Learning Management System (LMS)

Dispute Resolution LMS User Guide

FINRA offers subject-specific online training modules to help you maintain your skills and stay current on
developments in FINRA's dispute resolution program.

The FINRA Learning Management System (LMS) allows users to purchase and access e-learning courses,
take post-course assessments and track completion status. This guide provides an overview of the FINRA
LMS system functionality.

If you have any questions, contact FINRA at (800) 321-6273 or email education@finra.org.
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FINRA LMS: Dispute Resolution

Web Browser Requirements

The following are the minimum Web browser requirements to access FINRA’s Learning Management
System:

e Microsoft Internet Explorer 7

e Microsoft Internet Explorer 8 (recommended Internet Explorer version)
e Firefox 3.6

e Chrome 4

e Safari 4 (2H 2012)

In addition, the pop-up blocker should be disabled on your browser. To disable your pop-up blocker:

If you use Internet Explorer:

1. Click Tools > Internet Options.

2. Click on the Privacy tab at the top of the window.

3. Uncheck the Turn on Pop-up Blocker box to disable the pop-up blocker.

If you use Firefox:

1. Click Settings.

2. Click on Content icon at the top of the window.

3. Uncheck the box Block pop-up windows box to disable the pop-up blocker.

If you use Chrome:

Click the Chrome menu on the browser toolbar.

Select Settings.

Click Show advanced settings.

in the "Privacy" section, click the Content settings button.
In the "Pop-ups" section, click Manage exceptions.

Add learn.com in the hostname pattern field.

QUThWN =

If you use Safari (for Mac users):

1. Click Safari > Preferences.

2. Click on Security at the top of the window.

3. Uncheck the box Block pop-up windows to disable the pop-up blocker.
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FINRA LMS: Dispute Resolution

Common Terminology

In this section, you will find common terms used throughout FINRA’s Learning Management System.

Term Description

Assessment A true/false or multiple-choice exam taken upon completion
of an online course. Assessments are designed to help the
user review material and evaluate knowledge retention.

Category A category is used to arrange training items in the LMS and
can be used as a filter when searching for online courses in
the Catalog.

Course A Web-based training module.

Learning Plan A Learning Plan in the LMS is a method of packaging and

assigning training to users. All online courses in the LMS are
packaged as Learning Plans. In order for a user to launch a
course from the Catalog, the user must first map
themselves to the Learning Plan.

All Learning Plans mapped to a user will display on that
user’s Current Learning page.

License Expiration Date Dispute Resolution courses do not have an expiration
date. The expiration date applies only to purchased
courses.

Courses are available for access for 365 days from the date
of purchase. After 365 days, a new license will need to be
purchased to regain access to the course.

License Key A number that is generated for all course purchases. Group
users will need to enter this number (provided by their
group training supervisor) before launching a course.

Mapping Mapping is a concept in the LMS that refers to connecting
courses and users in the LMS. Mapping a user to a Learning
Plan is the equivalent of assigning a course to a user.

Once the user is mapped to the Learning Plan the course
will display on the user’s Current Learning page.
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FINRA LMS: Dispute Resolution

Log into the Learning Management System

1. Access the LMS at https://finra.learn.com/disputeresolution

2. If you have an existing LMS account, enter your username. The initial password is Welcome.

3. You will be prompted to change your password in accordance with the following requirements.
Passwords must include all of the following:

e An uppercase character

e A lowercase character

e A number

FINRA Arbitrator Training

Please Login

Username:

Password: .
If you are not yet registered

click here to register now.

Forgot password?

4. The first time you log into the LMS, you will be required to create three security questions and answers.
These questions will be used for the password recovery process should you forget your password.
e Enter your three questions and corresponding answers.

e Click the Save button.

Password Recovery Questions

¥ Instructions

= You are required to define the following number of questions and answers: 3
» When you are finished, click "Save

¥ Questions
Question Answer

1 What is the name of your first pet? Answer
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FINRA LMS: Dispute Resolution

Log into the Learning Management System (Continued)

Self-Registration

1. If you do not have an existing LMS account, select the click here to register now hyperlink.

Finra p

FINRA Arbitrator Training

Please Login

Username:

Password: .
If you are not yet registered

click here to reqgister now.

Forgot password?

2. Enter the required information marked with a red asterisk * and click the Next button.
Finra v

Register

In order for us to customize your experience
you must choose a user name and password to identify yourself when you return

+Username:

Usernames must contain only letters, numbers, - (dash), _ (underscore), @ (at sign), or . (period).

+Password:

Must be between 4 and 12 charaders in length.
+ Password
Again

{For verification)

First Name:

Last Name:

Street 1:

Street 2:

City:

State/Province:

Postal Code:

Country:

Day Phone:

Email:

Middle Initial:

Firm Name:

Firm CRD
Number:

Arbitrator
Number:
Fields marked with a = are Required..
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FINRA LMS: Dispute Resolution

Log into the Learning Management System (Continued)

After you enter your security questions, you will be directed to the LMS home page.

Finra p Welcome,

FINRA Arbitrator Training Help | Contact | Logout

Current Learning Learning History | | Course Catalog My Account

.\‘f‘!‘.‘:
%% No items in cart ‘ - -

Welcome to the FINRA ?/ - ' .
Learning Management System - .

Feature

If you are completing your Basic Arbitrator Training Program requirements and need to register for an onsite or live
video training, please visit FINRA's training pages on FINRA org to view the schedules
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FINRA LMS: Dispute Resolution

About the LMS Home Page

The FINRA LMS has five main areas: Home, Current Learning, Learning History, Course Catalog and My
Account.

About the Home Page

1. Click the “Current Learning” button or tab to view courses purchased and/or courses currently
assigned to you.

2. Click the “Learning History” button or tab to view a list of courses you have completed.

3. Click the “Course Catalog” button or tab to view a list of DR courses to add to your Current Learning
or other courses offered for purchase in the LMS.

4. View announcements about FINRA e-learning courses.

5. Click the My Account tab to change your password or modify your security questions. You may also
edit previously entered contact information.

Fnra”

FINRA Arbitrator Training Help | Contact | Logout

Current Learning Learning History Course Catalog My Account

\pasem
&B”No items in cart -
A

Welcome to the FINRA ‘;
Learning Management System

Feature

n If you are completing your Basic Arbitrator Training Program requirements and need to register for an onsite or live
video training, please visit FINRA's training pages on FINRA org to view the schedules
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FINRA LMS: Dispute Resolution

Access the Dispute Resolution Courses

1. From the LMS home page, click the Course Catalog button or tab.

The Dispute Resolution Courses display under the Learning Plans section.

2. Click the e button to map yourself to this course. Mapping yourself to a course associates the course
with you as the user and allows you to launch the course. The page will take a moment to refresh.
Upon refresh, the selected course can be launched directly from the catalog and will also be added
to your Current Learning page.

Course Catalog

To add a Dispute Resolution Leamning Flan to your Current Learning, click on the green plus sign

Dispute Resolution Courses

w Learning Plans

9 learning plans available, showing 1-9

Learning Plan Hame & Learning Plan Description Actions

1 _Ii_]ls.pgte Resolution: Basic Arbitrator g
raining

P Dispute Resolution: Chairperson Training @
3 Dispute Resolution: Civility in Arbitration =)
4 Dispute Resolution: Direct Communication e

Rule

Dispute Resolution: Discovery - Abuses
: and Sanctions &
B Dispute Resolution: Expungement =)

Dispute Resolution: Understanding the

+

7 Prehearing +
B Dispute Resolution: Your Duty to Disclose BE
g Revised Code of Arbitration Procedure e

Training
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FINRA LMS: Dispute Resolution

Access the Dispute Resolution Courses (Continued)

1. Click the plus sign to open the learning plan details.

2. Click the course name hyperlink to launch the course or assessment. You should review the coursework
prior to launching the assessment.

Course Catalog

To add a Dispute Resolution Learning Flan to your Current Learning, click on the green plus sign

Dispute Resolution Courses

+ Learning Plans

9 learning plans available, showing 1-9

Learning Plan Hame & Learning Plan Description Actions
1 Dispute Resolution: Basic Arbitrator Training e
2 = Dispute Resolution: Chairperson Training
Course Hame Course Description Actions

Assessment DR-
Chairperson Training

Dispute Resolution:
2 Chairpersaon Training

(I

3 Dispute Resolution: Civility in Arbitration B

4 Dispute Resolution: Direct Communication d
Fule

5 D|5put_e Resolution: Discovery - Abuses and e
Sanctions

B Dispute Resolution: Expungement =)

7 Dispute Fesolution: Understanding the e

Prehearing
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FINRA LMS: Dispute Resolution

Current Learning

On the Current Learning page, you can view courses currently mapped to you via a Learning Plan,
courses in progress and any FINRA e-learning courses purchased from the Course Catalog:

1. Learning Plans displays courses that are mapped to you. If you have purchased a course, the
course will display in both the Your Purchased Courses and the Learning Plans sections.

2. Your Courses in Progress displays a list of online courses you have started but not yet completed.
Click the course title hyperlink to re-launch and continue taking the online course. The system will
bookmark where you left off and you may resume the course from that point next time you log in. To
print the course, open the PDF version by selecting the printer icon on the title page of the online
module.

3. Purchased Courses displays a list of courses you have purchased from the Course Catalog.

Current Learning
This page displays courses you have selected but not yet completed, and courses you have purchased. All available

training can be seen through the Course Catalog

Dispute Resolution Courses

¥ Learning Plans

1 learning plan available, showing 1-1

Learning L ;
Learning Plan Name & Plan Due Plae;la:jlllant?ls
Date
Dispute Resolution: Chairperson Training NA Incomplete
Show Legend
Your Courses In Progress
1 record available, showing 1-1
Expiration
Title Date Started Last Viewed Percent Complete Score pDate Actions
Dispute Resolution: 10/30/2012 222 PM 1073002012 222 PM - NIA NIA =

Chaiperson Training  (GMT-05:00) (GMT-05:00)

Purchased Courses

M Products
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FINRA LMS: Dispute Resolution

Learning History

On the Learning History page, you can view completed online courses, assessments and evaluations.

1. The Dispute Resolution Courses table displays all completed Dispute Resolution Learning Plans. The
Learning Plans are considered completed once the assessment is completed.

2. Your Courses Completed displays all online courses you have completed and allows you to re-launch
a completed course in Preview mode or begin a new attempt.

If you have completed a course and wish to simply review the course, select Preview Course. Preview-
ing a course will not track a new course completion. Selecting New Attempt will track a new course
completion for the previously completed course. The LMS will take you to the beginning of the course.

What would you like to do

O @

Mew Preview
Aftempt Course

You have previously completed this course

2. Assessments and Evaluations displays all completed assessments and evaluations associated with

an online course.

3. To view and print out your course completion certificate, click on the Display Completion Certificate

icon under “Actions.” E]

Dispute Resolution Courses

» Learning Plans

1 learning plan available, showing 1-1

LETITIT Learning
Learning Plan Name & Plan Due Plan Status Actions
Date
Dispute Resolution: Chairperson Training NA Completed E
Show Legend
‘ Your Courses Completed
You have not completed any courses.
‘ Assessments and Evaluations
Title Type Date Taken Score (%)
Assessment: DR-Chairperson Training Assessment 11712012 100
Copyright 2012 FINRA Version: 1.0
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FINRA LMS: Dispute Resolution

Purchase a Course or Library

FINRA also offers other industry-related courses for sale as well as the entire library of all e-learning
courses or industry scenarios.

1. On the Course Catalog screen, scroll down to the Courses for Purchase section.
2. Click on the product name or the Add to Cart hyperlink to add a course to your shopping cart.

To purchase the entire library of e-learning courses or scenarios, select the products named
*E-Learning Library or *Scenarios Library.

Courses for Purchase
H Filters
M Products
Primary Sot  Product Mame LT EGLY .
Secondary Sort Select SecondaySott  ~ @ W O Have a license? Click here to activate
39 products available, showing 1-89
] Valid License ]

Product Name . Price License Expiration Actions
*Library $45.00 o ¥ Add to cart
529 College Savings Plans Sales Practices $12.50 (\N] P add to can
AML Compliance Suspicious Activity -
Surveillance Part 1 $12.50 ™ ~~Add to cart
AML Compliance Suspicious Activity -
Surveillance Part 2 AL ™~ ~~Add to cart
AML Independent Understanding Your -

(Cnmnliance Obligations ) $12.50 ™ “~Add to cart

AML Institutional Customer Identification -
Procedures $12.50 e = Add to cart
AML Institutional Due Diligence for Foreign -
Correspondent Accounts $12.50 o “~Add to cart
AML Institutional Escalating Concerns of
Unusual Activity and Responsibilities for $12.50 Q ¥ Add to cant
Due Diligence
AML Institutional Exploring Mew Risks 51250 (M) ¥ add to can
AML Institutional ldentification and -

Reporting Issues AL ™~ ~~Add to cart

AML Institutional Recognizing Red Flags $12.50 (M) ¥ add to can
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FINRA LMS: Dispute Resolution

Purchase a Course or Library (Continued)

3. Click the red X to remove an item from your shopping cart.

& Shopping Cart € Return to the LearnCenter
®
view cart pilling info place order confirmation
ltems Quantity Purchasing for

other user

9 College Savings Plans Sales Practices
cess period 365 days 1 [l b4
250

AML Independent Understanding Your Compliance Obligations
Access period 365 days ] b4
$12.50

Coupon/Discount
Code: Apply Update Cart Checkout

o

-

2
1

=]

If purchasing a course for yourself, skip steps 3-4. If purchasing multiple copies of a course for users
other than yourself (i.e., a group purchase):

4. Update the Quantity of licenses you wish to purchase and select the Purchasing for other user
checkbox. Only select this checkbox if all copies of the course are being purchased for other users. If
one of the licenses is for yourself, update the quantity and leave the checkbox deselected.

5. Select the Update Cart button.

6. Select the Checkout button.

% Shopping Cart € Return to the LearnCenter
o

view cart pilling info place order confirmation

Items Quantity Pu;tchhearsL:r;gerf or

AML Independent Understanding Your Compliance Obligations
Access period 365 days %
$12.50

CouponiDiscount
Code: Apply Update Cart Checkout

Have a license? Click here to activate
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FINRA LMS: Dispute Resolution

Purchase a Course or Library (Continued)

7. Enter the billing information for your credit card.

8. Click the Continue button.

. l'.N'I\l'\l

¥58 Shopping Cart
L]
view cart billing info

ltems

AML - Independents: Understanding Your Compliance Obligations
Access period 365 days

State/Province

Zip/Postal Code

/r@ Use a credit card N
BILLING INFORMATION
Full Name John Doe
= it appaars on your card
Street 1 000 Main Street
Street 2
City Rockville
Country [Selact one] -

[Select ong] ~
20850

place order

Quantity

€ Return to the LearnCenter

confirmation

Purchasing for

other user S
Mo $12.50
Subtotal
Total

Total

]
iy
=
n
=]

[Fr
gy
=
o
oo

Edit cart
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FINRA LMS: Dispute Resolution

Purchase a Course or Library (Continued)

9. Enter your credit card information (Card Number, Card Type and Expiration Date).

10. Click the Continue button.

Diner's Club - Visa - Discover - American Express -
MasterCard

Discover

M1 = 2012 - -

11. Enter the CSC code.

12.Click the I Authorize this transaction button.

Total Amount: $12.50

Card Number: 00000000000000

Cards Accepted: zi"e{'ﬁ":-\”ﬂ-ﬂimf-ﬁmeﬁmﬂ Express - Once the transaction is processed, you
asterCar . . . . .
will receive an email confirmation of the

10 ~ ) 2014 ~
purchase.

- .

John Doe -

000 Main Street -
Rockyville -
MARYLAND -
20850 -

If you purchased courses on behalf of
another user(s), the License Key
provided in the confirmation email
must be provided to the other users
in order for them to access the online
course(s).

email@email.com

The License Key will also display in the
Courses Purchased section of your LMS
Current Learning page for purchases

| Authorize this transaction made for yourself.
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FINRA LMS: Dispute Resolution

Activate a License Key

License key activation is not required for courses purchased for yourself. If you purchase a
course for yourself, the course will be immediately available for viewing.

If a course is purchased for users other than yourself (i.e., you selected the Purchasing for other user
checkbox during checkout), the license key for that course (product) must be activated for the other user
to access the course.

The license keys must be provided to each user by the purchaser. A license key cannot be activated on
behalf of another user by the purchaser. License keys are unique to each product, and must be activated
for the appropriate product.

For example, if a user purchases 10 copies of the *Library product. The purchaser is given one license
key, which must be provided via e-mail or other method to all 10 individuals you wish to provide ac-
cess to the library.

Purchasers must keep track of license key distribution. The LMS does not display the number of
used/unused licenses. If you need assistance with determining the number of used/unused licenses for a
course, contact FINRA.

To activate a license key, you must be logged in to the LMS.
1. Access the Current Learning page

2. Click on the Have a license? Click here to activate hyperlink.

Current Learning

This page displays courses you have selected but not yet completed, courses that have been assigned to you, and courses you have
purchased. All available training can be seen through the Course Catalog

Purchased | Licensed Courses

M Products

Primary Sort  Product Name ~ g ald
Secondary Sort SelectSecondarySot  ~ @ W) © (I (Haue a license? Click here to au:tivate)

1 product available, showing 1-1

Product Purchased - Valid License License Product
—_ Description Date _ License Expiration Key SKU
Communications
With the Public An
Introduction to EL-

123 123

Compliance 10/2372012 4 10/23/2013 28695349 ELC200
lssues for

Independent RRs
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FINRA LMS: Dispute Resolution

Activate a License Key (Continue)

3. Enter the license key.

4. Click the Activate License button.

Current Learning

This page displays courses you have selected but not yet completed, courses that have been assigned to you, and courses you have
purchased. All available training can be seen through the Course Catalog

Purchased / Licensed Courses

M Products
Primary Sort  Product Mame - @Y ekl
i B D - euUol Have a license? Click here to activate
1 product available, showing| License Activation x
Pr¢ =58 License Product
Product Name & —— = —==13= euuet
De|| Enterlicense key 41fC8785 tion Key SKU
Communications
F";'thdth'i,'ju?“c An [ Activate License ] EL
ntroduction to i _
Compliance 2013 28635843 g ooy
Issues for

Independent RRs

1 product available, showing 1-1

5. Click the course name hyperlink to launch the course.

Note: The course will now display on your Current Learning page under Purchased/Licensed Courses.

License Activation x

s

License has been activated. Click on any of the links below
to begin your training.

GEQ College Savings Plans Sales F'rau:tic:%
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