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Foreword

ADVISOR Enterprise is a Training Management System that drives training efficiency by (a) aligning current and
future training activities to operational requirements to identify gaps, duplications and training with minimal
value; (b) forecasting and comparing the costs of viable delivery options; (c) uncovering cost drivers; and (d)
improving resource allocation. ADVISOR is built around the ADDIE model with the added flexibility of starting the
analysis at any level. ADVISOR is made up of the following modules that can be used separately or in any
combination.

Request Manage. A centralized platform to capture, track, manage, and report on all clients and internal requests.
Management It ensures that every request — whether operational, technical, administrative, or training-related — is
System logged, assigned, monitored, and resolved in a structured, transparent way. Request Management

captures all incoming requests in one place, generates project plans, assigns requests to the right
individual or team, allocates resources, tracks progress from start to finish, measures effort, cost, and
resolution time, provides transparency and accountability, and generates reports and insights.

Needs Assess: To find out “the cause of the problem and potential solutions”. Provides a step-by-step approach
Assessment for understanding a problem before selecting the solution —in other words, before assuming that training
is needed. Needs Assessment provides an audit trail and serves as the foundation for decisions by zeroing
in on the source of the problem, identifying solutions that can produce the desired level of productivity,

and highlighting actions that will generate the greatest impact. [Scope and Needs Assessment].

Training Analysis: To find out “who needs to be trained, on what and why”. Provides a step-by-step approach for

Analysis conducting Training Needs Analysis (TNA) or Training Systems Requirements Analysis (TSRA) to identify
training needed by each job, position and employee to perform duties to the desired standard under the
prescribed conditions. Four approaches may be used to conduct training analysis, namely Mission,
System, Competency or Job. [Mission Analysis, Competency Analysis, System Analysis, Job Task Analysis,
Knowledge/Skill Gap Analysis and Training Requirements Analysis].

Design: To find out “what is the most effective and economical way to deliver training”. Provides a step-
by-step approach for conducting Training Media Analysis (TMA) or Option Analysis to identify the most
cost-effective strategy for the delivery of training and generating Training Plans. The analysis takes into
account limitations, instructional design requirements, upfront and recurring costs over training program
life as well as risks associated with the introduction of new technology. [Media Analysis, Cost Analysis and
Training Plans].

Fidelity Develop: To find out the “fidelity requirements of training devices”. Provides a step-by-step approach for

Analysis assessing the functional requirements of trainers and simulators based on training needs and
performance objectives. It identifies visual, tactile, olfactory, affective and auditory sensory cues needed
to practice tasks, within realistic environments, under preset conditions to attain the desired level of
competency. In addition, ADVISOR takes into account elements within the virtual world and how users
interact with each.

Resource Implementation: To find out “how much money and resources are needed”. Compiles and analyzes
Management missions/goals, competencies, systems, jobs, tasks, training requirements, courses, activities, costs,
personnel and resources to generate concise, up to date and actionable reports. The reports provide
insight on planned training activities for any time period; training requirements for each job/employee;
budget, personnel and resource requirements, training impact as well as how to drive training
effectiveness and efficiency by leveraging technology, improving resource allocation and identifying gaps,
duplications and unwarranted training. [Forecast and Optimize Training Budgets, Personnel and
Resources].
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Training Implementation: To find out “how training should be implemented”. Organizes, structures and manages

Schedule the delivery of training. It turns training plans, courses, lessons, instructors, and resources into a coherent,
conflict-free schedule that can be executed. It is a centralized tool that builds complete course schedules
(lessons, activities and prerequisites), assigns personnel, facilities, equipment and trainees, ensures
prerequisites and sequencing rules are respected, generates course-level schedules, instructor schedules,
resource schedules and trainee timetables, prevents conflicts, and provides visibility on who is training
when, where and what. It ensures that training is delivered accurately, efficiently and consistently.

Performance Evaluation: To find out “how training impacts performance and organizational goals”. Provides a step-
Analysis by-step approach for improving performance by zeroing in on the source of the problem and identifying
solutions that can produce the desired level of productivity. Moreover, ADVISOR highlights actions that
will generate the greatest impact by assessing the feasibility of implementing plausible solutions as well
as forecasting the costs, benefits and Return on Investment (ROI) of each intervention. [Performance

Gap Analysis, Root Cause Analysis and Cost Benefit Analysis].

Training Life Manage: To “continually uncover venues to drive training effectiveness & efficiency”. Maintains training
Cycle effectiveness and efficiency over time by continually assessing the impact of changes to missions, jobs,
Management tasks, systems, policies, technologies, throughput, and so forth on training content and activities; as well

as budget, personnel and resource requirements. This is attained through a digital-twin model that
continually aligns training activities to operational requirements to identify gaps, duplications and training
with minimal value. Results (personnel/resource requirements for any time period; cost drivers;
bottlenecks and deficiencies) are quickly and concisely communicated through dashboards. Actions that
drive training effectiveness and efficiency are also highlighted.

RNHK iv|Page
EXPERT SOFTWARE WWW.bnheXpertSOft.Com
Copyright © BNH Expert Software Inc.



BNH Expert Software & ADV’SOR

ENTERPRISE

Plan better..Achieve more!

TABLE OF CONTENTS
1. GettingStarted 1
00 R [ o1 o Yo [0 4 T Yo PP 1
1.2 Getting Started.....ooo e 1
1.3  How is ADVISOR Organized......ccccceecuveeeeciieeeeciieeeerireeeecvveeesenane e 2
1.4 Basic ADVISOR FUNCLIONS .....uviiiiiiiiiiieieeeee ettt 4
Vo Lo R PSP U PPPR 4
o | TR UUPPUPRPR 4
DEIELE oeiieieeciee ettt e sbe e e naae e 5
Track ChangEes ...ccoccvveieeciieee ettt et ebaee e e 5
Edit MUltiple RECOIAS ....ccvveeeeeiiiee et e 6
Modify HIErarchy ........ooooeiiii e 7
SEArCh and COPY ..uvvreeieiiieeeeeee ettt et e et e e e e 8
IMPOrt Data oo, 9
Assign Tasks to Missions, Systems, or Jobs ........ccccovvveeeeeeinicnnnneenn. 10
Assign KSAs to Tasks or Objectives ......cccccveciveeiicieeeiccieee e 10
Setup and Assign Meta Tags ...coccveveveiiee e e 11
Display Settings — Records per Page ......ccccccecvvveeerciveeesciieeeecnneenn 12
Modify the Number of Records Displayed per Page .......cccceeuneeee. 12
Control Data Reusability and Reuse ......ccccceevvcieeiecciiee e, 13
Manage Collaboration and User ACCESS  ..uuvvveeeeevvccvireeeeeeeeeciireeee. 13
FA¥e o N N\ USRS 14
Al Enhanced User SUPPOIt  .oiiiiiciiieeicieee et esree e sveee e 14
2. Setup Clients e e 15
2.1 SetuUp NEeW CHENT....ooiiiieeeecee ettt e 15
2.2 Configure Client — Analysis Required ........ccccceeeeciieeeecieeeeeciiee e, 17
2.3 Configure Client — Fields Required ........cccccooveeeeeciiieccciiee e, 18
2.4 Configure Client — Delivery Options Supported ........cccccevvecvveeennnnen. 19
2.5  Configuration Wizard ........cccceeeiiieiiiiiieeecceee e 20
P2 Y= [T ot =D (e o o] o 1V PP 21
3. Setup Templates & RESOUICES ............ccueeeeiuiieeeiiiiiee e e eetee e e eree e e 22
3.1 Setup Templates & RESOUICES .....ccceeeeeuieeeeeiieeeeteeeeeereee e vee e e 22
3.2 Find & Copy Templates & RESOUICES .......ccccveeeeecrireeeiiieeeeereee e 25
4, Setup User ACCOUNTS e 27
4.1 Setup New User ACCOUNTS.....ccceiiiiiiiiiiiee, 27
ASSIZN PrIVIIEEES oevviei ittt et raee e 28
Assign User to CHENTS ..ocvuiiiicieeeccieee et 29
Limit USer’s STOrage/ACCESS ....ccveevveerreeereeeeeereeireesseesteesteeeseeseenseens 29
RNHK v|iPage
EXPERT SOFTWARE www.bnhexpertsoft.com

Copyright © BNH Expert Software Inc.



BNH Expert Software ﬁ\ ADV’SOR

ENTERPRISE

Plan better..Achieve more!

PRI vi|Page

EXPERT SOFTWARE WWW.bnheXpertSOft.COm
Copyright © BNH Expert Software Inc.



ﬁ ADVISOR Configure ADVISOR: Step-By-Step Guide
"ENTERPRISE

Plan better..Achieve more!

Chapter 1: Getting Started

1.1 Introduction

Although most organizations follow variations of the Analysis, Design, Development, Implementation and
Evaluation (ADDIE) model to design and develop effective and efficient training; data to be collected,
analysis to be conducted and reports to be generated can vary significantly from one organization to
another. This guide provides detailed instructions on how to configure ADVISOR in line with your
organization or clients’ needs, as well as streamline user’s interface by limiting access to relevant areas.

1.2 Getting Started

To log on to ADVISOR Enterprise, go to http://www.bnhexpertsoft.com, click on “Log in”, input your
Username and Password, and click [Login]. A Popup Window with step-by-step instructions is presented
to familiarize you with ADVISOR. You may change your username, password and preferences by:

Step 1: Clicking on the Personalize option under the (username)

Step 2: Clicking on the Preferences node

Step 3: Editing the required items

Step 4: Clicking [Save].

For example, you may hide or display the ADVISOR Tour Window under the Options tab under the
Preferences node by placing or removing the checkmark next to the ADVISOR Tour field and clicking
[Save]. Context sensitive online help is also available for each field by clicking on [Help].

Welcome, Jay Bahlis

S5 Personalize

BNH ADVISOR Setup

LogZnt

O Organization Info

[@ Organization Info
[ Personnel Templates &, Clients Setup
3 Advanced Functions

2 Users Accounts

B Project Accounts
2+ Personnel Templates

4 Advanced Functions

To make the most out of ADVISOR Enterprise, Chapters 2 through 4 should be thoroughly reviewed to
gain clear understanding of ADVISOR’s key functionality and how it can be configured and managed. This
includes:

> How to add, edit, delete and import various elements such as Tasks, Knowledge, Skills, etc.?

» How to setup/configure Clients?

» How to setup User accounts and assign privileges?

> How to setup Instructional Designh and Cost Templates; and why?
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1.5 How is ADVISOR Organized?

ADVISOR includes six main components arranged across three adjustable windows — the top, left, and
right panels. You can resize these windows by dragging their borders to create the layout that works best

for

you. Once you become familiar with these components, ADVISOR’s operation and navigation become

straightforward.

a)

b)

d)

e)

O

Modules (dropdown). Is your main navigation point for accessing and configuring licensed ADVISOR
Enterprise module. It lists all modules available to your account, allowing you to switch quickly
between functions such as Training Analysis, Training Design, Resource Management, and others. To
select a module, click on V next to the module title, and select the desired option.

Path (top window). Shows where you are within ADVISOR and tracks your progress as you navigate
through screens. It acts as a breadcrumb trail, helping you understand your current location and how
you arrived there. It can also be used as a quick navigation tool. Clicking on any title instantly takes
you back to that point, without needing to reopen menus or retrace your steps manually.

Menu (left window). Lists options available to you within the selected module. It expands or contracts
dynamically based on what functions, screens, or tools are relevant at each step. As you navigate
through ADVISOR, the Menu updates to show only the options that apply to your current context,
helping reduce clutter and making it easier to find what you need. Clicking any item in the Menu will
take you directly to that function or screen.

Main Window (right window). Displays the full content of whichever screen or tab you are currently
working on. All details, forms, tables, and configuration options for that part of ADVISOR appear here.
As you navigate through modules and menu options, the Main Window updates to show the
corresponding information and tools. It is the primary workspace where you review data, complete
tasks, enter information, and interact with ADVISOR’s features.

Tabs (top of right window). Some nodes in ADVISOR contain multiple sets of information that are
organized into Tabs at the top of the Main Window. Click on tab title to view its contents.

<) Welcome, Jay Bahlis -
Training Design ] 2
) CrTutorial | & Filter (D History
. @
>

3 Programs H
Course Analysis » 5 Knan cedure
x Operation e
" sis \
B Notes (3 Help
Group SIS
IMI - Level 3 i
= Resource [ select ] v @D  iseea) - @D
O
Cost per Unit so 0 so (o]
[ Import Cost Data
O Course Variables Availability [nours per year] 0 0
[J Development d
Sub-Total Hardware Cost $0 $0
[0 Hardware
O Administrative Internal Set-up and Miscellaneous Cast ~ $ 0 0 so [ ]
3 Management
= External Set-up and Miscellaneous Cost  § 0 0 so [c]
o Total Hardware Cost s0 s0
O Fe Allocation to Group [%) 0% 0%
(] e/Material Hardware Cost for Group $0 $0
3 Support
O Summary
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f) Action Buttons. The Action Buttons give you quick access to the most common operations within
ADVISOR. These buttons appear in the Main Window and allow you to manage records, update
information, adjust hierarchies, and access support tools. You can use Action Buttons to:

Add, Duplicate, or Delete a record

Save information (data is only stored when you click Save)

Import and Export Excel and xml data file

Select and Deselect items

Merge and Diverge records

Edit Multiple Records at once (Edit All)

Modify the hierarchy of items (Edit Tree)

Add Notes to a screen

Configure ADVISOR using Filter Fields

Access the History of changes for audit and traceability

Open context-sensitive Help or Tutorials

VVVVVYVYVVYVYVYY

These buttons streamline your workflow and ensure that all key actions are always within reach.
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1.4 Basic ADVISOR Functions

Add: To add a Project, Mission, Job, Task, Objective, Course or any other element:
Step 1: Click on corresponding folder (Projects, for example).

Step 2: Click on [Add].

Step 3: Input the desired info.

Step 4: Click on [Save].

Welcome, Jay Bahlis

Training Analysis

CrTutorial | & Filter 8

Q/ searcn {iSelect All ¥ Deselect Al @  Help &, Export 7 Import | &, Edit Tree | [/ EitAll

[ @ Projecta

To add Project, click on the Add bution

Edit: To edit a Project, Mission, Job, Task, Objective, Course, or any other element:
Step 1: Click on corresponding record title (Project A, for example).

Step 2: Modify the desired info.

Step 3: Click on [Save].

Welcome, g

7

S - <]
Attributes Defaults Analysis Required
@ tep @D cascace
Project Title ciient (IR
Project A Corporate Training Division v
Reference Code Version Number @
N
I
Contact Name Address 1
Address 2 City
State/Province Country
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Delete: To delete a Project, Mission, Job, Task, Objective, Course or any other record:
Step 1: Place checkmarks next to the desired records (Project A, for example).
Step 2: Click on [Delete].

Welcome, Jay Bahlis -

BNH Training Analysis
(n Tutorial € Filter (D History
i Search & Copy \/

Q seer. | (&

1 Project A

To add Project, click on the Add button

Track Changes: To find out when a record was created, modified or deleted and by whom, click on the

[History] to display relevant data. ;

[#] ADVISOR History Report - Personal - Microsoft Edge
@ localhost/Advisor/program.gomain?action=showhistorylist&nodelD=ndivisions
||
First Fokd (Tte) Dato Action User  ParentTite
Current Records
Project A
Deleted Records
Test Al Import Project Tasks 2026-09.02 0828420 Deleted Jay Bahiis
TestAl Import System 2026-09-020828340 Deleted Jay Bahlis
TestAl Import System 2026-08-311229.350 Deleted Jay Bahis
Test Al Import Project Tasks 2026-08-31 1229200 Deleted  Jay Bahiis
Test Al Import 2026-08-31 1032430 Deleted Jay Bahiis
RCAF 2026.07:220951:400  Deleted Jay Bahiis
RCAF - Fire Fighters 2026.07-220951250 Deleted Jay Bahiis
RCAF - Air Operation Officer 2026-07-220949.220 Deleted Jay Bahiis
Frigate 2026-07-220947.280 Deleted  Jay Bahlis
Typhoon Aircraft 2026-05-06 09:59:150 Deleted Jay Bahlis
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Edit Multiple Records: To edit multiple Projects, Missions, Jobs, Tasks, Objectives, Courses or any other
records:
Step 1: Click on the corresponding folder.
Step 2: Click on the [Edit All].

BNH

O Projects

O Job Reports

Job Analysis

Training Analysis

[ Objective Analysis

) Import Job Tasks

v

Ls Project: RCAF - Air Operation Officer
L5 Job: Air Operations Officer (ALTB)

Select Project Tasks

() @ Establish Long Term Plans

[ Interpret Mission Requirements

[ Coordinate Airspace and Communications Requirements

Search & Copy

tiiSelect All ¥ DeselectAll [

[ Determine Aircraft Configuration and Mission Setup

1@ Draft Operational Decumentation

[i] Organize Administrative Mission Requirements

7 Integrate All Planning Elements into a Long-Term Flying Program

[ @ Develop a Flying Program
1 Prepare the Flying Program Framework

1 Liaise with Internal and External Agencies

@ Organize Administrative Mission Requirements

@ Help

& Export

F Import & Edit Tree

Welcome, Jay Bahlls .-

@® History

v )
EditAll

The Projects, Missions, Jobs, Tasks, Objectives, Courses, and so forth are presented in an Excel like tabular
format. You may sort the data on any column (Title, for example), or lock (prevent the column from
scrolling), by clicking on the arrow to the right of the column title and selecting desired option. To edit a
field, click on the field, input or select option. Once the desired fields/records are edited, click the [Save]
button to save all changes.

Edit Records

Add

Record Duplica

Task Titie *
Establish L
Intarprat Mi
Coordinata
Determine
Draft Oper
Organize A.
Integrate Al
Develop a
Prepare th
Liaise with
Organize A.
Manage Cr.
Maintain Mi
Prepare an
Integrate Al

tes:

No
Fields/Attributes hidden in ADIVSOR main screen, will be automatically hidden in the Edit All window.
You can reorder fields by dragging and dropping columns to the desired position, placing checkmark
next to Override Default field, and clicking [Save]. Preferred order will be maintained for all projects.
To restore default order, remove the checkmark next to Override Default field and click [Save].

>
>

RNH

EXPERT SOFTWARE

te Record
Reference

401-01-00-00
401-01-01-00
401-01-02-00
401-01-03-00
401-01-04-00
401-01-05-00
401-01-06-00
402-01-00-00
402-01-01.00
402-01-02-00
402-01-03-00
402-01-04-00
402-01-05-00
402-01-06-00
402-01-07-00

elete Selection Savi

Status * Standards Task (

Public The Air Op. Individual
Individual
Individual
Individual
Individual
Individual
Individual
Public The Air Op. Individual
Individual
Individual
Individual
Individual
Individual
Individual
Individual

Copyright © BNH Expert Software Inc.

e Default

Task Diffic
Medium
Medium
Medium
Medium
Low
Medium
High
Medium
Medium
Medium
High
Medium
Medium
Medium
High

Search/Replace )

Task Impor
Medium
Medium
Medium
Medium
Low
Low
High
Medium
Low
Medium
Medium
Medium
Medium
Medium
High

Wilose

Task Frequ

Task Leve

Sort Ascending  ikilled

Sort Descending ikilled

Columns

Lock
Medium

Low

Medium
Medium
Medium
Medium
Medium
Medium
Medium
Low

ikillad

0
&
Sitilwud

Skilled
Skilled
Skilled
Skilled
Skilled
Skilled
Skilled
Skilled

www.bnhexpertsoft.com

rofic Performar

o oo oo o000 o00 o000

Task Requ
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No

Task Includ

Task Requi Entry Lavel
Yes No
Yas No
Yas No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
Yes No
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Modify Hierarchy: To change the hierarchy or the order of Tasks or Objectives:
Step 1: Click on the corresponding folder.
Step 2: Click on [Edit Tree] icon.

Welcome, Jay Bahlis

BNH  Training Analysis
bry
» Project: RCAF - Al Operation Officer
O Projects s Job: Air Operations Officer (ALTB)
0 Job Analysis Tasks Select Project Tasks Search & Copy
[ Task Analysis a
Q i Select Al ¥ Deselect Al [Ty " (@ Help & Expot  F lmport  B,Edi Tree (7 Edit All
[3 Obiective Analysis

[3 Job Reports

[3 import Job Tasks. ] @ Establish Long Term Plans

o]

Interpret Mission Requirements

@ Coordinate Airspace and C:

1@ Determine Aircraft Configuration and Mission Setup

[ Draft Operational Documentation

5]

Organize Administrative Mission Requirements
T Integrate All Planning Elements into a Long-Term Flying Program

"] & Develop a Fiying Program

[ Prepare the Flying Program Framework Hi there! Nice to sea you back. How
can | help you today?

T Liaise with Intermal and External Agencies

[ Organize Administrative Mission Requirements

Tasks or Objectives are presented in a treelike structure. To change the hierarchy or order, simply drag
and drop the tasks or objectives to the desired locations. All links to Missions, Jobs, Objectives, Courses,
etc.; as well as attributes including Knowledge, Skills, Attitudes, References and so forth are preserved.
For example, “Coordinate Aerospace and Communication Requirements” sub task may be dragged under
the Tasks folder to become a Task. Moreover, all its links and attributes will remain intact. You may also
view and edit the attributes of any Task or Objective by right clicking on the Task and selecting [Edit].
Once record is edited, click on [Save] to save changes; and the [Save Tasks] to save hierarchy changes.

3 Tasks

€3 Estabiish Long Term Plans e
N £ Interpret Mission Requirements
) =]
f 9 Determine Aircraft Configuration and Mission Setup Reference Code 401.01.02.00

9 Dra Oporational Dacumentabion
£ Organize Administrative Mission Requirements Fubke
€ Integrate All Planning Elements into a Leng- Term Fiying Progr
£ Dovelop & Fiying Program
3 Prepare the Flying Program Framework
€9 Lisise with Internal and External Agencies
2 Organize Administrative Mission Requirements Task Classificat Individual
€2 Manage Crew and Aircraft Scheduling
9 Maintain Mession Support Documentation
3 Prepare and Deiver Aif Operations Briefings

Task DiMculty Medium

Medium
9 intograte Al EXments into  Gonerent Flyng Program

£ Support the Flying Program
9 Conduct Pre Mission Preparation

Medium

€2 Support In Mission Operations sk Level of Proficency; Sxiled
£ Conduct Post Mission Activilies.

{3 Manage Axfiekd Operations
€3 Conduet Routine Alrfield Operations

" £ Coordinale Aok Access and Movement
3 Facilitate Arfiekd Support Sarvices
9 Coordinate girfiekt Emargency Response

£ Manage Pg
\——

Notes:

> To copy record including children, right click on record (Task, for example) and select “Copy”. Next,
right click on another record in tree and click “Paste”.

» To delete multiple records at one time, press “Ctrl +C” to select tasks and click “Delete Task” button.

> Status of folders (i.e., open or closed) is maintained after each Save.

» To minimize data loss due to timeout, warning is provided to alert users to save data each 15 minutes.

BN 7|Page
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Search and Copy: You can search and copy Missions, Systems, Jobs, Tasks, Performance Objectives,

Courses and so forth, as follows:

Step 1: Click on the desired folder — Mission Analysis, System Analysis, Job Analysis, Tasks Analysis,
Performance Objectives or Course Analysis.

Step 2: Click on the [Search & Copy] tab.

Step 3: Select the desired search criterion and click [Save] — more options may be provided — to display
available elements.

Welcome, Jay Bahlis -
Training Analysis v
@ sar
s Project: RGAF - Awr Operation Officer N /

Ls Job: Air Operations Officer (ALTB)

SO icor |

@ Help
Import Job Search By
[ select | v
[ select
Mission
System
Job
Selectd eyword

Step 4: Select the desired item to copy data from and click [Save].

Welcome, Jay u! /

BNH  Training Analysis v
Save
s Project: RCAF - Air Operation Officer
O Projects s Job: Ar Operations Officer (ALTB)
0 JobAnalysis Tasks Select Project Tasks m
O TaskAnalysis
O Objective Analysis (® Help
D) Job Reports
D Import Job Tasks Search By Job Profie  (RIEED
[ selact ] v
AVN (Test Project)
AVN Technician (C130J (Backup))
Above Water Warfare Officer (Frigate)
Select desired option(s) and click Save to display or copy Above Water Wartare Officer (RCN Sample Project - Job Task Analysis) y
Air Operations Officer (RCAF - New Project) '
Air Operations Officer (ALTB) (RCAF - Air Operation Officer)

Anti-Submarine Warlare Officer (RCN Sample Project - Job Task Analysis)

Step 5: Place checkmarks next to the desired records (Tasks, for example) and click [Save] to copy the
records (Tasks) including attributes and sub records (Sub Tasks). @

Training Analysis AN
& 5o
L; Project: RCAF - Air Operation Officer
L Job: Air Operations Officer (ALTE)

Q Search iiSelect Al ) Deselect All (3 Help
Develop a Flying Program
Establish Long Term Plans
() Manage Airfield Operations N
Manage Persanne:

Support the Flying Program

Select desired option(s) and click Save to display or copy
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Import Data: Dozens of Excel Spreadsheets are provided at http://www.bnhexpertsoft.com/data-
collection-forms-configuration-version-12 to simplify and speed offline data collection from Subject
Matter Experts (SMEs). The attributes and options within each form (Job Tasks, for example) are identical
to the corresponding (Job Tasks) fields within ADVISOR. Once completed, the data can be uploaded to
ADVISOR Enterprise with a few mouse clicks, as follows:

Step 1: Click on the folder where data should be imported. Please note that each spreadsheet is designed
to import data under a specific folder within ADVISOR Enterprise. For example, the Mission Tasks
spreadsheet is designed to import Tasks under Missions, while the Job Tasks spreadsheet is
designed to import Tasks under Jobs.

Step 2: Click the [Import] button to start the upload process. In some cases, you are given the option to
import either Excel or xml. Select the format that corresponds to the data you are working with.

Step 3: Click [Choose File] and select the desired spreadsheet.

Step 4: Indicate the Row on which data import should begin by entering the appropriate value in the Start
From Row # field. The top 4 rows in ADVISOR Excel spreadsheets are reserved for headings and
instructions. Collected data typically starts on Row 5.

Step 5: Indicate where the data for each field resides within the Excel spreadsheet by entering the
corresponding column number. For example, if Task Title is stored in Column 1, then enter 1 in
the Task Title field. Data in Excel spreadsheets is sequentially mapped to the corresponding fields
in ADVISOR. You are not required to import all attributes. If certain fields — such as Status or Task
Classification — are not needed, simply leave their column number fields blank. ADVISOR will not
import data for any attribute that has not been assigned a column number.

Step 6: Click on [Save] to import. ! !

BNH  Training Analysis -

(6 save
Ly Projest: RCAF - Alr Operation Offcer
O Projects Ly Job: Air Operations Officer (ALTB)
3 Job Analysis
[ Task Analysis
[ Objective Analysis @ Help

[ Job Reps

O Import Job Tasks Download Template Download Instructions

hitps:/fwwew brhexpertsoft comidata-callection-form-training-analysis-version-12 hitps://www bnhexpertsoft com/wp-contentiuploads/2017/09/Data_import_Instructions pdf

File Name (D Fie Type (D)

Choosa Fils | No file chosan ¢ Excel v
Text Qualifier Start From Row # (D

[ select ] v 5

Available ADVISOR Fields

Order of Import (Column #)
Hi there! Nice to see you back. How
can | help you today?

Task Tite (N0 Reference Code

| ¢ 0

N

Note: The Reference Code is also used by ADVISOR to detect duplicate records during import. When a Job
Task is imported, ADVISOR first checks whether the Job already contains a Task with the same Reference
Code. If a matching Reference Code is found, ADVISOR displays the following message “Duplicate Records
already exist”. Selecting Ok updates existing Job Tasks in ADVISOR with the imported attributes. Selecting
Cancel, aborts the import.

DAL 9 | Pa ge
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Assign Tasks to Missions, Systems or Jobs: To minimize duplication when adding Mission, or System
Tasks, each Task is first stored under Project Tasks, which serves as a centralized repository. Tasks can
then be assigned to any Mission, System, or Job by clicking the [Select] tab, placing checkmarks next to
the desired Tasks, and clicking [Save]. This ensures consistency across the system and reduces repetitive

data entry.
Welcome, Jay s
Training Analysis >
Ok Tutorial Save
s Project: ABC Aircraft Bock A
s Mission: Transport Troops

[ Task Analysis

O Job Analysis Q search & Filter igiselect Al {Deselect All (3 Help
) Project Tasks

Project Repositories 4
O Prog - 407 - Maintain Aircraft Structures

[ Project Reports

Operate GCommunication System

_) Maintain the Cemmunication System

Click and complete next tab, if apphcable; then click the Save button

Assign KSAs to Tasks or Objectives: Similarly, Knowledge, Skills and Attitudes (KSAs) are stored under
Team Knowledge/Skills/Attributes within Project Repositories, which serves as a centralized repository.
KSAs and can be assigned to any Task or Objective by clicking the [Select] tab, placing checkmarks next to
the desired KSAs, and clicking [Save].

PAIL 10 | Page
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Setup and Assign Meta Tags: To quickly zero in on desired Tasks or KSAs within a repository, Meta Tags
can be created under the Project Attributes folder.

Welcome, Jay Bahlis
Training Analysis

© History
Ls Project: ABC Aircraft Bock A
Attributes Search & Copy
Q Search idiSelect Al ¥ DeselectAll () & @ Help & Export 7 Import & EditTree ( EditAll

[ Project Reposilor O® Te

Team

O
T Operalien

i Maintenance

To add Attribute, click on the Add button

Once created, Meta Tags can be assigned to any Task or KSA by clicking the [Meta Tlag] tab, selecting the
desired Meta Tags, and clicking [Save]. This allows users to efficiently filter, group, and locate related
items across large repositories.

Welcome, J@
BNH Training Analysis AN

[ Delete %" Shargd OnTutorial & Filter (D History

L Project: ABC Aircraft Bock A

O Projects Ls Mission: Transport Troops
O Mission Analysis Ls Task: 407 - Maintain Aircraft Structures L
Z
Cues Safet, References Jobs Meta T cation
O TaskAnalysis Y ngs N

[ Training Requirements

Ql searcn ifiSelect Al i Deselect All [ Notes (3 Help

v @ Tye
| Operation
N N

Project Reports Maintenance

[ Knowledge/Skills/Aftitudes

ib Tasks

Click and complele next tab, if applicable; then click the Save bution

RNH 11| Page
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Display Settings — Records per Page: By default, 10 items (such as Projects, Tasks, Objectives, Knowledge/
Skills/Attitudes, and others) are displayed on each page. When the number of items exceeds 10, the
additional items are shown on subsequent pages. The total number of pages available is displayed at the
bottom left of the list. To view the items on a specific page, simply click the corresponding page number.

Welcome, Jay Bahlis

BNH  Training Analysis

(@ History
, Project: RCAF - A Operation Officer
L3 Job: Air Operations Officer (ALTB)
Select Project Tasks Search & Copy
Q sear GiSelect Al ¥ Desaloct All ) o} @) Help & Export T Import & EditTres [ EditAl -

() {7 Establish Long Term Plans

@ Interpret Mission Requirements

1 Coordinate Airspace and C

@ Determine Aircraft Configuration and Mission Setup

13 Draft Operational Documentation

[ Organize Administrative Mission Requirements

13 Integrate All Planning Elements into a Long-Term Flying Program

() 3 Develop a Fiying Program

{8 Prepare the Flying Program Framewark
1 Linise with Intemal and External Agencies -
n il B @ Showing 1 ta 10 of 30 entries. ltems perpage: 10

Modify the Number of Records Displayed per Page: You can adjust how many records are displayed on
each page in two ways:

1. Quick Adjustment: Click on V next to items per page field and select the desired value from the
dropdown list (see above).

2. Persoalized Setting: Select [Personalize] under username, click [Preferences] and click the [Options]
tab. Under Specify number of records to be displayed Under Items per Screen field and clicking [Save].

Welcome, J@
Personalize ~ N &

Password Display Job Description Work Hours Retirement
(3 Help
() ADVISOR Tour Auto Search
] s
o N (/]
O Recommend Qutcome/Classification Recommend LO Statement
(]
O
Display 1D Items Per Page
O ; 7
J
O 10
[na]
ltems Per Tab Raws per Screen (N
oo Iy
500 100
Import Style Fiter % (M)
Text v 75
Color Theme  (EEEED Display Theme (IR
Green Theme v Classic (Recommended) "
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Control Data Visibility and Reuse: By default, when a new Project, Mission, System, Job, or Task is created,
its Status is set to Public. This allows other users to find, copy, and reuse the item through the Search
function — helping minimize duplication and streamline analysis efforts. Setting an item to Public does not
grant others permission to view or edit your data. It simply enables reuse of the structure or content. To
maintain anonymity or restrict visibility, you can set the Status of a Project, Mission, System, Job, or Task
to Private. Private items are excluded from the Search function and remain accessible only to you.

Welcome, Jay Bahlis

Training Analysis v

€ Delete CiTutorial | & Filter @ History ( Search B3 Compere T3 Generate Code @ Code Lookup

» Project: RCAF - Air Operation Officer

D Prolects Defaults Analysis Required Archive
03 Job Analysis 5
O Task Analysis @ Notes ( Help Cascade
[ Obiective Analysis
[ Job Reports
Project Titl cient D
O import Job Tasks
RCAF - Air Operation Officer RCAF v
Reference Code Base Currency (IR0 u
Canadian Dollar v
Date Format  (EUIED Area Measurement Unit  (CERED
mm/ddiyyyy v square meter v
Training Analysis Model | staus CREED
DIF (Ohio State SCID) v Public (all users) v
B \
Manager (IR sub Divde  (CRERD
Bahlis Jay v No v

Manage Collaboration and User Access: Each analysis — such as a Project, Course, or similar item — is
assigned to a specific User (Manager), typically the individual who created it. By default, only the Manager
can view and modify the Project or Course. To allow other users to review or make changes, the Project
or Course can be shared by clicking the [Share with] tab, placing checkmarks next to their names, and
clicking [Save]. The privilege level for each user is displayed beside their name. Browse — the user can
view the analysis and add notes but cannot edit. Edit —the user can add, modify, or delete items. Note:
Only the names of users assigned to the same Client are presented under the [Share with] tab.

If the Project or Course Manager reports to another user, the Project or Course is automatically shared
with that Supervisor. In this case, the checkmark next to the Supervisor’s name appears in read-only
mode.

Welcome, J#
Training Analysis v
@ Delete (0 Tutorial

% History (9 Search [l Compare (3 Generale Code @ Code Lookup

» Project: RCAF - Air Operation Officer

O Job Analysis

D Task Analysis Q sea i Select Al ¥{DeselectAll [ Notes (3 Help

ctive Analysis

[ Import Job Tasks Bough Nick (Browse)
@ wnite Mary (Edit)

| Williams Robin (Edit)

Click and complete next tab, if applicable; then click the Save button
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Add Notes: Users can add a Note to any screen by clicking [Notes], typing the note in the new window,
and clicking [Save]. Notes added by other users are displayed in read-only mode at the bottom of the
window. Each user can edit or delete only their own notes.

Welcome, Jay Bahlis -

Training Design

OrTutorl|  Fiter @ Hisory

L Program: RCAF - Air Operation Officer
Air Operation Officer Course
L Group: Graup #3: Knowledge Fact

Costs

B Notes (3 Help

IMI - Level 1 T Teams

Parsonnal [ select] v @D  seeat v @D  sela) - @D

Development Hours Source* Template . |#] Development Costs notes. - Personal - Microsoft Edge = o X
@ localhost/Advisor/program.go

Development Hours [per hour] 125 10
Jay Bahlis

Annual Productive Days 0 t >

08 September 2026 03:13 PM
Development cost are based on Training Magazine| 2026 survey.

Working Hours per Day 0 i
Adjusted Group Length [hours] 399 5
Total Development Time]days] 66 8
p
Avg. Daily Cost for Developer $ 500 o 1
m Reset  Delete
e Total Personnel Cost $33,250 5

Support

Summary

|
Contracting Gosts 50 ® s T 0 so k- S ‘E

Al Enhanced User Support: ADVISOR built-in Al chatbot supports both platform questions and Instructional
Design guidance. Whether you need best practices or quick answers, help is always a click away.

Welcome, Jay Bahlis
BNH Training Analysis

.
. ADVISOR Al ChatBat
Ls Project: RGAF - Air Operation Officer

O Projects L Job: Air Operations Officer (ALTE) ®

03 JobAnalysis Salect Project Tasks Search & Copy Hello! 1 am an Al powered ChatBot.
I have been trained on BNH and

[ TaskAnalysis ADVISOR Enterpri re. H B
Q Search ifjiSelect All ijDeselect All [} @ @ Help &, DVISOR Enterprise software. How

[ Objective Analysis o can 1 help you?

[ Job Reports

D) Import Job Tasks () 1 Establish Long Term Plans

T Interpret Mission Requirements.
[ Coordinate Airspace and Communications Requirements
] Determine Aircraft Configuration and Mission Setup
[@ Draft Operational Documentation
[f Organize Administrative Mission Requirements
® (7 Integrate All Planning Elements into a Long-Term Flying Program
FAQ About us Contact Us
[ 1@ Develop a Flying Program
[ Propare tha Fiying Program Framework Is the following task “Interpret Mission

Requirements” aligned with CFITES]

Tl Liaise with Internal and Extenal Agencies

[OR

Sowsred by ©) Chatdot
Showing 110 1u OF 3u emINes_1tems perpage: 10w -

RN l4|Page
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Chapter 2: Setup Clients

2.1 Setup New Client

Why Setup Clients. Although most instructional design models follow the ADDIE framework, organizations
often adapt the process to fit their specific needs. Some prefer a task-based approach, while others use a
competency-based model. Certain teams capture knowledge and skill requirements during task analysis,
while others do so during objective analysis. To support multiple clients with differing methodologies and
requirements, each client can be set up as a separate entity and configured according to its preferred
approach. If you support only one client (such as your own organization), then only a single client setup is
required

Step 1: To create a new client, click on the Clients Setup folder.
Step 2: Click on [Add].
Step 3: Input the Client, Contact Name and additional information. Fields marked (Required) indicate data

needed by ADVISOR. You can provide more than the required fields — the more information you
include, the stronger and more accurate the results.

Welcome, Jay Bahlis

BNH ADVISOR Setup

@ Help

client (D) Reference Code

Contact Name Address 1 @

Address 2 City

State/Province Country

PostalZip Code Phone Number
Hi there! Nice to see you back. How
can | help you today?
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Step 4: Click the [Defaults] tab to specify Annual Productive Days, Working Hours per Day, Fringe Benefits
Factor, as well as Currency Exchange, Discount, and Inflation Rates for the client.

Implication: Annual Productive Days, Working Hours per Day, and the Fringe Benefits Factor
ensure consistent calculations and minimize repetitive data entry. These values automatically
populate for all personnel types — trainees, instructors, administrators, managers, and support
staff — whenever new courses or solutions are created. Users can still adjust them as needed.
Discount and Inflation Rates play an important role in projecting courses and solutions costs over

Welcome, Jay KJ.I
BNH ADVISOR Setup 4
Ck Tutorial -Suve
Contact Data lysts Require Media Supy

@) Help

Annual Productive Days Working Hours per Day

230 75
Fringe Benefits Factor [%] Currency Exchange Rate (R

0% 1

Discount Rate Inflation Rate

0% 0%

Step 5: Click the [Benchmark Data] tab to specify the number of Employees Eligible for Training, the
organization’s Annual Payroll, how many Employees are Trained each year, the number of
Trainers, and the Annual Training Hours per Employee.

Implication: The information you enter here is mainly used to produce ATD-equivalent
benchmark reports.

Step 6: Click [Save] to store the data.

Note:
» To copy a Client, click to the Clients Setup folder, select the Client by placing a checkmark beside its
name, and then click [Duplicate].

BN 16| Page
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2.2 Configure Client — Analysis Required

Step 1: Click the [Analysis Required] tab to define what data will be collected and which analyses need to
be performed

Step 2: Select or deselect the items you want ADVISOR to include.

All options start selected by default. If certain data or analyses are not relevant for a Client, you
can deselect them. ADVISOR will then hide the related nodes throughout all projects for that
Client, helping simplify the workflow and reduce unnecessary data entry.

Example: If a Client only wants to consider Development, Hardware, Administrative,
Management, Trainee, Instructor, Facilities, and Support Costs, deselect the remaining cost
categories. You can always bring them back later by reselecting the items and clicking [Save].

Implication: Any deselected items will be hidden across all projects, courses, and solutions for

that Client. This results in a cleaner interface and faster analysis. Because these settings apply
globally to the Client, it's important to review them thoughtfully.

ADVISOR Setup ~ N

Contct o Ootauts soncmarcoos (IR vece siwore
Q| searcr ‘iSelect Al ¥iDeselect Al (3) Help l
Client idiSelect W Deselect
[ Advanced Functions -

Templates. ‘filSelect ! Deselect

Course Variables
Constraints

Instructional Requirements

Travel Costs
Resources HiSelect % Daselect
Hi there! Nice to see you back. How
Adminiskstve can | help you today?
Development

Courseware

Step 3: When you're finished updating the settings, click [Save] to apply the Client’s configuration.

Note: If needed, you can adjust the configuration for a single project, course, or solution. Simply turn off
the Cascade option, then open the [Analysis Required] tab and select or clear the items you want to apply
to that specific project, course or solution.
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2.3 Configure Client - Fields Required

To tailor the analysis even more, you can hide or reveal fields on any screen. Just click [Filter] and select
the fields you want displayed.

Welcome, J\ /
BNH  ADVISORSetup v

[ Delete v Configuration Wizard s Tutorial & Filter (D History

L Client: Corporate Training Division

O Organization Info
Contact Info Defaults Benchmark Data Analysis Required Media Supported

B Notes  (® Help

client (D Reference Code

e Corporate Training Division

[ Project Accounts

Contact Name Address 1
[ Personnel Templ
O Advanced Fu s Teresa Reid

Address 2 City

State/Province Country

PostalZip Code Phone Number Hi there! Nice to see you back. How

can | help you today?
Fax Number E-mail

Select or clear the options for the fields you want to hide or show. Indicate whether the change should
apply to All, a specific Client, or the Current Project, and click [Save] to apply the update.

|| ADVISOR List Item Visibility - Personal - Microsoft Edge

@ localhost/Advisor/program.gomain?agion=fieldsvisibility&nodelD=ndepartment_309_251_1.4.2
Apply to OcClient  ® Al @
\C\.enl

Reference Code
Contact Name
Address 1

L Address 2

City
State/Province

J Country
Postal/Zip Code /
Phone Number
(L Fax Number \
E-mail
Base Currency
Date Format
Area Measurement Unit
Training Analysis Model
Set Knowledge/Skill Current Level to Nil
Cascade Knowledge/Skills
() Sync POS/EOs with Tasks/Sub Tasks
) Report To
Sub Divide
Sequence
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2.4 Configure Client — Delivery Options Supported

Step 1: Click the [Media Supported] tab to indicate which delivery methods are supported for this Client.

Step 2: Select the Delivery Options that apply to the Client by placing checkmarks beside the relevant
items.

All options are selected by default. If you need more information about a specific Delivery Option,

click [Help] for a short description, or refer to Annex A in the ADVISOR Enterprise Training Design
User Guide for detailed explanations.

Implication: ADVISOR will only consider the selected Delivery Options when analyzing Courses for
this Client. Unsupported options - such as Print in the example — will not be recommended and all
related fields will be hidden automatically. This keeps the interface focused and reduces the time

required to complete the analysis. Since these selections influence every Course associated with
the Client, review them thoughtfully.

Welcome, Jay “U""
BNH ADVISOR Setup w
@ Delote 3 izard  CaTutorial (5 Fiter (O History

s Client: Corporate Training Dvision

[ Organization Info

Conect o ot —— e
3 Clients Setup

O Tem

LiiSelect Al % Deselect Al [@ Notes  (3) Help ‘

Instructor-led ‘iiiSelect ’chsck’ i

instructor-led (Classroom)

instructor-led (On-location)
nstructor with Computers

instructor with Equipment

(< O < B < I <]

Print iiselect W Deselect

Print
Print with Computer
Print with Equipment
Hi there! Nice to see you back. How

can | help you today?
Tapes

Audio Tapes/MP3/iPod

Step 3: When you've finished selecting the delivery options, click [Save] to apply them to the Client’s
analysis.
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2.5 Configuration Wizard

To make configuration easier, ADVISOR includes 19 preset options that match the requirements of the
Canadian Air Force, Army, and Navy; the US Air Force, Army, Navy, and Marine Corps; the UK Ministry of
Defence; S6000T and several Corporate and Government standards. Click [Configuration Wizard], choose
the preset that fits your Client, and click [Save] to apply it.

BNH ADVISOR Setup

O Organization Info

> ) Clients Setup
O Templates
) Resources
O Inventory
O Time Off

[0 Users Accounts

O Project Accounts

[ Personnel Templates

[ Advanced Functions

L Client: Corporate Training Division
Contact Info

cient (D

Corporate Training Division

Defaults

Benchmark Data

Reference Code

Analysis Required

Welcome, Jay Bahlis -

¥

[ Delete v Configuration Wizard s Tutorial & Filter | (D History

Media Supported

@ Notes (@ Help

Contact Name Address 1
Teresa Reid
Address 2 City
State/Province Country
Postal/Zip Code Phone Number Hi there! Nice to see you back. How
can | help you today?
Fax Number E-mail
14 ADVISOR Preconfig View - Personal - Microsoft Edge = u] X
© localhost/Advisor/program.gomain?action=preconfignodelD=ndepartment_309_251 1.4 2
LAl
U Canadian Air Force (CFITES)

© Canadian Army (CFITES)

© Canadian Navy (CFITES)

O Corporate SAT
L Government Essentials

Corporate Essentials
Corporate 1ISD

«

© Government ISD

U Government SAT

© Original Equipment Manufacturer (OEM)
© s6000T

U UK Air Force (JSP 822)

O UK Amy (JSP 822)

(J UK Navy (JSP 822)

O US Air Force (MIL-HDBK-29612 2A)

O US Army (MIL-HDBK-29612 2A)

U US Marine Corps (MIL-HDBK-29612 2A)
© US Navy (MIL-HDBK-29612 2A)

A 4
=2

Beyond configuring the currency, DIF model, and related parameters, ADVISOR automatically hides any
nodes, folders, fields, or reports that do not apply to the Client. You can continue tailoring the setup using
the Analysis Required, Filter Fields, and Media Supported options outlined earlier. If you need a more
specialized setup, BNH can create custom configurations to match your exact needs.

BRNH
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2.6 Select Taxonomy

Different organizations use different terminology. For instance, the Canadian Department of National
Defence refers to Learning Objectives as Teaching Points, while the UK Ministry of Defence uses Key
Learning Points. To update the taxonomy, simply modify the relevant settings as follows:

Step 1: Click on [Personalize]
Step 2: Click on the Preferences node

Step 3: Choose the appropriate option from the Language field. ADVISOR provides six preset taxonomies
— Corporate, Government, Canadian Department of National Defence, S6000T, UK Ministry of
Defence, and US Department of Defense—alongside the default setting.

If you need a customized taxonomy, you can edit or create your own under English (version 1)
and English (version 2). More information is available in Section 2.7 Modify Taxonomy.

Welcumu,i/ Bahiis -

I Personalize
(= Log Out

Step 4: When you're finished selecting the language, click [Save] to apply.

Personalize

English {Canadian Department of National Defence)

English (S6000T)
English (UK Ministry of Defence)

Pening Projects Email Address (D) English (US Department of Defense)
Completed Projects Engitsh (FAA)
bahlis@bnhexpertsoft.com English (First Edition)
cline 5
English (Military)

Location

O Pref Password Options Display Job Description Work Hours Retirement o \\
o
o a
o
o User Login (IR0 New Password (T
t]
(] English {Defaulty
[ Timetable R
o ¢ Confirm Password English {Government)
o
(]
(]
o
o

English (Treasury)

English (Default) v
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Chapter 3: Setup Templates & Resources

3.1 Setup Templates & Resources

To make course analysis faster, more consistent, and more accurate, ADVISOR enables you to create and
share personnel, resources, and instructional design templates. This also helps determine the personnel

and resources needed for training and supports tracking their allocation and utilization across the
organization

Step l1a: To configure course variables such as trainee-to-instructor ratios, instructor prep time,
instructional design needs, technical capabilities, and transmission or travel costs, click on the
Templates folder

Step 1b: To create personnel — developers, instructors, administrators, managers, support staff — or to
add resources like facilities, equipment, or simulators, click on the Resources folder.

Welcome, Jay Bahlis
BNH ADVISOR Setup

@ Delete ¥ Configuration Wizard (3 Tutorial £ Filter (D History
L Client: Corparate Training Divisicn
[ Organization Info
O Clients Setup

[ Templates
]

(=l y
0 Time Off

B Noles (3 Help

crent (D)

Corporate Training Division

Reference Code

Contact Nama Address 1

(]
O
O
O

Teresa Reid

Step 2: To create a new Template or Resource, click the appropriate folder under Templates or Resources,
then click [Add]. For example, to build an Instructional Requirements Template for Knowledge,
select the Instructional Requirements folder, click [Add], complete all required fields across each
tab, and click [Save]. You can add as many Templates or Resources as your analysis requires.
Common Instructional Requirements Templates include Knowledge: Facts, Knowledge: Rules,
Knowledge: Procedures, and Knowledge: Problem Solving. @

ADVISOR Setup

@ Delete  D:Tutorial | @ Filter | (D History

 Client: Corporate Training Division
 Instructional Requirement: Knowledge Facts

Content Display Design Activity

/

B Notes (3 Help

Reference Code

Description Equipment

[select] v
O Inventory

0 Timeon
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To configure pilot or technician instructors, click on the Instructors folder under Resources, click
[Add], and complete the fields in the [Attributes] and [Costs] tabs. Then, under the [Media] tab,
indicate all media types the Template applies to and click [Save]. @

ADVISOR Setup

@ Delete | 0x Tutorial | & Fitter| (D History

» Client: Corporate Training Division

» Instructors Costs: Instructor-led Level lll Instructor (7508)
Costs Media Share with
N
Tite (R Reference Code

Description status (R

B Noles | (D) Help

Public -
“
Manager (EERD Sequence
Williams Robin ~ 100

Notes:
> When a Template’s Status is set to Public, any User assigned to that Client can use it in their courses.
This does not mean they can edit it — only use it.

» You may also share Templates with specific Users assigned to the same Client. Open the [Share with]
tab, check the appropriate names, and click [Save]. Users with the Edit privilege will be able to modify
the Template.

» When available, you can place specific Equipment and Facilities in the Inventory folder. This helps
streamline how resources are allocated to projects and course schedules.

Step 3: After you create an Instructional Requirements Template, authorized Users can quickly import it
into any course by opening the Media Analysis folder and selecting the Requirements node.

Welcome, Jay Bahlis

BNH Training Design

CuTutorial {6 Filter (D History

U Program: RCAF - Air Operation Officer
Ls Course: Air Operation Officer Course
L Group: Group 3 Knowledge Fact

[ Programs

Display Design Activity Salety Evaluation L
@ Notes (3 Help
Template Training Leve
| [ select | v Familiarity ~
[ Raling oct]
B) C=hEEL | koowedgeFecs |
= = Utgegley of Changes
oup Summary Knowledge Rules r
Knowledge Procedures v
e
Knowledge Problem Solving
Skill Perception
Skill Grass Motor Skills. Large Memorization Component
Skill Continuous Movement
N Not required -

Skill Mechanism
Atiitude Respending

Electronic Information Search Course Status Hi there! Nice to sea you back. How

can | help you today?

Not required ~ New

Complexity of Leaming Objectives Complexity of Material
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In the same way, authorized Users can import Personnel and Resources Templates into any course
by opening the Cost Analysis folder and selecting the Import Cost Data node.

Welcome, Jay Bahlis

Training Design

Save
L Program: RGAF - Air Operation Officer
L3 Course: Air Operation Officer Course
L. Group: Group 3. Knowledge Fact

B Notes | () Help
Gr
IMI - Lewel 1 i Teams.
o
o Course Variables [select] @D  (seeqa) @D (sele) @D
D
Development Costs [ select] @D  (select) @D (st @D
(]
Dc Facilties Casts [select] @D st @D st @D
D
o Hardware Costs [ select] ~ @D  seect) ~ @D  select) - @D
D A
o Instructors Costs [ select] /@D  [selea) ~ @D  selext) - @D
= . ‘ select
aintenance/Material Costs @ s @D st v
o AVS Instructors Lsetect] [ select] a
AVN Instructors 4
[ . Hi there! Nice to see you back. How
(] Suwpor Gosts Pilot Leval | Instructors b il W et can | help you today?
o Pilot Level Il Instructors \
At Operation Instructors
. Input attributes and click the Save button

Templates and Resources make it easy to run what-if scenarios. For instance, you can instantly compare
personnel, resource, and cost requirements for trainee-to-instructor ratios such as 6:1, 12:1, or 18:1 by
choosing the appropriate Template and clicking [Save].

The cascade @ icon shows that information from the Template is being applied directly to the Course.
For example, if equipment purchase or operating costs change, you only need to update the Template —

any course using that Template will update automatically. You can turn cascading off or back on at
any time by clicking the icon.
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3.2 Find & Copy Templates & Resources

Copying Templates or Resources from another Client is simple:

Step 1: Click on Templates or Resources folder to display categories.

Step 2: Click on the category you want to work with, such as Development.

Step 3: Click on the [Search & Copy] tab and select the Client whose Templates you want to copy.

Welcome, Jg

o Tutonal

Step 4: Click [Save] to view all Templates or Resources available for import.

ADVISOR Setup

-y

s Client: Corporate Training Division N

Media ‘Search & Copy

@ Help
client (D
[ select ] v|
o [ select |

0 Herdwere ADVISOR 13.80 Test -
Air Force

=) (e 4
Air Force Base Training Division 0

Selectd american Electric Power
Amy
Canadian Navy
Corporate Training Division
Lockheed Martin Space Syslems
O Time OF NAWCTSD
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Step 5: Choose the Templates or Resources you want to copy from the list.

Step 6: After selecting the Templates or Resources you want to copy, click [Save] to complete the
process.

v
W
Welcome, Jay Bahlls

O ko

BNH ADVISOR Setup

 Client: Corporate Training Division

[J Organization Info

Media Search & Copy
Q| searcn iiSelect Al ¥ Deselect Al () Help
ir
L
aleaming I
Virttual Learning F
() Training Devices

Select desired option(s) and click Save to display or copy

Hi there! Nice to see you back. How
can | help you today?

After saving, the copied Templates will be added under the selected Client.

Welcome, Jay Bahlis
ADVISOR Setup ~
On Tutorial (D History

s Client: Corporate Training Divisicn

on Info

Q) sea
Q Search

i Select All X DeselectAll (5 B @ Help & Export T Import [ EditAll

O
() @ eLeaming \

[ Courseware

[ Facilties
To add Resource, click on the Add button

0 Malerial

[ Support

03 Inventory

Hi there! Nice to see you back. How
can | help you today?
Advanced Functions
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Chapter 4: Setup User Accounts

4.1 Setup New User Accounts
Create User Accounts

Step 1: To create a new User account, click on the Users Accounts folder.
Step 2: Click on [Add] to begin setting up the new User.

Step 3: Under the [Account] tab, enter the User’s first name, last name, title, password, and email. Next,
assign the appropriate functions under the [Assign Privileges] tab, and indicate which Clients the
User supports under [Assign Clients]. If needed, you can limit access by entering an expiry date
under the [Limits] tab. If no date is entered, the User’s access will end when the organization’s

annual ADVISOR license expires. More details on Privileges, Clients, and Limits are presented
below.

When you click [Save], ADVISOR automatically generates the User Login using the first initial and
last name. If that Login is already in use, ADVISOR adds a number to create a unique identifier.

Users can change their Login and Password by clicking on the [Preferences] node under
[Personalize] once they are logged in. Fields marked (Required) indicate data needed by ADVISOR.

Step 4: When all required information has been entered, click [Save] to finalize the new User account.

Welcome, Jay: ;“4 J
ADVISOR Setup v

O Ttorl
Account Assign Privileges Assign Clients Limits
@ Help
User First Name (D User Last Name (D)
User Title Employee Number ¢
User Password Gonfim Password (R
Emeil (D) Reactivate Account

Notes:

> If a User has not logged in for a period defined in the Configuration File, their account may be
deactivated. To restore access, simply check Reactivate Account and click [Save].
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» Password rules — such as minimum length, required character types, how often passwords must be
changed, and whether old passwords can be reused — can all be set by System Administrators in the
advisor.properties file.

Assign Privileges
To define what the User can or cannot do:

Step 1: Click on the [Assign Privileges] tab.

Step 2: Check the boxes next to the functions you want the User to access. New Users start with no
privileges, while the System Administrator role provides complete access. You can view short
descriptions of each function by clicking [Help], and a printed version is available in Annex A.

Implication: A User with Browse privileges can view information but cannot change it. A User with
Edit privileges can add, update, or delete data. If a User has no privileges for a specific function,
such as Organization Info, ADVISOR hides that node entirely.

Step 3: Click [Save] to apply the privileges. ! !

BNH ADVISOR Setup
=T ) Save

Q| Search fiiSelect All % DeselectAll (3 Help
Project Accounts
Personnel Templates v System Administrator idiSelect M Deselect
Advanced Functions
) Yes
Perform Search iffiSelect % Deselect
Yes
v Access Dashboard ifiiSelect ' Deselect
) Yes
Manage Documents idiSelect W Deselect
Yes
Organization Info ifjiSelect % Deselect
Hi there! Nice to see you back. How
Edit can | help you today?
) Browse
v Clients Setup iDiselect W Desslect

Notes:

> Privileges help organizations manage work more efficiently. For instance, if a Financial Analyst is given
Browse Clients Setup and Edit Financial Templates, they can create Cost Templates for Clients but
cannot modify or add new Clients. That task can be assigned to someone else or reserved for the
System Administrator.

> Privileges also make ADVISOR easier to use by showing each User only the functions they need,
keeping the interface clean and focused.
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Assign User to Clients

Click on [Assign Clients] tab and check the boxes next to the Client(s) the User will support. New
Users start with no Client assignments

Implication: Users can collaborate and share analyses only with colleagues who support the same
Client. Their privileges also apply strictly within those assigned Clients. For example, if George
Smith is assigned to the Army and has permission to manage financial templates, he can manage
templates for the Army only.

Click [Save] to complete the Client assignment.

Limit User’s Storage/Access

Under the [Limits] tab, you can apply several restrictions to a User’s account.

This option controls how many courses a User can keep saved at once. It doesn’t restrict
how many analyses they can perform — only how many completed analyses can be
stored at the same time. For instance, if John Smith has a limit of 5 courses, he can
Number of  5.3v7e any number of courses, but only five can remain saved. When he reaches the
Courses limit, he can delete one course to make room for another. If no limit is set for the User,
the organization’s overall course license determines how many courses all Users can
collectively manage.
If you need to grant temporary access — for example, to a partner or consultant — enter
) an expiry date for the User’s account. Once that date is reached, the User will be unable
Expiry Date {5 |og in. If you leave the expiry date blank, the User’s access will end when the
organization’s annual ADVISOR license expires.
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