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Guided Tour of the A4TD Training Portal

1. Access the new A4TD website: Inthe
address box in the upper left corner of your

search engine type www.A4TD.org

= (2 www.adtd.org/ Lo~

File Edit View Favorites Tools Help

2. The Home Page of the new A4TD website: Notice rotating photographs and the navigation menu on
the left side. At the bottom is the link to “Your Training Portal”. Click on this to get to the Portal.
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> Before entering the Training Portal, take a look at other features of the website including:
Language selection

Magnifying Glass

Menu Options (left hand side)

Ask A Question

Calendar

Social Media Post
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3. The landing page for the Training Portal prowdes links for two areas: a Job Board and Resources.
» The Job Board currently under ==
construction has no content. i
Eventually it will contain AA'TD
current job postings that have
been posted by employers for
SCSEP participants.

> You will want to access the
“Resources” section by left e -
clicking within that box. O e S ARk

PORTAL »
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http://www.a4td.org/

4. When you click on the “Resources” link you are brought to the Training Portal Log In area.
» YoU'll see the heading
“Protected: Resources” and the
box where you must enter the

For Workers ~

For Employers ~

Protected: Resources

N This content is password protected. To view it please ent
password. Partners
Policy & Legislation Password: ‘ Submit |
» The password is “a4tdtraining” - News & Events -
one word and all lower case. @ Contact Us @® cal
YOUR
. TRAINING
» Click on SUBMIT. 0 PORTAL » oL _——

hd We are an equal opportunity employer / program » Auxiliary aides and 4

5. You will land on the Portal “welcome” page. Notice the list of topics; these are all active links.
» Program materials: from here you can print out a timesheet or job search activity log.

Protected: Resources Program Materials
Welcome to the A4TD training portal! Our goal is to p These are frequently used materials
smployment We hope these resources are helpful as Mature Worker Specialist! We are he
| Program Materials Jl Participant Timesheet
Network to Work Materials Participant Terms of Enrollment
Job Readiness Training Payroll Schedule VT
Computer Literacy Payroll Schedule CT
Financial Literacy and Assistance Participant Orientation Handbook
Industry Certifications Job Search Activity Log

> NOTE: Documents such as the timesheet may open up in a separate tab. You will need to click
on the first (left) tab (in this case, the “Program Materials — Vermont” tab) in order to return to
the Training Portal. The timesheet is open in the second tab (vermontassociates.org.).
o If you close the second tab by clicking on the X, you will also be brought to the Portal.

pntassociates.org/wp-content/uploads/sites/29/201 p ~3 @ vermontassociates.org

1

te.. B Shelbume, Vermont (0548.. |X|Welcome to IBM® Kenex..  Inbox - a4 ent.. & Ki Wave |w|VTrans 511 Event Listing &) Sign In

Help

Associates for Training & Development - SCSEP Participant Timesheet

[Plezse FAX Timesheet to: 800-801-1531 or Scan & email to finance @z4td.org Due the last Friday of the 2 week Payroll cycle by 4pm.|

|Participan| Name: Host Agency Name: |

A= 13 + <)
OFF-SITE

TOTAL | HOST AGENCY TRAINING
DATE HOURS | TRAINING HOURS HOURS EXPLANATION of OFF-SITE Training Hour Activities (Column €)

Monday / /

[ Tuesday

6. NAVIGATION: To go from an interior (sub) page like “Program Materials” back to the “welcome page”
and master list of topics you will need to use your back arrow in the upper left corner of the screen.
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>  You can also click on “Your Training Portal” on the left
menu. This will

05 X Welcome 10 BME Kenex. Inbox

) take you to the
il Portal’s initial
e [ landing page.
. »  Then click on the

link to the
: “Resources” area.

»  You shouldn’t
need to re-enter the password.

7. Other Resource Topics

> Network To Work materials: Protected: Resources
o Includes meeting schedules, agendas, and resource materials i Ve b e sty e
o NOTE: We want you to go online and review the agenda and et
. . . Network to Work Materials
Resource materials prior to the meetings. job Raadiness Tralning
o There’s an archive of resource materials from past meetings as well. Computer Literacy

Financial Literacy and Assistance

> Job Readiness Training materials — this section is rich with very helpful materials(ifrgge):
o Resources about cover letters (image)
o Resume information
o Short videos with interviewing tips (image)
= (NOTE: demo a video and the controls — image)

iools  Help.
be- B shetoume, vermons 0348, X 1o M Kenex. - o . Interviewing
< . - Cover Letters T e T T
| ] J°b Readiness Trammg A cover letter is an important part of a job application that can make a big impression, g
D Cover Letters concise and courteous. They express your interest in the position, explain why you are + Article: How to Answer 7 of the Most Common Interview Questions
[ Resumes your resume. These resources will help you craft a quality cover letter pain-free. * Video: Seling YourseN in an Incerview:
=
L Interviewing + Article: 6 Real-Life Cover Letter Blunders to Avoid :
Sesrching for jobs Qnline + Article: How to Keep Your Cover Letters from Landing in the Trash
“:L Applying for jobs * Article: What to Avoid when Designing and Writing a Cover Letter
Finding a Job - General + Example: Here's a great cover letter template to get you started * Video: Job Interview Tips - Questions and Answers
O >
@ cContactus (4 x

Finding a Job
Finding a job can be tough, but we are here to help. These resources speak to the process of finding a job in general,
very useful in getting started.
* Web Resource: Tips for Older Workers
* Online Guide: AARP Foundation Worksearch Information Network, Five Steps to Getting Started
* Webpage: Writing an Elevator Speech
* Article: Use Your Age to you Advantage
* Videos:

Tips for Job Seekers

Tips for job seckers: Adwice for mature & expenenced workers pt. 1

G ‘

o Videos for searching for jobs online and webpages about applying online for jobs
o Finding a Job —General (image): good advice for mature and experience workers -
= A web resource of tips for an older worker
= A webpage to guide you in writing an elevator speech
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= An article about using your age to your advantage

Knowledgs

Associates for Trail

> Computer Literacy: If you need assistance remembering @ » ssocates
how to navigate the KnowledgeWave Learning Site or how to GETNAVE ot Knowecgen

will offer a variety

access the KLS assessments' you should go here — self-paced learners and combines video, user manuals, a

Once participants are enrolled into KLS they are provide:
brings a participant directly to their dashboard which prg

> Financial Literacy and Assistance: Upon completing a topic, a participant will receive a Certi
oy . N Below are some resources regarding KLS usage for SCSE|
o Inaddition to employment-related topics, we've added to schedule a time for a demo presentation
these resources to help you learn more about: LS Ovenvew and Tutordt
. KLS Quickstart Guide
- Cl’eatlng a budget KLS Video and Assessment Guide
=  Money management KLS One Pager
=  Protecting yourself from scams
= Elder fraud

» Finally, there’s a link for Industry Certification resources:

o Ifyou are interested in getting your ServSafe certification, the link here will take you directly
to the website and all you need to get started.

8. No need to log out.

> When you are done using the Portal, simply select another area of the AATD website to review,
or just close the website.
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