
  
  

Training and Career Ladder Program Courses  
Instructions  
The “How to” 

Follow these three steps to access over 30 course titles which reflect what is 
being offered through TCL instructor led training. We acknowledge that 
learning occurs on a 24-7 basis, and this website is aimed at meeting the 
busy schedules of the Training & Career Ladder employees. 

 

1) Set up your account at www.tclondemand.com 
2) Select a course that is of interest to you.  
3) At checkout enter your “Union Code”.  

● NAGETCL21 
● UNIT2TCL21 
● MNATCL21 

Enjoy your course! To take additional courses, please enter the email 
address you used to create your account and enter your password.  

If you have forgotten your password, please use the supports available on 
the contact page.  

 

Your union code will allow you to select a course(s) which will be of no cost 
to you. After you enter your union code, you must create an account to view 
the training.  
 
 Please review the courses available and select one of your interests.  

http://www.tclondemand.com/


 
 
 
For easy use, you can create an account on the TCL On Demand page by selecting 
“Create account.” after clicking on the “person” icon in the top right of your 

screen. 

 
 
Please enter your name, email address and password.  
 



 
 
Please select “not a robot” to proceed.  

 
 
You are now logged into your account.  
 



 
 
 
Please review the courses available.  
 

 
 
 
Once you have identified a course, please “select course.”  
 



 
 
Once you select a course it will be placed in your selections. Please select “View 

Selected courses.” 

 
 
Please select “Get Courses”. There is NO fee as you will use your union code to 

gain access to the courses.  



 
 
 
Please fill out your account address and proceed to enter your union code.  
 

 
 
 
 
 
 



The union codes to use are:  
NAGE (Units 1,3,6) = NAGETCL21 

AFSCME Council 93 and Local 888 (Unit 2) = UNIT2TCL21 

MNA (Unit 7) = MNATCL21 

 
 
 
 

 
Type or paste in the code you need to use and click “apply” to get your 
discount. 
 
 
 
 



 
 
After making sure you will get your discount, please fill out any other 
required info such as your email or work address and click “continue to 
course confirmation” (blue button) 
 

 
 



 
 
You can click on "Get your Course" to continue 

You will see a couple of screens change as you are directed over to the 
LMS where the courses are, and after a few seconds, you should end up on 
the opening screen for the LMS site. 

If this is your first order, you should also receive an email asking you to 
create an account to the TCL On Demand Learning Management System. 

 
 

 
 
 
Please complete the signup process to view the courses.  
 
 
 



 
Once you have completed your account setup and clicked the Get Started 
button, you should see the following “Account Created” screen. If you are 
ready to start the course, click the “Launch Lesson” link below the course 
name.  
 
Once you create your account, you can log in anytime to view the progress 
of your training courses. 
 



 
 
 
If you want to wait a bit before starting your course, then you can come 
back to softskills.com, log in, and then access your course 
 
Please note: You will have until June 30th, 2021 to access your courses. 
 

 



Taking Your Course  
  
Once you click the green Get Started button, you will be directed over to 
your course start screen.  
  
First, the system will ask you if it’s you taking a course, or if you want to 
invite someone else. You are the union member taking the course, so click 
the Start Course button.  

  
Here’s a quick guide to using the course interface  
(below) 



 
  
These courses are built using narrated slides, short animated videos, and 
interactive quizzes. There is a "menu" link in the top right of your course 
window. Click on that to open up the list of modules and see your progress 
through the course. Each slide is narrated. Once the narration stops, click 
“NEXT” to go to the next slide.  

TIP: At the end of each module is a short quiz, so make sure to make notes 
as you go through the modules' slides. Your scores are all calculated 
towards completion and you need a score of at least 70% to pass and get a 
certificate. Also, if you take a quiz and miss some questions, you can 
choose to review the questions and see the correct answers. This comes in 
very handy should you need to retry a quiz to pass a course.  
  
Here’s what you will see after you have gone through all of the course 
modules.  
  



  
  
At this point, if you scored below 70%, you can click “Retry Quiz” to pass. If 
you are happy with your score, click “Exit Course”.  
  
After you do that, you will see a screen that lets you know you have 
completed the course. 
  
Congratulations! You have taken your first course.  
  
Getting your Get Started Emails from tclondemand.com and 
Softskills.com  
  
As you complete checking out a course and setting up your account on the  
Softskills.com site, you will want to be on the lookout for a couple of emails.  
  
One will be your TCL On Demand welcome email,  and the other will be an 
email from Soft Skills letting you know your account has been set up.  



  
PLEASE NOTE: If you do not see either email in your in-box, make sure  
you check a few areas. In Gmail, the emails can come to your Promotions 
tab, so make sure to look there.  

 
Also, depending on your email program, it’s possible that they could get 
caught in your spam filter. Make sure you check your spam filter and mark 
any emails from “tclondemand.com” or “softskillslms.com” as NOT spam.  
  
The email from TCL On Demand is your receipt for your course and you 
can save it for your records.  
  
Here’s the welcome email from Soft Skills. Save this as well since it 
contains a link to access your account which can come in handy.  



 
 

 
Further questions? Please contact us here: https://tclondemand.com/pages/contact 
 

https://tclondemand.com/pages/contact

