Group Leader User Guide

Document Version 5.0

© 2020, The Blacklist Alliance, Ltd.

1

About the Blacklist Academy

As a Blacklist Alliance member, your company has access to the Blacklist Academy compliance
training and legal resource platform (the “Academy”), which you can use to train your employees and
managers on the various statutes, rules, and regulations that apply to your company’s operations.

Why Use the Academy?
The Academy was designed to help Blacklist Alliance members to create their own internal
compliance policies and to instruct their managers and employees on the various rules and
regulations that apply to their operations.
In addition to training company personnel, the Academy also provides a means to document that
that training. Compliance training greatly reduces the risk of a regulatory enforcement action and
documenting such training can help to reduce or even eliminate fines and penalties that might
otherwise be levied if a violation occurs.

What is Included?

The Academy platform currently includes the following:
Course Catalog:

The Catalog includes online courses that offer compliance instruction on many
of the regulations that affect your business, including the Telephone
Consumer Protection Act (TCPA), the Telemarketing Sales Rule (TSR), the
Americans with Disabilities Act (ADA), the Fair Labor Standards Act (FLSA) and
others.

The Library:

The Library offers an extensive amount of information on federal and state
marketing and advertising laws and the regulatory agencies that enforce
them, including the Federal Trade Commission, the Federal Communications
Commission, and the Consumer Financial Protection Bureau.

Forms Collection:

The Forms Collection includes a wide variety of attorney-drafted legal forms
available for download, including compliance policy documents, corporate
forms, business contracts, legal letters, and personal legal documents such as
wills and property leases. You can also request a customized version of any
document in order to have it specifically tailored for your company.

Articles and Guides: The Articles and Guides section includes pertinent articles and best practices
guides for a variety of legal and compliance matters.
Wizard Center:

The Wizard Center features interactive forms that can help you identify the
regulations that apply to your business and answer common questions on
marketing regulations such as the TCPA.
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Who can Access the Academy?

Each Blacklist Alliance member organization is allotted a certain number of “seats” (logins) for
managers and employees. One of those seats is reserved for your company’s Group Leader, who is
responsible for assigning seats to the company’s employees and for monitoring the courses they take
and complete for compliance purposes. Your initial Group Leader is the person who has access to
the Blacklist Alliance member dashboard. The initial Group Leader can appoint another person as
Group Leader, if they would prefer not to undertake Group Leader responsibilities.
NOTE: Group Leaders can access all content on the Academy platform. Other users can access all
content except for the Legal Forms, Wizard Center, and Group Management sections. If you would
like to expand or limit a user’s access, contact the Academy Headmaster.
NOTE: Group Leaders should maintain an employee Compliance Training Logbook in electronic
and hard copy format to document employee compliance training.
NOTE: The Academy Platform works best with the Google Chrome or Apple Safari web browsers.

The remainder of this guide is intended to instruct Group Leaders on how to use the Academy
platform, including: (1) Assigning seats; (2) Editing and reassigning seats; and (3) Monitoring and
recording user activity for compliance purposes.

Assigning Seats
Follow these steps to assign a seat to an employee:

1. After logging in to the Academy platform, you will be directed to the Main Dashboard.
2. From the Dashboard, click on “Group Management.”
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3. The Group Management page will display the following information:

-

Group Name: This is your company name.
Assigned Courses: All courses on the platform are available for your employees to take.
Enrolled Users: This will show the number of assigned and available (unassigned) seats in

the account.

4. To Add Users: Click on the “Users” drop down menu and select “Add one” (for a single user)
or “Add multiple” (to add multiple users).

5. Input the user’s first name, last name and email address. The system will send the user an
email with their username and password.
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Resetting Passwords and Canceling Seats
Follow these steps to reset a user password or cancel a seat assignment.
1. Click the box next to the user’s name. To remove the user, click “Remove User,” and to send
the user a password reset, click “Send Password Reset.”

2. After removing a user, their seat will become available for you to reassign it to another
employee.

Viewing User Activity
Follow these steps to view user activity.
1. You may view the courses taken by users within your group by clicking the “In Progress” link
alongside their name.

2. This will pull a list of the courses assigned to the group. If the user completed a course, it will
show the completion percentage at 100%, and show the date and time the course was
completed.
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3. To view Group Activity for a Particular Course: Click the “Reports” drop down above the user list
and select “Course.”

4. Then select the course you want to review.

Documenting User Activity
Group Leaders can document course completion activity for compliance purposes in the following
manner:
1. Course Completion Certificates: Whenever a user successfully completes a course, a completion
certificate is generated that the user should download and provide to the Group Leader for entry
into the Compliance Training Logbook.
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2. Download Progress Files: To download progress files for individual users, first click on the “In
Progress” link for the user:

3. Then click on “Export CSV” to download a CSV file documenting completed courses:
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4. Place a printout of the CSV file in the Compliance Training Logbook:
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