To create an account on the Commonwealth of Virginia Learning Center and access the EEM Training,
please follow the instructions below.

1. Click the following link to go to the Commonwealth of Virginia Learning Center (COVLC):

COVLC Account Creation

2. Click Need an account

or

Need an account?

3. Click the drop down link. You MUST change the domain name to ABC-Warehouse External
Domain. If you register for any other domain, you will not receive access to the EEM Training.

Non-State Registration

This functionality is intended For registration of Non-State employees ONLY.

Non-State Employees: If you are 2 non-state employee that has registered before but require access to a different domain, please do not use this functionaly, conl

administrator. If you are a Non-State employees registering for the first-time, please continue.

State Employees: If you are an employee of the Commonwealth of Virginia, please do not register. An account should have already been created for you. On the Lc
your State Employee |D as your Login ID. Or if you do not know your Login ID, please select the Fergot Lagin ID link to retrieve your Login ID a2nd then select the Fe
link ko retrieve your password. A password will be emailed to you. IF you need additional assistance, please contact your agency/domain administrator.

To confirm that you are entering the site for the first time as a2 Non-State Employee, select the domain that you are registering for and select the Ok button.

ABC-Ext-Virginia Alcoholic Beverage Control

ABC-Ext-Virginia Alcoholic Beverage Control

ABC-Warehouse External Domain
ADA_AviAdibar AFDuklis Arrminbks 4220

4. Once ABC-Warehouse External Domain has been selected, press okay.

ABC-Warehouse External Domain

To exit out of the registration process, select the Cancel button.

Cancel “
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https://covlc.virginia.gov/Default.aspx

5. Enter the information to create a new account. Items marked with an * are required:

Create New Account

*Login ID *Email Address
*Password *“Confirm Password
*Firsk Name Middle Name “Last Name
*Gender *“Date of Birth
OMale
CFemale
*Qrganization Job Title Manager
Select Select Select
*Time Zone *“Region
(GMT-05:00) Eastern Time (US and Canada) v English (United States) ~

*# of Records (per page)

50 v

[0 Enable Accessibility

6. Click on the "select" box under Organization. Once this has opened, click Search. Select ABC-
Warehouse External Domain and click Save. When all required information has been filled out,
click the blue create button at the bottom of the screen.

Select Organizations x

Select an item from search results, then select Save.

Find Organization Search Type
All words ﬂ
Search
Organizations Path
O  ABC-Warehouse External VA Alcoholic Bev Control Auth - P (999) > VA Alcoholic Bev Control Auth
Domain (999)
Cancel Save

7. Confirmation: After you create an account, an ABC employee on the EEM Training Team will
approve the account. You will receive an email when training is available. If you don’t receive
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access to the training within 24 hours (Monday-Friday), please email
EEMTraining@virginiaabc.com.

After an account has been created and approved, it is now time to access the training environment.
Follow the steps below to access the training and associated documents to supplement the training.

8. Access the Training Environment by visiting www.COVLC.virginia.gov
9. Click the Log in button

10. Login with the user ID and password created when you signed up for COVLC.

11. The EEM Training (Warehouse Management) is located under the Required Training section

ABC-Warehouse External Domain Learning

HOME CURRENT TRAINING TRANSCRIPT CATALOG

Required Training (1)

& Print Save as PDF

Warehouse Management

Assigned On: 3/17/2021 Assignment Type: Role
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12. Click on Warehouse Management to access the following trainings. The mandatory training are
located under “Designated Activities”:

Designated Activities (all 5 required)
This bundle has the Following designated content items. Allitems listed in this area must be

completed/satisfied.

Equivalent Content
Title Type Status Completed

1. Warehouse Management - EEM Supplier Training Online Started
Introduction

2. Warehouse Management - Purchase Orders Online  Started
3. Warehouse Management - Advanced Shipping Online Mot
Notice Started
4. Warehouse Management - Appointments Online  Not
Started
5. Warehouse Management - Daily Routine Online Not
Started

13. To access the optional training and the supporting training documents (FAQ’s, List of Topics for
EEM Training, Testing Module Scenario Guide, and MIPS vs EEM Comparison) scroll down on the
Warehouse Management page until you see Discretionary Activities:

Discretionary Activities (0 of 1 required)

This bundle has the following discretionary content items.

Equivalent Content

Title Type Status Completed
6. Warehouse Management - EEM Knowledge Online Started
(Optional)
MIPS vs EEM Comparison Document  Started
Testing Module Scenario Guide Document  Not
Started
EEM Training FAQs Document Mok
Started
List of Topics For EEM Training Document Not
Started

14. To access a specific chapter of training, click the link:

3. Warehouse Management - Advanced Shipping Online Not
Notice Started
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15. After clicking the link to the training, click open item.

3. Warehouse Management - Advanced Shipping
Notice

Online

16. A new screen will open with all of the modules associated with the chapter. In this example, we
have opened the ASN'’s chapter, which has the following modules.

3. Warehouse Management - Advanced Shipping Notice

El_|z] ASNs
El | j%) ASNs

El [|i%] Create an ASN
/7] Create an ASN Demo
17} Create an ASN Practice
2] Create an ASN Test

Bl %) Adding a PO 10 an ASN
_|i#] Adding a PO to an ASN Demo
/7] Adding a PO to an ASN Practice
_|i7] Adding a PO fo an ASN Test

El _ii#] Remove a PO line from an ASN
_|/7) Remove a PO line from an ASN C
_1?] Remove a PO line from an ASN P
_|7] Remove a PO line from an ASN T

Bl [_yi7] Ship an ASN
2] Ship an ASN Demo
|7} Ship an ASN Practice
7] Ship an ASN Test

El )] Cancel a Shipped ASN
7] Cancel a Shipped ASN Demo
_|i7] Cancel a Shipped ASN Practice
|7} Cancel a Shipped ASN Test

El [)i#] ASN Knowledge Check
_|'7] ASN Knowledge Check Test

17. Each module has a Demo, Practice, and Test. After each chapter, users will complete a

Knowledge Check. Users will complete the modules in the following order:

1. Demo —the demonstration will be a screen recording of a user performing the task.

2. Practice —the user will practice performing the action they just watched on the screen
recording. The practice provides useful hints to help the user perform the task successfully.

3. Test—The user will be tested on the task they just watched and practiced. The user will be
graded on this test, and points will be deducted for incorrect actions. Please use the
“Testing Module Scenario Guide” to help complete the tests.

4. Knowledge Check — At the end of every chapter there is a three question quiz to test the
users’ knowledge on information learned in the chapter.
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18. Clicking on a specific link will open the training.

3. Warehouse Management - Advanced Shipping Notice

44 Manhattan

Manhattan ates - Google Chrome
Create an ASN
| Create an ASN Demo

reate an ASN Test

Adding a PO to an ASN .
| Adding a PO to an ASN Demo
| Adding_a PO to an ASN Practice

| Adding_a PO fo an ASN Test

Remove a PO line from an ASN
lemove a PO line from an ASN C
lemove a PO line from an ASN P
lemove a PO line from an ASN T

Ship an ASN

| Ship an ASN Demo

| Ship an ASN Practice

Ship an ASN Test

Cancel a Shipped ASN
ancel a Shipped ASN Demo
ancel a Shipped ASH Practice
ancel a Shipped ASH Test

ASN Knowledge Check

| ASN Knowledge Check Test

Purchase Orders Add Appointment LPNs

19. Once users have completed the demo, practice, and have passed the test for the module, they
may move on to the next module in the chapter.

20. Completion of all 5 chapters (EEM Introduction, Purchase Orders, ASNs, Appointments, and

Daily Routine) will result in the successful completion of the EEM Training!

If you have additional questions regarding accessing the EEM training please email
EEMTraining@virginiaabc.com.
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