Realtime Learning Orientation Guide
Sage Accounting Solutions software

Introduction

Realtime Learning is led by an instructor and is delivered online. All you need is a computer,
phone, and an Internet connection. When participating in a Realtime Learning session, you must
have WebEx software installed. This guide will help you prepare your computer for your Realtime
Learning session. If you have any questions during the set up process, e-mail
training.acs@sage.com. Include a phone number where we can contact you.

E-mail Communications

You will receive an e-mail confirmation for each Realtime Learning session for which you
registered by the end of the week prior to the scheduled session(s). Each e-mail has a link to
download any related course materials and to Sage Software University, where you will join your
Realtime Learning session through your profile on “My University”. Please save these e-mails.

Joining a Realtime Session

Complete the following steps to join a Realtime Learning session.

1. Using the link in your e-mail, download the course materials. Be sure to save the document
before trying to open it. It is recommended to print the curriculum for reference during class.

2. Approximately 15 minutes before the scheduled start time, join the WebEx session.

a. Open a Web browser and go to http://www.sagesoftwareuniversity.com/acs.

b. Click My University.
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c. Enter your username and password, and then click Continue (if prompted).

User Name |myusername |

Password |--...--. |

|®?r.‘.sr.!t| |@Curtrm_

N/

NOTE: You may bypass the log on prompt and be taken directly to your profile.

d. From your profile, click Join Realtime Session next to the session name.

GEL L Past Contact Information

Registration Number Course Name Location Status

11122233 44 55 Sage Software Course Name Realtime Learning (Cnline) Confirmed
_ Q-July-06 - S-July-06

Full Details 111548 - 1:30PM Mountain
Cuestions Standard Time (US & Candada)

e |

C2BE5ES7  =xA021 De

Class Marme

Audience Password:
*password”®

Audience Audio Infarmation:
[955) 955-5555 Conference
Code #1234567850

Cancel

3. Approximately 10 minutes before the scheduled start time, join the teleconference using your
telephone to dial the toll-free teleconference number and participant code included in your e-
mail confirmation. You will be able to hear the trainer and ask questions during your session.
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Installing Required WebEx Software

If you experience difficulty with WebEX, please make sure your computer has the latest WebEx
updates. We recommend you complete the following steps before you try to access your
Realtime learning course to resolve technical difficulties before class.

NOTE: You need local administrator rights to be able to install programs on your workstation.

1. Open your Internet Explorer and go to https://sagesoftwaretraining.webex.com/. You will see
a list of meetings.

2. From the left navigation, click the arrow next to Set Up under the Training Center options.

The list of options expands.
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3. Click Training Manager.
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The Setup Training Manager screen appears.

4. Click Setup.

Set Up Training Manager

Ta patticipate in fully interactive training sessions, you must first set up
Training Manager on this computer. This one-time, automated setup
usually takes

M just a few seconds with a high-speed Internet connection
W several minutes with a slow connection

If you plan to use rich media such as audio, video or Flash in the
session, you can first verify your rich media players.

To set up now, click Set Up. If you prefer to set up later, click Cancel.

[ et U@ [ Cancel ]

WebEx will install software required for interactive training sessions. During this process the following
screen appears. Do not close this screen or click the Back button. The wait time depends on your
Internet connection.

One moment please...

&)

5. If the setup is successful, the following screen appears. Click OK.

Setup is complete

You have successfully set up Training Manager on this computer.

&

PUWERED
Y

NOTE: If the WebEXx installation fails or you need assistance, please contact WebEx Technical
Support at 866-863-3904 or contact Learning Services at training.acs@sage.com.
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