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S TAN DAR D File Path:| S:\EEC\EEC Docs and Training\SOP Created By: Don Bolivar

Training Resources Ship8 Resource Site Department: Administration

O P E RAT I N G Associate Level: Supervisor
Visit EEC Wiki for more information or contact the Logistics Services and Training Department for - i

any assistance. Application Level: EEC Webpage

PROCEDURES —

Create Date Effective Date: Last Revision Date Revision Number:
1/31/2024 1/31/2024 1/31/2024 01.1

Tools Required Safety/Hazard Controls Description of Work

Using the Sync Soft EEC Training Request
Management module to submit training request for
specific training categories and subject matter.

Computer, keyboard, mouse & EEC webpage access n/a

Stop @ Note ) Look Here ’ Check Here v Caution A ‘

01. Change Revision Log

Rev. Date Change Description Changed By
01.1 1/31/2024 New SOP format ROLLOUT don.bolivar@jlahome.com
02. Purpose

The purpose of the Training Request Management module allows the department supervisor or manager the ability to systemically submit training request for their direct reports. Completed training will
then record on the Warehouse User List menu page.

03. Scope

These work standards apply to the Training Request Management module and how the task should be performed by a trained supervisor or manager. These steps involve creating and submitting training
requests for direct reports. Upon completion, the training will be automatically recorded in the system.

04. Objective

A Training Request - if not created or maintained properly would impact the following conditions:

I. The training department would not receive the request.
1. No documented training for the associate would be recorded.
lll. Associate would be insufficiently trained.

IV. Employee performance would be impacted.

05. Stopping Points

Always Remember: “Do It Right The First Time” Requests for training should be submitted promptly to guarantee that associates are properly prepared to carry out their job responsibilities.
@ Additionally, associates should undergo periodic refresher courses to maintain proficiency in their roles.

Stop: Do not submit training request for associates that are not under your direct supervision.
Stop: Remember to select the appropriate training category to receive all the relevant training subjects.
Stop: Do not leave a training request in "pending” status.

EEC URL:
) https://eecsystem.com/login.aspx

Page 1 SOP_Training Request Management_35.22


mailto:don.bolivar@jlahome.com

06. Login and navigation

Step # Task Description

and your own unique password into the Password field
Step 1

Click the OK button

Log into the EEC webpage by entering your valid company email address, into the User Name field

Example Guide

-
& E&E Co,, Ltd

Who We are ..

Step 2 Click the Resource & Training Videos module

' W, EEC Communications

- *  Resources & Training Videos ’

=]
»- W', Administration
»- W', Manufacturing

Click the Training folder

EEC System US Menu

r- W , EEC Communications
-~ , Resources & Training Videos
f 3

&) Training Video Review
&) Training Request Mgt.
&) Training calendar
] Training Class Tracker Repori

Step 3
Select the Training Request Mgt. menu page
Step 4 Expand the web page by clicking the directional arrow

EEC System US Menu ||+ g P Neors dmsmvardjeunean

: : S 3
Status: | Language: v ;l:dir.wing Dag !i]
Treining Training . :
et V) Suect: w| Training Rearn:
Emal:

Training
Date Time Slots | Training Roam
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7. Creating a Training Request

Step # Task Description Example Guide

VA naswort welcome: denbolharjiteme.com B v

Lozation: W0 v Department: v|  Training Date Start: C
Status: V| Language: v/ Traiing Date End:

Step 5 Click the New button —_— —_—
Trainiry) Category: v Training Subject: v Trining Room:

Email

Triting
Lota | TriningSubjedt  TrinigBoars  Date | TimeSols _ Trinng Room Asigped Users Lungusge Department | §

Tl Reest Wt

: v b a TN
. . .. . Tria - I [ —
Step 6 This will open the Training Detail page L T T Dl Taghen:

T s 1]

Step 7 Select the appropriate Training Category from the drop down list

In this example, the EEC Skills App selected from the Training Category drop down list, which will

result in a list of scanner applications relevant to the training subject area
Step 8
Select the appropriate Training Subject from the drop down list
) Note - the Training Hours field will auto populate for the amount of training time for the selected
subject matter
Step 9
Select the trainees assigned Department from the drop down list
— C2 m
(i
Step 10 Select the trainees default warehouse location from the Location drop down list
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Click on the calendar icon

Step 11
Select the requested training date by checking a date on the calendar
W) rowil  Veune dnvhargjeanean B o
‘Traiing Detall
Type in the appropriate training area into the Training Room field, ex: SV2 Training Room, SV3 Wi ) Taing S e v B
Conference Room, H3 Training Office : —
Lo 0 B
Step 12 pm B Taing Ror: L . o —
Trairing Hours: " ‘HMI‘\L ”I Bl
. . . V| St
Click the icon next to Time Slots Mmmmz —_— :
The training room time slot box will display
Step 13
) Note - an unchecked box next to the increment time slot indicates that the time slot is available
Check the box next to the requested time slot
Step 14
Click the OK button

Step 15 Select the trainee's language from the Language drop down list

Step 16 Click the icon next to Assigned Users

i e |
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W3 pasword  Welcame: don hobvergjihume.com B ot
[ ’ ’.
. . . i y
The Assigned User box will display e et 2
3 hsiped h
TR o 57 Page nombes 128 P 0 e <<€12345678010.>» 1 |p|
:
Step 17 Type in the trainees email address into the Email field or type in their name into the User Name field gt Pl s 0
i n ] abivosdsediguergtiston Ml Rodigen
(0 s permbetm Guepstouse com Adian Pembaron
aira.danzaiwrehos on Adizra Vilruea
Click the Search button i ik
U akferdks bacemaBstiph.com Nejanira Bexama
(0 o Gy o M Doy
() iy prcres e M Dl
I V0 pessrod otume: donbelvarsheme com
The user will display at the bottom of the page
Locaton: W
s lerere: [ | 12
. 1 dsied
T Cteur: i | .
Step 18 Check the box next to the users email address - S e e «<>» [ 3]
- m :
B st oiipestiygion i g
) Note - multiple trainees can be selected by entering their email address or their name and checking
the box next to their email address

) Note - a number will display in the field next to Assigned Users signifying the number of trainees Taing St Htancanz kp v
assigned for the requested training = —
e 51
2
Step 19 2 Traing oo ST fan
Trahirg firs:
Click the Save button v S
Mem:m‘heﬁ:\z
A Save success message will display at the top of the page
Step 20

Click OK

Step 21

Note - Pending will display in the field next to Status signifies the training request is in "Pending"

status allowing for any required modifications to be made

The request in "Pending" status can also be seen on the Training Request Mgt. web page.

Eurthermore it should be noted that the training request has not be communicated to the Training

Department when it is in "Pending” status

Y2 ol Wetne dcbiangefone cm B i
— !
Training Cekegary: EEr #Ita»tme Hp
| Lok
e —— Treining Room:
Traiving Hours:
v| S
Locain | Traiing Sabiect Mtendsnce Usess: L
W bt Vo deobaratime B i
Training Request Mgt.
Locaion s ¥ Degatment: v Treing Dotz St 2
Stabs: v Lanquage Training Detz Enc:
Training Cabegory: | Treiing Subject: v Training Room:
Enei:
i) i)

items:1 Page mumber: 1 Pagil: 30 itams (ESPN]

Doatin | TramingSubjeet  Traing Bowrs | Treiing Date | TimeShots  Traning Room i
S M p %] A 090-03) S TaningRooen i roipizipL.oon B Taniy Py doloha@jionean 161
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) mson &‘mpﬁ

Traring Request Mgt {Traiing Del !

Wetame: den biberEihenecom

ETmnru Cazgury Einw | Triing Sufject #Itmﬁme Hp v E
it | e ¥ Lot 50 C E
" ) 1 =]
Step 22 Click the Submit button to request the training [P L Tain D 3 Ty o SNy
el _
| mesis: / i
= i B oo |
Lanquage: v S
[ hew m Sutmit
A Submit success message will display at the top of the page
Step 23

Click OK

Note - Pending Review will display in the field next to Status signifies the training request is in
"Pending Review" awaiting further review with the Training Department

Trairing Hours:

Step 24 The request in "Pending Review" status can also be seen on the Training Request Mgt. web page.
Degatrest: Titing etz St B
Stts: Lmgepe Traning Dz Ent: B
i v|  Trining Subject: ¥ Trining R
il
E ber
liems: 1 Page number-{/1. Pogiral: 30 ites
Trititgabjet | ToingFows | TiigDee | TneSis  TriningBomm Al T .
o iz A k] el Room i rodipriitipham bos Ty Pending  dend rra‘nrn[r
feien
Request a training:EEC Skil-App on 1/26/2024, (Bl D ko ae
(] nmahhmem TR Y
ardblckum, me, sebastanarivez
Step 25 An "Request for Training" alert email will be sent to the Training Department for review Tmnmg Tine | T
Slofs| Room Eeh
0o 82 120 o]
Afengance Pending
s , 18200 - Training 1 Englsh  Traiing R * don.boiivarGilahome com B:0429 | don bolvargjlahome. com 6:06:4
! sz
i 740 fom " AM

8. Training Department Review process

Step #

Step 26

Task Description

Training Request "Declined"”

The Training Department will review the training request. Note that the request may be denied due to
scheduling conflicts. If declined, the Trainer will email the requestor informing them of a scheduling
conflict and to resubmit the request for another date or time.

Click the Decline button

Example Guide

m Peomrd elome: d befvarjaton on

B i
N

_Tmmm&rts'nw EEr S V| Triing Sujet: mmmﬁu
it | v L ¥ Lo W v E
» ) [ —_— = N
[=EE ) Treiring Dete: = Tririg Roam: SV T o
Ere: I =
Tine S / Traring Hours:

lams v mx
Lt Tring st :‘mﬂ'eclbersf ’ n—

\h-lqmm | Dedie | b |

o [#ai F o |

[1~]
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Step 27

A Declined success message will display at the top of the page

Click OK

>

Note - Declined will display in the field next to Status signifies the training request has been denied

¥ vevrt ko, stz on 0
Loceie: N g Catauy: Taing St MenceAp v 5]
St | gt e 51 v -]
(G g b B g o Stigian
il _ .

) = Time S S
= Tine Sis:| /| Traiing Hours:
Langeage: . P v Sh .
JPTTRIS OE sied Uss:| /| ] el
[ b || sy

Step 28 The request in "Declined" status can also be seen on the Training Request Mgt. web page.
®) tmt oo ddartioocon B
Traning Reques Mot
Locaion: & | Deparment v Taning Dafe Stat: [y ||
s v L ¥| o Date Eni: ]
i | Teiring Subjct | Tairing Room:
Emel:
™ ot | b |
e Foge umbes: 1 Fegine: 3 fems
Trinng bl Triigoars ToingDae Toe St | Trinng oo
S0 by 030 UYNN -0 90 T e e et o
The Training:EEC Skil-App on 1126/2024 s Declined, (&) » o g0
[} noreply8ahome.com [omintsag) ff &
v o= ahimee rodriquez »
Step 29 An "Declined Training" alert email will be sent to the requestor Traiing | Teining | Tme | Tining | Assigoed » Uptate
Subject | Date |Slots| Room | Users &3 L Date
— 70 |§v2 2820 18204
v} " 16202 - [Training 1 Engish  Treining  |Decied don.bobver{Bjehome.com 0428  don boliver@ifahome.com 60647
= 730 fom Al AM
)t o anbivgidoncon B o
Training Request "Approved"”
Lot W g Coory: Sk V| Trling et Atendance App B
it || D Ty Lo 9 v B
Step 30 | The Training Department will review the training request. If there is no scheduling conflict, the request | |EEY o . STk
will be approved. Erel: —
U / A
(i Tive o | g s Q@@
.- - -
Click the Approve button Licaion  Traang ubjet : = o = s CraieBy
it |3 e | s | e | Qo
Approved success message will display at the top of the page
Step 31

Click OK
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V) bl Veme dndoigiBunean m Lok

Locon: " V| Deaimet: V| Traning Deie Siart:
Krils Aped V| LgegE v| g Dete End:
 Tiing Category: V| Trdning Subjec: v| g Reom:
Step 32 The request in "Approved" status can be seen on the Training Request Mgt. web page. o R
£ b (s ) | T e |
fams Bgeoumber. P fems «<>n [ [u
Titgors Trigse oS Traing R ATy lope Dot | o b
5 1] [0 18-0830 52 Tering Poom el o com g Tang foomed G DMrjorecon
The Training:£EC Skil-Agp on 112612024 is Approved, (eed) D et a0
(] noreply@]lahome.com SEAN (mintea) &
o aieelodnpuez »
Step 33 An "Approved Training" alert email will be sent to the requestor

| Training | Taining | Time | Create Update
i Tl o] e [ w0 [

- 0500 §v2 1204 108204
S :U " A - [Training 1 Engish  Tanng | Approved con.boivrizhone.com 61341 - don.bolivarahome com 1345
30 Foon A Al

9. Training Calendar

Step # Task Description Example Guide
EEC System US Menu
Once the training request has been approved, it will display on the Training Calendar I
ning Videos
Click on the Resources & Training Videos module
Step 34 WMS
Training Video Review
Click the Training folder Training Request NV
Training Calendar
Select the Training Calendar
o = — B ]
January 2024 L
Expand the web page by clicking the directional arrow , . . . .
Step 35 The Training Calendar for the current month will display all approved training on the respective dates
Click on any of the training time periods to display the training detail
= 3anuary 2024 ’ [~ —
) — : - -
The Training Detail page will open displaying all the specifics of the training: category, subject matter,
department, location, training location, scheduled date and time, language and number of assigned i = -
users or trainees - . .
Step 36

Click the icon next to Assigned Users

s Tk ave.

Page 8

SOP_Training Request Management_35.22



Step 37

The Assigned User box will appear showing a checked box next to the assigned trainees email

address

10. Training Department - Completed Training process

Step # Task Description Example Guide
EEC System US Menu 2 bt Welwne: donoliarjarumecon B o
1N, EEC Communications Trelning Request Mgt
Once training has been completed, the Training Department will complete the approved training. N Resources b Traning Videos  [HIE ] V| Deprtment " g;ing Date ﬁ'ﬁw—
. § Training Date \
Step 38 s vILe ) et
Training Training . !
Return to the Training Request Mgt. menu page, located under the Resources &Training Videos Subjct: v Taighoon: | |
module, Training folder
Training
Dae | TimeSlots  Training Room
Expand the page by clicking the directional arrow at the top of the page E\ s
Trairng Request Mgt
Select the appropriate warehouse location from the Location drop down list o e O
Stafs W i
 Traiing Categury: | Traning Room:
Step 39 Select Approved from the Status drop down list —
[ e s | F Bl
Click the Search button ienc] Fuge rmberL. Poginel 30 kems. «<d>n | |p|
i aghay Taimglie ToeShs  Trbighoa Asigud s Lo Dot | Stis
Place the cursor under the Training Subject and click to open the Training Detail page R ) 13 WS (B00- 0830 SV Teing oo sined oippsihom Bus Ty Apoed dniidioenn f
%) Feswrd Wtz dnbdargnzaon B
i —
5 g ey 3 | TaiingSubjet: Mendince Mgy v B
Depatmet: ¥ 5 v 3
=
= Training Dake: = Treiing Room:
Step 40 Click the icon next to Attendance Users on the Training Detail page —
| Time Shts: i Trering Hours: HE@
"
et menmecyt fg TF || _ | «<>» i o)
Aasinet s | Mendince e/ |
- o T ™
SN iy Pljdonecn (5N
e o |
eparty €l rer M L
Tirme s ]
Langua |
| Assigne| [ aalivah adamsiships.com Aaliysh Adarms. |
[ o] () sbimost odiguceiishis com PP r——
[ —————— Ackin Perterton
N . ) adriana villanueva @warehouse.com: Adviana Villamena
Step 41 The Attendance User box will display E Ty e vnker

(0] aleferidra becesroships.com

(0] e demery shiod com

[ akox doyle@worchouse com
[P ————
[

(0 aexanden carter mwarehouse.com
(0 lexanchie, genzoier Gwerchouse.com
[

(] afredovmsquazevarshouse com

Alejandra Becerra
Alex Demery

Alex Dayle

alex Garvin

Alex Gonzalez
Aleander Carter
Alexanelria Genzaler
Alexds Ranwing
#lfreado Vosauez
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Step 42

Type in the trainees email address into the Email field or type in their name into the User Name field
Click the Search button

Check the box next to the attendees email address

Note - multiple trainees can be selected by entering their email address or their name and checking

the box next to their email address

Click the Assigned button

"l) Fassunrd

iekome: donbelierjehome.com

_
= c 7

I Training Reguest Mgt

Location: —

i fral: | I lene |19 [0 st 7
Training Cafegory: |ﬂ. m
|et Tiems:2 Fage number: /1 Paginal-20 fems G 1 ol =

[E New User Name

S -

atimeel i Hbimeel Roriguer

Looain | TraingSubel () i csrecaBsighcon Fatila Catanea

>

Note - a number will display in the field next to Attendance Users signifying the number of trainees
that completed the requested training

V) ot W inithasnean B o
T T —— N
i iy B

Detal
Cateery: V| TningSubjee: Mendance fgp

Depirtment:

g Dt
Step 43 - T :
S — — L
et i o [ [ |
s Fegemmber i feg 77 v IRk _ > [ o)
Click the Complete button Mtz e /|
Toetin | Traiing
5
- RS T
’ » o
- == g
e EEr—E—]
Complete success message will display at the top of the page m P
Step 44
Click OK
¥ ko Wmne andsbatisone o @ ige
The status of the requested training subject will refresh and can be viewed on the Training Request Taing et Mt
Mgt. module : _ —_— = E—
Loctin: 5 ”‘: V| Taing Date S z
Krig n (P13 Tring Detz End:
 Taing Caiegury: | Trining Sifject: v Teing Roum: -
Step 45 Select the appropriate warehouse location from the Location drop down list ot ’
£ Ner
Feme] Pege rumber 1 Fogiel 30 s
Select Completed from the Status drop down list Uain | Tag St Tanglows Tt TeSis It e s ;
fzce A ] NJEH 0330000 V2 Ty oo hiveel et com bl Tefing
January 2024
Step 46 The Training Calendar will also refresh and will no longer display the training that has been moved to : = I ” ) =

Completed status
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11. Recorded Training

Step # Task Description Example Gu

— o=

W™ , BP Tool-Ecom

Completed training will display under the Warehouse User List menu page

-~

.
.
.

Step 47 Click the Warehouse Management module
@ Warehouse User Maint
=] work skills
User Work Skill ’
Click the Warehouse User Management folder
Am Vielcome: don belfar ¥ ahame.com B ot
Warehouse User List
email: Jab Tile: ¥ | Certffcation: v
User Name: Work Department: v EEC Skills: v
Default Loc: v levl: 1- Entry Level v | Usersills: v
o — : - ‘ :
Step 48 Expand the web page by clicking the directional arrow Cotegory: | EECSkl-Ap ¥ | Agency ] stas e v
Items:496 Page number:1/10 Paginal:50 items

= Wholesale-

N - — — L — w o®
b - T p——— B topor

= T o

Enter the trainees email address into the Email field e

User tiame: - EEC Shils:

Default Loc: 1o Entry Lol - User Skills:

Cortiestion
Step 49 Select the appropriate training category from the Category drop down list = e H et Amit i
Fogs Ay rev 4| ¢
Ece sil-webpage -
O pabatuadd Equipment/ Pre Qualificat i i e e
Dattrmnbrms > S SupervsorTminng  Shipe 973202
) DO ) sy | P e o
Click the Search button e P T e
[ sl con  Amace Arenso D2 9% \moiessie  Snipe 12022

e R T ———

2 rssuond B Lot
Warehouse User List
Email: abimael rodriguez@ship8.com Job Tite: v Certification: v
User Name: ‘Work Department: A4 EEC Skills: -
Default Loc: v Level: 1- Entry Level v User Skills: v
. . . N : . . . . L Category: | EEC Skill-App v | Agency: v Status:
The page will refresh, showing a list of applications, with each applications corresponding training
Step 50 L o R ' Barcod
P completion date listed below it

Items:1 Page number:1/1 Paginal:50 items:

User Defaukl | Wark f
Name | Loc | TH Dopariment 840 Active Bin Add lem
(audit bin (it bin
w) | aw)

O mimm.mw@gg.mm;i';?ﬂsvz SupervisorTraining  Ship§  07/03/202307/03/2023 01/26/2024 10/12/2023 06/29/202306/28/202306/20/202207/03/202307/03/20230

Management Approvals

By signing the below, you confirm that you have read, understand and approve the described procedures and standards to be the best practices.

Name (Printed) Signature Organizatio

Manager

Director

Executive

Page 11 SOP_Training Request Management_35.22



