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Introduction

This document is intended for 

Siemens Xcelerator Academy 

corporate administrators to guide 

them in using the administration tools. 

Corporate accounts are used by 

companies that have more than 5 

users that need Self-Paced Training.  

The administration tools can manage 

users, distribute memberships, and 

report learning progress. 

Topics: 

Memberships

Users and Groups

Usage Reports

Learning Labs

Learning Credits



Administration Dashboard

When you are assigned the role of a corporate 

administrator, you have privileges to access 

administration tools.  The Dashboard provides 

high level metrics of the primary sections.

Sections includes:

• Memberships: membership details and 

configuration options

• Usage: usage reports for logins and 

membership activity

• Users: user management and membership 

distribution

• Labs: labs hours orders, assignment, and 

usage

• Credits: credit details and usage history

Persistent menu 

allows you to navigate 

between the sections

Select a section to 

navigate to its 

details.



Memberships

This section provides information 

about the membership orders that are 

associated to your corporate account.  

You can review how many 

memberships are in your account, 

number assigned, and options for self-

registration. 

This Section Includes:

Membership Details and Configuration Options

Configure Membership Categories

Configure Membership for Self-Registration

User Process for Membership Self-Registration 



Membership Details and Configuration Options

Configure Options 

allows you to 

toggle ON Self-

Registration and 

generate a Self-

Registration Code

Export the 

instructions 

generates a PDF 

that can be 

distributed to your 

employees so they 

can self-register for 

a membership.

Purchase 

Additional 

memberships to 

increase Active 

Quantity. 

Total memberships 

and the number 

that have been 

assigned. 

••••••

View Users 

Assigned to the 

Membership

Expand Order 

History to view 

membership 

renewal status and 

its expiration date

Change the visible 

Products or 

Categories



Configure Membership Categories

You can choose to show 

only certain Products or 

Categories in the User’s 

membership.



Configure Membership for Self-Registration

Select to Generate New Code 

that will be used by your users 

during self-registration.  If you 

have more than one membership 

type than each would have its 

own code.

••••••

Assign the 

administrator who 

will be the primary 

contact. 

Select the group the users will be 

added to or allow them to 

choose, or leave blank if you do 

not want them to be added to a 

group. 

Toggle ON Self-

Registration For 

Perform Memberships.

Learning Memberships 

require self-registration 

to be active, but the 

code can be changed.



User Process for Membership Self-Registration

1
Go to URL 

2
Login or Create Account

3
Enter Self-Registration Code

4
Complete Registration

5

Receive email with login 
information

https://training.plm.automation.siemens.com/mytraining/selfreg.cfm



Users and Groups

Administrators can add Users into 

their corporate account and provide 

them memberships. 

Administrators can also create Groups 

to organize users. Groups can be 

used to filter User lists and Usage 

Reports.  

Groups can also include Group 

Administrators (who can manage the 

users within it) and Group Reviewers 

(who can view learning metrics of 

users within the group)    

This Section Includes:
Users

Groups

Add User

Edit User

Siemens ID Self-Registration and Learning Memberships

User Account Types (Roles) 

Bulk Edit Users



Users

Modify a user by 

selecting their 

Name

Export User 

information to 

Excel based on 

filtered settings

Assign 

Administrator(s) to 

manage users and 

monitor learning 

progress

Assign users to be 

a Group 

Administrator or 

Group Reviewer.

Select title to 

sort on column

Modify the Group and/or more than 

one user with Bulk Edit users

Use Filters to show 

users by Group, 

Role, Username, 

and/or Membership

The user’s 

Individual 

memberships

Add users into your 

corporate account 

one-by-one or 

upload a 

spreadsheet

The user’s 

Corporate Perform 

Membership and 

its order number. 

Siemens 

Account status

The user’s 

Corporate Learning 

Memberships 

(hover for more 

information).



You can create a new group to help organize your 

user accounts.

After you add the group, you may go back and assign 

user accounts to this group as needed.

You may wish to assign users to groups if you wish to 

filter usage reports or manage membership 

distribution.  

Groups may also be a helpful tool to organize user 

accounts as your organization grows or individual 

roles change.

Groups



Add User

Select Add User to 

include more 

employees in your 

Corporate Account

Use “Upload Users 

File” to use a 

simple spreadsheet 

to define and 

upload multiple 

user accounts in 

one step
Manually add  each 

user as needed



A confirmation page will indicate that 

the user’s account was created and 

added to your corporate account.  

They will receive a “Welcome” e-mail 

with their login information.

If there are any issues with 

generating the user’s account, then a 

warning or error message will be 

displayed

The users will then appear within the 

“Users and Groups” list.

Add User Continued



View and Edit User

An Administrator can 

change the user’s 

account details, Group, 

and Role.

Assign the user 

available Learning 

Memberships with the 

checkboxes. Uncheck it 

to free up a 

membership. Learning 

Memberships require a 

Siemens ID.

Select Remove From Corp 

Account if the user is 

separated from your company.  

The user will become an 

Individual account and can join 

another corporate account. 

They will lose access to their 

Corporate Memberships and 

you will lose access to their 

Usage Reports.

Select a user’s Name to 

view and edit their 

account.

View the user’s content activity 

including a transcript of their 

membership achievements and 

general usage of their 

memberships.

A user can have one 

Perform Membership



Siemens ID Self-Registration and Learning Memberships

Users without a Siemens ID cannot 

have Learning Memberships 

assigned to them until they register 

for a Siemens Account.

You can have a user self-register 

for a Siemens Account here, or by 

sending a self-registration email for 

the Learning Membership below.

Users will receive this email instructing 

them to register for the Siemens 

Account first, then register for the 

membership.

If the user does not have a Siemens 

ID, a self-registration email for a 

Siemens Account and the selected 

membership can be sent.

The Learning Membership will not be 

assigned until after the user 

completes the self-registration 

process for the Siemens Account and 

selected membership. 

After the user has created a Siemens 

ID, memberships can be assigned by 

a corporate administrator.

https://training.plm.automation.siemens.com/support/index.cfm?show=account_faq


If a user requires access to Administration tools in their 

corporate account, the Corporate Administrator may set their 

Account Type (Role) as follows:

➢ Group Reviewer is permitted access to the usage reports for 

those users in their group only.  No permissions are provided 

to manage memberships or modify user accounts.

➢ Group Administrator may review usage reports for those in 

their group.  They may create user accounts in their group 

only, modify user accounts within their group and distribute 

memberships among users in their group.

➢ Corporate Administrator has total access to usage reports 

for all users associated to the corporate account and may 

create or modify user accounts and groups as needed.  Note 

that more than one corporate administrator account may be 

defined so that more than one person has access to these 

functions.

User Account Types (Roles)



You may need to edit 

multiple user accounts to 

have the same value.

You can change multiple 

user’s:

• Group

• Perform Memberships*

• Add Lab Hours*

You can remove multiple 

users from the Corporate 

Account as well.

Bulk Edit Users

* Note – users can have only one Perform Membership. A maximum of 10 lab hours can be assigned at a 

time. Learning Memberships cannot be bulk edited. Click the information icons      for more details.



Usage Reports

Usage Reports enable an 

Administrator, Group Administrator, or 

Group Reviewer to monitor their 

user’s learning metrics, which include: 

• Logins

• Membership activity

• Chapter views and completions

• Learning Path views

• Badges

This Section Includes:

History Reports

Library Reports

Details Report

Logins

Users Usage



A. History - View usage data per 

year and month.

B. Library – View usage data per 

library over a custom date range.

C. Logins – View overall login data 

for corporate users.

D. Users – Lists users and their 

usage data. Only available if 

“Users Personal Data” is set to 

“Show”.

Usage Reports – History, Library, Logins, Users

A B C

Toggle off Personal Details 

to hide user specific 

metrics. This feature is only 

available to the Corporate 

Administrator.

D

Select type of 

usage report.



History Report

Export filtered 

results to an 

Excel file

Click the bars on the 

graph to see the usage 

for the month. The Date 

Range selector will 

change to Months and 

statistic cards will display 

usage data, similar to the 

Library View (see next 

slide)

If “All” memberships are 

selected, selecting a bar 

on the Monthly horizontal 

bar charts will filter for 

that membership.

Select a 

membership to 

view its records. 

“All” will return 

every membership 

record and can be 

slow.

Select Year



Library Report

Each card will 

display usage data 

per item level to 

show a clear 

progression

Choose between 

viewing graph 

data or details per 

user

Select items from the 

dropdowns to display data. 

Items must be selected in 

order. Clicking bars on the 

graph will also select the items 

in the dropdown. Only content 

with activity is shown.

Select date range of records. 

Large date ranges may take 

longer to process.



Details Report

Results can 

be filtered 

down to the 

chapter level.

Once expanded 

their usage per 

membership is 

listed. Ratios are 

included per 

product level

Each user 

with results in 

the date 

range is 

listed. Their 

general usage 

is shown and 

details will 

appear once 

expanded



Logins

History shows 

logins graphs per 

year and month.

Totals shows a 

table of total 

logins per user.

Details show a 

chronological list 

of logins.

Selecting a bar on 

the graph will 

reduce the date 

range to the month 

then day. Daily 

records are listed in 

a detailed table

Export the login 

data. The 

information 

matches the Details 

view 



Users Usage

Click the user’s 

Name to view 

their graph data 

for the date range

The user’s 

cumulative totals 

over the date 

range. Click to view 

user’s usage 

details.

Export the table to 

an Excel file

Filters for user’s 

based on Group, 

active 

membership, and 

the date range of 

activity.

Sort the table using 

the blue table 

headers



Learning Labs

Learning Labs allow users to access virtual 

training environments to use Siemens 

software without needing to install it locally.

Learning Labs are used in combination with 

other Learning Memberships and selected 

Live Training classes.

Lab hours are managed via a lab 

membership, with hours added to it with 

orders. There is no limit to the number of 

users that can be assigned labs.

Once users have lab hours assigned, the 

hours cannot be removed from their account.

This Section Includes:
Learning Labs Dashboard

Assigning Lab Hours

Accessing Content with Labs

Launching a Lab

Controlling a Lab



Learning Labs Dashboard

Lists the current hours 

status of users with 

hours. Click their name 

to go to the user’s view 

to add more hours.

The Lab Hours Pool 

section provides a 

condensed view of the 

current labs status.

Clicking the graph will go 

to the list of users with 

assigned lab hours in the 

User’s and Groups view.

Click the navigation 

link or main dashboard 

chart to access the 

labs dashboard.

Lab Membership 

status and previous 

orders. Subsequent 

orders add hours to 

the total.



Assigning Lab Hours

You can bulk 

assign up to 10 

hours at a time 

to the users.

Click here for 

more details.

You can assign 

up to 10 hours at 

a time on the Edit 

User view. The 

user’s current lab 

hours are also 

listed.

Click the user’s 

name to add 

hours to just one 

user.

To assign lab 

hours, navigate 

to the Users and 

Groups section.



Accessing Content with Labs

Users can access 

their lab information 

via the Memberships 

section and clicking 

on My Labs.

Users can see 

what content 

uses labs (see 

next slide).

The user can select 

to use either their 

corporate or 

individual lab hours 

with the dropdown.

This can also be 

changed when 

selecting the lab.

User’s current labs 

status is listed. 

Users can see 

their history and 

access resources 

further down the 

view



Accessing Content with Labs continued

Clicking a product under 

the desired membership 

will take the user to the 

‘My Libraries’ view with 

the Labs pre-filtered for 

the membership and 

product.

In the ‘My Labs’ view, users 

can see what content uses 

labs by clicking the ‘My 

Memberships with Labs’ 

button.

The user can then click a 

chapter to expand its 

contents and launch a 

lab.



Launching a Lab

Clicking the chapter 

title will expand the 

chapter and show 

the ‘Access Lab’ 

button.

Within the pop-

up window the 

user can launch 

the lab.

Clicking the ‘Access 

Lab’ button will open 

the pop-up window 

to launch the lab.

If the user has a 

corporate and 

individual pool, they 

can choose which 

one to use hours 

from when clicking 

the access lab 

button.



Controlling a Lab

DELETE will 

end the 

instance and all 

user data

Once started new 

options will appear 

to control the lab
RESET will 

revert the 

instance back 

to it’s initial 

state and delete 

all user data

EXTEND adds 

more time to 

the current 

session

CONNECT will open 

the virtual lab 

environment. Use 

the Username and 

Password to login.

STOP will suspend 

the current session 

and retain all user 

data



Learning Credits

Learning Credits provide you with 

learning options now and throughout 

the year. Credits may be redeemed 

for:

• Center-Based and Client Site 

Training

• Virtual Instructor-led Training

• On-Demand Learning 

Memberships

This Section Includes:

Learning Credits Details

Redeeming Learning Credits from a Pool

Expiration Email Alerts



Learning Credits Details

Credits Pool 

Name

Remaining 

Credit Pool 

Balance

Date when the Credits will 

expire, which is the date they 

can no longer be used to 

purchase learning services.

Code used to 

redeem Pool 

Credits.

Select Training History to view 

transactions within the credit 

pool.

Select to Purchase a new 

Credit Pool.



Redeeming Learning Credits from a Pool

Select Learning 

Credits as the 

Payment Method

Enter the Code 

and complete 

the registration.  

Register for the 

learning service

Ensure the Pool has sufficient Credit 

before using its Code to purchase a 

learning service.



• When the Credit Pool is nearing 

expiration, an email alert will be 

sent to notify you about the date.

• Automated email will be sent to 

the Pool Administrator(s) 90, 60 

and 30 days prior to expiration 

Expiration Email Alerts

CC0G-LWgU-4sdY-dYdW

$50,000.00 (USD)

$2,750.00 (USD)

$47,250.00 (USD)

Jun 26, 2021 (expiring soon)
Jun 26, 2021



Siemens Xcelerator Academy

Learning Support:  https://training.plm.automation.siemens.com/support/index.cfm

https://training.plm.automation.siemens.com/support/index.cfm

	Slide 1: Siemens Xcelerator Academy Usage Guide for Corporate Administrators  Version 5
	Slide 2: Introduction
	Slide 3: Administration Dashboard
	Slide 4: Memberships
	Slide 5: Membership Details and Configuration Options
	Slide 6: Configure Membership Categories
	Slide 7: Configure Membership for Self-Registration
	Slide 8: User Process for Membership Self-Registration
	Slide 9: Users and Groups
	Slide 10: Users
	Slide 11: Groups
	Slide 12: Add User
	Slide 13: Add User Continued
	Slide 14: View and Edit User
	Slide 15: Siemens ID Self-Registration and Learning Memberships
	Slide 16: User Account Types (Roles)
	Slide 17: Bulk Edit Users
	Slide 18: Usage Reports
	Slide 19: Usage Reports – History, Library, Logins, Users
	Slide 20: History Report
	Slide 21: Library Report
	Slide 22: Details Report
	Slide 23: Logins
	Slide 24: Users Usage
	Slide 25: Learning Labs
	Slide 26: Learning Labs Dashboard
	Slide 27: Assigning Lab Hours
	Slide 28: Accessing Content with Labs
	Slide 29: Accessing Content with Labs continued
	Slide 30: Launching a Lab
	Slide 31: Controlling a Lab
	Slide 32: Learning Credits
	Slide 33: Learning Credits Details
	Slide 34: Redeeming Learning Credits from a Pool
	Slide 35: Expiration Email Alerts
	Slide 36: Siemens Xcelerator Academy  Learning Support:  https://training.plm.automation.siemens.com/support/index.cfm   

