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The goal of the Linc University Training Guide
is to provide a better understanding of Linc University
offerings and navigation.
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Linc Service Site

To request access to the Linc Service Website, each employee will need to create a profile in
order to request login credentials.

This site gives employees access to:
e Important forms
e COMs
e Linc University (the online classroom requires separate credentials)

The Linc Service Login page provides the following troubleshooting options:
e Have your credentials emailed to you
e Have your password reset

Any other questions can be directed to bus.sys.support@abm.com.

Onboarding Plans

Onboarding plans have been established to ease the process of onboarding a new employee.
These plans are located on the Human Resources and Recruiting Tab of the Linc Service Site
and are organized by job class.

Confidential Operating Manuals (COMSs)

COMs detail the policies, programs, and procedures for operating a Linc Service® business.

The COMs currently consist of seven sections (consisting of 12 Manuals).
1 General

2 Sales & Marketing

3 Operations — Volumes | and Il

4 Business Systems - Volumes I, 11, lll and IV

5 Personnel - Volumes | and Il

6 Professional Development (Training)

7 Energy


https://www.lincservice.com/Pages/default.aspx
https://www.lincservice.com/Contractor-Login/Pages/CreateLogin.aspx
https://www.lincservice.com/Contractor-Login/Pages/default.aspx
mailto:bus.sys.support@abm.com
https://portalexternal.thelincgroup.com/abmfranchisinggroup/lincservice/HR/onboarding/SitePages/Home.aspx
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Linc University

Linc University is a repository for all educational content provided by Linc. Due to the wide
variety of educational content, Linc University has two parts:

1. A main webpage on the Linc Service Site that houses information, resources, and

educational opportunities that cannot be housed in the Learning Management system.

2. Alearning management system that houses e-learning courses, webinar sessions,

classroom training registrations, degree programs, and the course catalog.

This two-part structure is why you will need two sets of credentials to access all of the content
available to you through the training department. The main webpage will use your Linc
Service site credentials, and the LMS will use your email address and a password of your
choosing. On the main Linc University web page you will find:

Yearly Training Calendar

Instructor led Training information pages
Executive Education

HVAC Technical Trainings

Soft Skills Training

Campus Information

“‘Ask a Joe”

Summits

Microsoft training

The following resources are accessed from the LMS found at LincUniversity.com:

Degree Program Information
Classroom Training Information
Course catalogs & job title catalogs
Enroll in training
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LincUniversity.com: Loqgin Instructions for Existing Users

First, navigate to https://www.lincuniversity.com. If you had an account on the old Learning

Management platform (Flex training) your account has

been transferred and there is no need to make a new
account. Click “Sign in” at the top right of the page and
follow steps 1-5 on this page. If you have never had a
training account with Linc University, proceed to the next
page of this guide.

1. Login using your business email as the username and
Welcomel as your password. If login is not successful,
please contact training.coordinator@abm.com to ensure
we have the correct email on file.

2. Iflogin is successful, you will be asked to accept
the privacy policy.

3. You will be required to answer a few questions to
complete your training profile. Choose the most
appropriate category for “Linc Primary Training
Category” as this will determine what courses are
automatically assigned to you upon entering the
university.

4. The platform will then have to reload in order to save

your changes. Select “yes” and hit “Confirm.”

5. Finally, you will have to change your password to
access the University content.

Sign In

canceL

Platform Reload



http://go.flextraining.com/FLC8773/Default.aspx
https://www.lincuniversity.com/
mailto:training.coordinator@abm.com
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LincUniversity.com: Reqgistration Instructions for new users

First, navigate to https://www.lincuniversity.com, then follow steps 1-4 on this page.

1. Click “Register” at the top right of the page

2. Fill out the questionnaire that pops up on the
screen.

Register
@ veerrronie

e Be sure to use your business email
address

e Select the correct company & . .
location from the dropdown list

e Accept the privacy policy

e Hit “Next” to proceed to additional e
guestions

3. Fill out the additional questions on this page. Register

e Enter your cell number, as this will be yeamm (e
used as your point of contact if you
attend classroom training.

e Choose the appropriate “Linc Primary
training category.” This will determine
what courses are automatically
assigned to you.

e Enter the correct business system be Platform Reload

Your settings are saved, but for the changes to be applied,

enrO”ed In the CO rreCt tra|n|ngS rcloacj the page by pressing Confirm. The pagn%wlthm

4. Reload the Platform to save your changes. D] Yes fm sure, e ant to proceed. (Recuired)

Reqistration errors

You may see the following error if an account has already been created for you. You can
attempt to Sign in by selecting the orange “Sign in” link at the bottom of the page. Enter your
email address and the password: Welcomel

If this is not successful, you can attempt password recovery by selecting that you have
forgotten your password. If this is also unsuccessful, contact training.coordinator@abm.com.

o 1 Errors - Registration not possible

Please check the information you have typed and try again.


http://go.flextraining.com/FLC8773/Default.aspx
https://www.lincuniversity.com/
mailto:training.coordinator@abm.com
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Linc University Dashboard

This is the Linc
University dashboard; a = @unc

o + P&

homepage with T @ s
selectable tiles to help

you navigate to the most
commonly used places
in the LMS. At the top of
the screen there is a
search bar to help make
content discovery
easier.

Welcomeito Linc Uni

Below is your dashboar
complete your training and enhance

My Dashboard

w

My Training

My Calendar

tacgess to everything you need to
skillset. Click a tile below to get started.

Course Catalog My Transcript

3

Degree Programs Instructor-Led

Training

At the top left of the screen you will find a menu and navigational buttons. At the top right,
there are additional buttons. All of these are explained below.

Menu

/
= Linc

Linc University Dashboard > My Training

Current page

Notifications

Awards

Back button \

Navigational
breadcrumbs that
allow you to select
previous pages

1
o » P £
t t

Turn on Virtual Coach

Navigation
prompts
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My Training Page

This page gives an overview of your
progress in the courses and learning plans
ou are enrolled in. The left column shows Y my Completed
}t/he courses you are enrolled in, the middle ' B o rans & covts R
shows your learning plans, and the right
shows completed courses. At the bottom of
each column, there is an option to “View All
of My Courses.” Choosing this will give a
large tile view of all training content
assigned to the user. Utilize the search bar
to find specific courses, or filter by status,
deadlines, training material type ( Learning
plan, e-learning, webinar, etc.), etc.

Course Cataloq

Course Catalog

This displays all courses available through
the system. Utilize the tiles at the top to . o e e
quickly find Instructor led trainings, catalogs —
organized by job title, and degree programs.
This catalog also allows for filtering and
searching to help make content discovery
easier.

My Transcript

Courses

This displays your progress through the
courses you are assigned. Utilize the options s
on the left filter the content by training type P
and to see other progress tracking tools.
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My Calendar

This tool is helpful for displaying upcoming
deadlines and trainings.

Deqgree Programs

This catalog shows all of the degree options
currently offered. Select a learning plan to
enroll and get started! Please note that the
bachelor’s degrees contain Instructor led
trainings. By enrolling in the learning plan,
you are added to a “waitlist” for that class.
Though the class appears on your “My
Training” page, you must still select the dates
you want to participate. To do this, select the
class and enroll in a “session.”

Instructor Led Training Calendar

This page displays an interactive calendar of all
scheduled instructor led trainings. Select a class on
the calendar to enroll in it or scroll to the bottom to
select the course name from a list. From there you
will need to choose a session. If no sessions are
available, check back when the next training
calendar is released!
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Getting Started

Upon registration every user will automatically be assigned the Linc Associate Degree.
Additionally, when registering, each student is asked to select a “Linc Primary Training
Category” and their business system. These choices will determine the training that is
automatically assigned to the user. For instance, a Maintenance Sales Rep would choose
“Maintenance Sales” as their primary training category. This individual will automatically be
enrolled in the Associate degree program and the Maintenance Sales Learning plan. To get
started, the user must navigate to “My Training” and select the learning plan from the “Learning
Plan” column. Upon entering the learning plan the required courses will be listed and
accessible for the user to complete. We recommend that all users complete the Associate
Degree learning plan prior to all other training.

Enrolling in an E-Learning Course

Category

To enroll in online course,

navigate to the course catalog Training Type: ‘
and search using the class E-learning,
number or name. Select the Learning Plan, Approximate
color-coded course tile, or the Webinar. efc. M| tmeto
name of the course to view the \ Fom complete
course information and enroll.
Status: Either says
“Enroll” or “Enrolled” G—  COUISE
to show you have Language
already been ENROLLED
assigned this training. |_p-

Training Categories
Leadership & Management
Linc General Courses

Quick Tip Content Type
Course & Learning plan
tiles are color-coded

based on category.

] E-learning course

Additionally, the icons
on the tiles designate
the type of training
material (E-learning,
Webinar, Instructor led,
and Learning Plan).

- General Accounting
ValueBuilder

- Sales

ABM (COF)

Operations
LINCLASER

. Learning Plan

'v‘ Degree

Instructor Led
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After selecting the course, you are brought to the course information page. View the diagram
below to understand the navigation of this page.

General Course information “Enroll” button

rd > CourseCatalog > LincSALE1113: Safety for Sale

Linc SALE1113: Safety for Sales
E-EQJPH

Linc Sales

Linc SALE1015: Sales Marketing...

ABOI S COURSE CONTEN
BOUT THIS COUR 1l NT ENROLL
This course provides a safety overview for sales profe®eggals including: nc SALE1110: Proactive Sales
Linc See Linc SALE1 pactive Sales.

s Personzl protection equipment - ENROLL

FLTARNING

Linc Balea Linc SALE1115: Reactive Sales ..
I:I ENROLLED

+ What to wear/not wear
+ Lock out/Tag out

F-ATARMING

T~

General Description Tab: Content Tab: :
When orange, this is When orange, this is An automated list of
selected and is displaying selected and is displaying all other courses that may
the course description in the lessons and modules within Interest you.

box below. the course.

When you click “Enroll” you will receive the following prompt:

Lint%lles Linc SAL y for Sales has been added to your learning activity.

.

m
W

Click “Close” to remain on the current page. Click “View My Courses” to navigate back to all of
your enrollments or click “Start Learning Now” to enter the course content.

10
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Enrolling in an Instructor Led Training

To enroll in an instructor led training, you will follow the same procedure as enrolling in an e-
learning course. From the Linc University Dashboard, navigate to the “Instructor Led Training
Calendar.” This page displays an interactive calendar of all scheduled instructor led trainings.

e If you know the date of

the training you want to | e R N R I

enroll in, select the

month at the top of the I "W ———— ———— |
calendar and select the

course from the — —— ———
calendar. Be sure the

correct year is being - —T s | e | E—

displayed.

e If you do not know the
date, scroll to the = =%
bottom of the page and (]
select the course tile. e

From there, you will be taken to the course information page where you will need to choose a
session. If no sessions are available, you can still click “Enroll” to be added to the waitlist and
be automatically enrolled into the pre-training learning plan. Please note that you will remain

on the waiting list until a session becomes available AND you enroll in it. You can enroll into it

by clicking on the class and selecting a session when one becomes available.
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Enrolling in a session for Instructor Led Training

The course information page automatically shows the available sessions. To view the
classroom information or additional information, select the appropriate tab

Linc ACCT3302: Business Systems ValueBuilder

E ENROLL

0 03/18/2021  BusinessSys
» 1
UNITED STATES OF AMERICA ~
Uinc Sales
v NROLL
CLASSROOM
Line Sales
*?‘ NROLL
CLASSROOM
Sales. 5
#2 ENROLL
CLASSROOM
ENROLL

You can either enroll in a session by clicking “Enroll into this session” directly on the session
information, or you can use the dropdown menu at the top right to select a session and click
“enroll.”

The course information page provides session details (time & location), class description, and
any training material content. A link to the pre-training material can be found by clicking the
“About this classroom” tab. Additionally, you can utilize the circular buttons at the top right to
add the training to your calendar or to share an enrollment link for this course.

Linc University Dashboard > My Courses and Leaming Plans >  Linc SALE3101: Maintenance Sales

Linc Sales Linc SALE3101: Maintenance Sales

'EZ] Language: englisn -
2.

L&

12/28/2020 TEST: DECEMBER MSR
09:00 am - 06:00 pm (Location's Time)
8 hours

J\ITEIa STATES OF AMERICA

12
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Accessing a Webinar Course

When you are enrolled in a webinar session, a countdown will automatically start to let
you know when the course begins. The yellow “Join the Webinar” will appear 15
minutes prior to the session start time.

12/11/2020 Seesion$ Be=a -

® 12:007pm @ oh 30m B Zoom V2 Meeting

Your webinar starts in 13min 45s

s B e v

To join, click the yellow button. A browser will open for Zoom.

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

From here, click “Launch Meeting.” —p>

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

Launch Meeting

Next, select “Join from your Browser.”

Don' Client installed? Download Now

Having issues with Zoom Client? Join from Your Browser

13
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Zoom Meeting Navigation

This is the basic view when you enter the Zoom
meeting. More information on toolbar navigation
can be found below.

Instructor Name

Control your audio
output by selecting
‘Mute’ or ‘unmute’

_gontrol yOUL View all - Share your screen Access and
video (.)utp‘ut y participants in contribute to the
selecting ‘Start the session

Video’ or ‘Stop chat room

Best Practices

The following are a few basic etiquette requests for Linc University instructor led trainings:

When you join, be sure your full name is displayed.

Join via Video, and please dress appropriately for a business meeting.

Mute yourself when you are not speaking and be sure to unmute when you want to talk.
Find a quiet place to participate. Be aware that if you can hear something in your
surroundings, so can everyone else when you are unmuted!

Hownh e

14
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Enrolling in a Learning Plan

To enroll in a learning plan, you will follow the same procedure as enrolling in an e-learning
course. If the learning plan you are looking for is a degree, navigate to the Linc University
Dashboard and select the “Degree” tile to see a list of all degree learning plans. If you are
looking for pre-training or onboarding learning plans, navigate to the course catalog and filter
by “Learning Plan.”

Quick Tip: Be sure to click the orange “Filter” header to collapse the menu
so that it none of your results are hidden behind the menu.

= FILTER

Type
O webinar
O ciassroom = LEARNING PLAN |
‘ [Lomuncrin 3
[ E-learning i alueBuilde Dispatch- Alliance seneral Ma o o i . o
Learning Plan
LL ENROLL ENROLL
ENROLL ENROLL ENROLL ENROLL
Enroliment Status
O ‘v‘lew"cmd\y-:owses\nwhlch\'m not Linc Sales Linc Sstes Linc Ssles
enrolle D
o o e = =
Language LEARNING PLAN ans1mn [ LeArnGPLAN 027 [22m |
LASER
LASER
O Eenglish
O spanish " ENROLL ENROLL ENROLL ENROLL ENROLL ENROLL
Duration
All durations
Q custom Duration
] =) [ 10 = =
CLEAR ACTIVE FILTERS [_‘ ert alueBuilder f alueBuilder ValueBuilder alueBuilder f ValueBuilder fi alueBuilder f
gsp ers Accounting Ma Accounting Sp at
View Obstructed by Filter menu Full view with Filter menu collapsed

Linc Leadership &

Learning plan tiles have all the same parts as a course tile
and they follow the same color coding and icon system shown
at the bottom of page 8. On the Learning plan tile, it will
specify “Learning Plan,” display the learning plan icon, and =
the tile itself appears as a stack rather than a single tile. Learnir
Simply click on the tile to access the learning plan

information or to enroll. ENROLLEL

15
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After selecting the learning plan, you are brought to the information page. View the diagram
below to understand the navigation of this page.

General Learning Plan information “Enroll” button

V '

Linc Leadership & General Management Learning Plan
Management

=

Leaming plan

COURSES IN LEARNING PLAN

Quick Tip: Many
learning plans serve
dual purposes:
Onboarding for that job
title as well as pre-
training for instructor led
training. Click the tab
“About this Learning
Plan” description for
more information the
learning plan you are

interested in.
. Content Tab:
General Description Tab: When orange, this is
When orange, thisis [ et selected and is displaying all
selected and is displaying courses within the learning
the learning plan description plan. By selecting “Enroll”
in the box below. you will be enrolled into all of
these courses

IMPORTANT: Most learning plans contain an instructor led training. You will automatically be
enrolled into the “Waitlist” for this instructor led training, but in order to enroll in a session you
must click on that course and choose a session based on the dates you wish to attend.

= @Linc (2] ¥ p L]

< Back i Linc University Dashboard > My Courses and Learning Plans > Bachelors: Project Sales > Linc Sale3102: Project Sales TO Vi eW m O re

Linc Sale3102: Project Sales

information and

Linc Sales

£ Wil Iniude Brospecing, QUaling presenting answering ohections and Cosng projectsalescpporunies, o to access the

Lz h nore

- : “Enroll into this

You have not selected a session yet. Please select one, and click ENROLL INTO THIS SESSION. SeSSIOn” bUtton )

SHOW:LOCATION'S TIVE - click the orange
arrow.

3 1211572020 > 3 12/18/2020 Q

16
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Additional Instructor Led Training Information

Each Instructor led training has a landing page that can be accessed on the righthand side of
the Classroom Training page on Linc Service Site

LINC UNIVERSITY CAMPUS CLASSES:

Accelerated Business Systems
. Business Systems

These pages provide: Bispatch
General Management
The class description
Eligibility Criteria
A Pre-training GUide Leadership II - Battle Staff
Campus information e

Helpful tips and resources

Leadership I

Maintenance Sales

Maintenance Sales for Coaches
Malntenance Sales In Spanish
Project Management

Project Sales

Sales Forum

Sales Leadership

Service
Management/Supervision

Trusted Advisor

Cancellation Policy for Classroom Trainings

e Students must register at least 21 days prior the start of training. This is for in-person
AND virtual trainings to allow a trainee enough time to complete pre-training work.

e Students must cancel at least 21 days prior to the start of IN-PERSON training to avoid
a $250 late cancellation fee—this includes cancellations resulting from a failure to meet
pre-training requirements.

e If the minimum number of attendees is not met 21 days prior to the start of training, the
course will be rescheduled.

To view the full cancellation policy, access COM 6, Title 5.

17


https://portalexternal.thelincgroup.com/abmfranchisinggroup/lincservice/education/linccampusprepsite/SitePages/Home.aspx
https://portalexternal.thelincgroup.com/abmfranchisinggroup/lincservice/COMsForms/COM%206Professional%20Dev/C06-005.pdf
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Frequently Asked Questions

I’'m new to Linc, where do | start?
o Request credentials to the Linc service site
Create an account at LincUniversity.com. Be sure to choose a “Primary Training Category” that
most closely aligns with your work responsibilities. This will determine which courses you will
automatically be enrolled
e Complete the “Linc Associate Degree” learning plan
e Complete any other learning plans automatically enrolled to you

What browser should | use?
Chrome is the preferred browser to use for LincUniversity.com. Edge is also acceptable. If possible,
avoid using Internet Explorer.

Should | use the mobile or desktop site?

If accessing the site on a tablet or phone, the mobile site will display the learning content, best,
however, there are a few items that will not be available on the mobile site. If you cannot find the page
you are looking for within the menu, try using the full desktop version.

How do | enroll in classroom training?

Navigate to the Instructor led training page on LincUniversity.com and locate the course you wish to
enroll in. This can be done by navigating the calendar or by selecting it from the list view at the bottom
of the page. Click on the course and select a session to enroll. If this is an in-person training and you
need a hotel room, please contact training.coordinator@abm.com to make those arrangements.

Why can’t | access a course | am enrolled in?
A lock icon displayed over a course shows that the course is locked until certain pre-requisites are met.
Hover your mouse over the lock to discover what pre-requisites need to be met.

What is a learning plan?
A learning plan is a grouping of courses that can be used for several purposes: onboarding, pre-training
to instructor led training, and degree programs.

How do | access the pre-training for classroom training?

Find the learning plan that corresponds to the classroom training. For example, the Maintenance Sales
Learning plan is the corresponding learning plan for Maintenance Sales training. These pre-training
learning plans should automatically be assigned to you upon your enrollment to in-person training. A
link to pre-training is also available within each instructor led training’s class description.

Who do | contact with training related questions?
For training and registration help, contact: training.coordinator@abm.com. For help accessing the Linc
Service Site, contact bus.sys.support@abm.com.

18
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