finance

Human Resources
Procurement & Logistics
Internet & Media

Legal

Quality & Project management

Management

Marketing

Training & Education

Personal effectiveness

Manufacturing, engineering and construction
Sales

Secretarial & Administration

Language courses

Vltahi & Health
Back to the report

Example Sub-Categories under Personal Effectiveness:

Product: Test title

| Main H ‘Accommodation package H Categories H Level H Competencies ” Texts ‘

Show selected categories

Health & Safety
Automation & IT
Coaching
Communication

Finance

Human Resources
Procurement & Logistics
Internet & Media

Legal

Quality & Project management
Management

Marketing

Training & Education
Personal effectivenes:

(O assertiveness

O communication skills

[ creativity

[J Emotional intelligence

[J Neuro Linguistic Programming (NLP)
[ personal development

[ personal effectiveness

[ personal lezdership

] Time management
Manufacturing, engineering and construction
Sales

Secretarial & Administration

Lanquage courses

V\tal\i £ Health
Back to the report
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6.1.4 Level
Under the ‘Level tab, you can indicate the level of the training on offer. Select the correct
value and click on the red ‘Save’ button.

Product: Test title

‘ Main H Accommodation package " Categories " Level “ Competencies " Texts ‘

[] Associate degree -
[] Bachelor

[ Doctoral

[ HAavO/MBO

[ Heo

[ Lower general secundary education

[] Lower Vocational Education

[ Master

Back to the report

6.1.5 Competencies
Tick a maximum of five competencies.

6.1.6 Texts

The substantive text about the training can be placed here. In the ‘Recap’ field, you can
place a brief text, which will be shown on an overview page underneath the image
uploaded for each product. In short, a text that will trigger a potential course participant.
We recommend including at least the following elements in the ‘Full description’ field:
Content, Result and Target Group.

Note: in both fields, you can place text for a lovely presentation on the customer side
using the menu in the field.

Product: Test title
| Mam || accommodation package || categeries | Level | competencies | Tews |
Language Dutch
Product title Test title
= =B I U s == 3=
Recap
Design | HTML | Preview
- B I U s = = = = |rater [ @ @
Full description
Desig HTML | Preview
‘ Browse... | Remove
Add
Save

Back to the report
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After completing 6.1.5, click on the red ‘Save’ button and return to the list by clicking on
the appropriate button. When you have entered multiple products, you are shown a list

as the one below.

Add product

Search
assertiviteit

Page 1 of 1 {15 Products) [11 -

m
=3
e

miair Product IDCode
SCBATTH
ATTT ATTT
ATTM ATTM
ATTH ATTH
ATTD ATTD
01012980 NHAS
01012877 DDD
01012588 ATTC
01012586 ATTO

01010877 DDD
01010070 LC_ O
01005386 ATT
01005349 CDD

REREREREREEREERER

01011454 ATT_N Assertiviteitstraining Intensief (hbo)
01011280 ATTDAGAszertivitelt in &én dag

Product title

m

Search Field

SummerCamp Assertiviteitstraining intensief (hbo)
Assertiviteit kort en krachtig (ook virtuesl)
Assertiviteit intensisf (mbo) (ook virueel)
Assertiviteit intensisf (nbo) (ook viruesl)
Ascertivitert in &én dag (ook virtusel)
Assertiviteit Onling met coach
Assertiviteitstraining Kert en krachtig
Assertiviteitstraining intensief | met persoeniijke coach
it opri mat

Assertiviteitsiraining | kort & krachtig
Assertivitsitsiraining | e-learming
Persoonlijke effectiviteit: assertiviteitstraining
Assertivitsitstraining Intensief (mbo)

coococoCCCOQCOCCOCCOCCCOO

Oear search

Categones

Health & Safety
O Company emergency services
O Environment
O General
[ Prevention
[ Safety
[ Safety, Health and Environment
Certification
Automation & IT
[J Business inteligence (BI)
CJERP / CRM
[ General
[ Information management
O IT Security
O Micresoft

[ Service management
Coaching
[J Coaching courses

You can now opt to add Fulfilments for each product. The functionality is the same as
described under 7, ‘Events’. However, the product is already preselected.

6.2 Import

This functionality is useful only for suppliers who upload their product range via Edudex.

™/ V. SCHOUTEN & NELISSEN
Product Web Service URL
Email error message

Import last executed

Automatically import files each day?
Starttime automatically import
Deactivate all current products
Import mappings

Save and import

Explanation of fields:

developyourself@sn.nl

7/14/2020 10:04:41 AM

7:00 AM ===
£ Typename Import typename

Type: ProductgroepType

e Product Web Service URL: this is a mandatory field. It is the Edudex URL on an institutional

level.

e E-mail error message: this is a mandatory field and must be filled with the e-mail address
of the supplier where the error message can be sent to. If a supplier receives an error

Versie 9.0
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message, action must be taken, namely, the cause must be found and the error must be
resolved.

e Import last executed: this field is automatically filled with the last date on which the upload
was completed. This is, in fact, the import log.

e Start time automatically import: this field must be filled with a night-time hour. This must
be after the export to Edudex is completed if you have automated this process as a
supplier.

e Deactivate all current products: we recormmend ticking this checkbox. This ensures the
training courses on offer are cleaned up. Products that are no longer offered via Edudex are
automatically disabled.

e Import mapping: do not use or only in consultation with the Partner Manager of Archipel.

7 Events

Go to the menu and click on ‘Events’. This will open the following page. Via the drop-
down list in the ‘Product’ field, you can select the training course for which you wish to
create a fulfilment.

Product |

Start date as of M Ending dale until an
including

Location Description accommeodation

Employee Planning type

After selecting the product, the red ‘Add event’ button appears. Do not fill the other fields
before clicking on this button.

Product 01006260; STRA; Strategisch denken Add event <

Start date as of Ending date until and
including

Location Description accommedation

Employee Planning type

7.1 Events

Next, the following page appears. Values from fields you have entered under 6.1.1,
‘Products - General’, have been copied. If a specific fulfilment has a different price, you
can enter it in the appropriate fields. You will overwrite the prices you entered on a
product level. If this is not the case, you will only fill the following fields (green square
screenshot below):

e |D=Unique ID of the fulfilment, i.e. not that of the product. It can be the same as the
fulfilment code.

e Code = Aunique code. If you do not use unique codes for fulfilments as a supplier, we
recommend composing it as follows:
o <product code>
o <year>
o <fulfilment number> Example in screenshot below STRAT90]
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e Starting date

e Ending date

e |ocation (use the drop-down button => choose from the master data list of locations
created under 5.2, ‘Product resources - Locations’).

Save the entered values by clicking on the red ‘Save’ button (green arrow screenshot
below).

Product: Strategisch denken

J Events " Schedule " Accommodation package

8] Currency
STRA1901 EUR; € ~
Code Event price
STRA1901 1]
Product Event VAT %
01006260; STRA; Strategisch denken 0.00
Number of seats available 12 Event VAT price 0
Minimum number of seats 4 Subsidy price o
maximum 12 Subsidy VAT % 0
Study hours % Subsidy VAT amount 0
Starting date 7/14/2020 |z| Exam price 0.00
Ending date Exam VAT %
g 7/14/2020 0.00
Locati Exam VAT it
ocation RTWTC; Beurs-WTC Congress & Event Center; Ro E m amoun 0.00
Internal remark @
Active
Regisiration is possible
Exam mandatory O
Trainers Drag a column header here to group by that column
z First name Last name Business email
[0 | Coach Aaltsje (SN)
[0 Coach Alissa (M)
O | Coach Angela (M)
] Coach Anita (SN)
O | Coach Ankie [SN)
[0 | Coach ‘Anne (SM)
[0 | Coach Anne (SM)
[0 | Coach ‘Anne-Else (SM)
[0 | Coach Annietts (SN}
[0 | Coach Aveline (SN)

After the event is saved, the ‘Schedule’ and ‘Accommodation package’ tabs become
active and will be filled.
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7.2  Schedule

Under the ‘Schedule’ tab, you first enter the number of lines you wish to create, including
the start and end dates, then click on OK.

Product: Strategisch denken

| Events ” Schedule ” Accommedation package ‘

Add li

Remove Date Start time Ending time Location Grouping

The start and end dates and the selected location for the fulfilment will be copied. Enter
the intervening dates of timetable days. If relevant, you can change the location on each
timetable line. You can still only choose from the documented master data list of
locations under 5.2, ‘Product resources - Locations'.

For Start and End Times, default values are shown which you can change to the actual
values. The ‘Grouping’ field does not have to be filled. After filling this block with the
desired values, you save the information via the appropriate button (green arrow).

Product: Strategisch denken

‘ Events " Schedule " Accommodation package

Add lines N
1 ok

Remove Date Start time Ending time Location Grouping

o 7/14/202

£
=
=
=
i
¥

HEEEN

RTWTC; Beurs-WTC Congress & Event Ce |~

o
=3
=
=
&l
i

RTWTC; Beurs-WTC Congress & Event Ce

RTWTC; Beurs-WTC Congress & Event Ce

RTWTC; Beurs-WTC Congress & Event Ce

RTWTC; Beurs-WTC Congress & Event Ce

o 9 9o o o

w
=
=
=
&l
|

O =1 B =]
NN I I |
1 =1 =1 =1 =] =]

7/14/202

RTWTC; Beurs-WTC Congress & Event Ce

Versie 9.0 Archipel | 25




A

7.3 Accommodation package
The final step is to open the ‘Accommodation package' tab. This tab contains the values

documented under 6.1.2, ‘Products — Accommodation package'. If these values do not
apply to the fulfilment you are entering, you can change them (see the explanation

under 6.1.2).

Product: Strategisch denken

Events | Schedule | Accommodation package
A Add accommodations
: o |

Remove  Accommodation Part of the price VAT percentage VAT amount Mandatory Dale Accommodation package
description

d ) 0

0 , a

[ |
=1

8 Product groups

Suppliers should only set up this section when another discount percentage has been
contractually agreed on for part of the product range. The standard discount percentage

is set up by the Partner Manager of Archipel.

Click on ‘Product Groups', which will open the following screen.

fomersy

Assigned products " Assign products |

Search :

Page 1 of 2 (37 Products) |- | [1] 2 [3]
AcliveProduct IDCode Product title Remove
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First, click on the red ‘Add’ button. The following page appears. Give a name to the

product group you wish to create and click on the ‘Save’ button.

Add product group
Mame

Save /

Then go to the ‘Assign products’ tab to link the product range subject to a different
discount percentage than the standard value to the Product Group you have just

created. Products can be found fast by using:

e Search field (Find)
e Filter (right-hand column)

University

Assigned products Assign products |

Search !

SelectedActiveProduct ID Code
NHKE
01008327 AGM
010058261 ADV
ADVI ADVI
01005492 M2
01012858 ASP
ASPR

POAI

ALAC ALAC
ALBC ALBC
ALCA ALCA

ALDW ALDW
01013037 ALC

01008703 KAM-2
01008511 BARB
ATTD ATTD
ATTH ATTH
ATTM ATTM
ATTT ATTT

01012880 NHAS
01012588 ATTO
01010070 LC_O

000000000000 000000000O0O0O00

Versie 9.0

Page 1of 2B (669 Products) (<[ [1] 2 2 4 5 6 7 . 26 27 2 [3]

Product title

Azargh... keuzestrass! Online met cosch
Azfiegericht notuleren

Adviesvaardigheden Intensia®
Adviesvaardigheden intensief (ook vituesl)
Adviseren over opleiden en leren

Agile en Scrum in projecten

Agile en Scrum in projecten (ook virtuesl)

LWEMZ  LWEM32 Agile HR
01013026 35-AGI Agile introductie (cok virtuesl)

Agile introductie (ook virtuesl)

Agile lziderschap A -coaching basic {ook viruee!)
Agile lziderschap B -Agile coaching advanced
Agile lziderschap C -Agile transformatie

Agile leiderschap D -Wendbaar door zelforganisatie
Alchemy (CRR Global)

Algemaen kwaliteismanagemant en audting

#Arbo veor de OR | basistraining

01011280 ATTDAGAssertivitsit in &&n dag

Assertiviteit in 8én dag (ook virtueel)
Assertiviteit intensief (hbo) (ook virtuesl)
Assertiviteit intensief (mbe) (ook virtueel)
Assertiviteit kort en krachtig (ook virtuesl)
Assertiviteit Online met coach
Azzertiviteit opfristraining met coaching
Assertiviteitstraining | e-learning

Categories

Hesalth & Safaty

O Company emergency services

O Environment

O zaneral

O Prevention

O zafety

O Safety, Health and Environmant

Certification
Autormation & IT

O Business intelligence (B1)

O ERP/CRM

O zeneral

O information management

O 1T Szcurity

O Micrasoft

O Samvice management
Coaching

O Ceaching coursas

O Ganeral

O Personal coaching

O Team coaching
Communication

O Advisory skills

O Communication

O Dealing with emation

O External communication

[ Feedback

O influencing skills

O Internal communication
Finance

O Accountancy

[ Banking

O Businzss Economics

O Controling

O Finance

O Financial administration

O Financial advisar
Human Resources

O Absentzeizm

O Bum out

O Cenfidential advisor

O Employment |aw

[ HR conversation techniques

O Human Resource Management
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You can then link a product to a product group by:

e Selecting the correct product group (if multiple were created)
e Ticking ‘selected’ under the desired product or products.

I

Select the

correct
product group

Add

Remove

Assigned products

Assign products

Search :

SelectedActiveProduct IDCode  Product title
NHKS Aaargh... keuzestress! Online met coach

Note: the discount percentage associated with the product group is entered by the
Partner Manager. Send the entered product group or groups and the contractually
agreed discount percentage to partnermanagement@archipelacademy.nl
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