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Contact ABB Inc, Low Voltage Drives 
ABB Inc. – Low Voltage Drives 
16250 W. Glendale Drive 
New Berlin, WI 53151 
Tel: (800) 752-0696 
Web: http://www.abb.us/drives 
 
Technical Support 
Tel: (800) 752-0696 
Email: us-drivessupport@abb.com 
 
Application Engineering 
HVAC Email: Us-hvacappeng@abb.com 
Industrial Email: Us-indappeng@abb.com 
Tel: (800) 752-0696 
 
Customer Service 
Tel: (800) 752-0696 
Email: abb.drives.customerservice@us.abb.com 
 
LV & MV U.S. Drives & PAC Automation Solutions Training 
Tel: (262) 785-3260 
Email: drivestraining@us.abb.com 
Web:  https://new.abb.com/service/abb-university/united-states/drives/us-training 
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Welcome ABB Factory Authorized Trainers 
Remember to CELEBRATE your new role with ABB! This guide should ensure that you get off to a great start! 

 

Introduction 
This Instructor Manual is intended to help guide you through the logistics of conducting a Startup Class (utilized in 

both the Authorized Startup and Installation and Commissioning programs) and the Service Class (utilized in Usage 

and Maintenance programs) at a field location of your choice.  Depending on the experience level of the students, 

topics listed on the agenda can be covered in more or less depth. 
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Programs Offered 
 
Below is a list of training available, the respective intended audiences and trainers that can perform that 
training.  Note:  Some classes are only offered at the “ABB New Berlin only” facility, due to equipment 
constraints and availability.  Contact ABB Training for further information. 

 

 

Programs Audience Trainer 
ACX550     
ACH550 Usage & Maintenance End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACQ550 Usage & Maintenance  End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACS550 Usage & Maintenance  End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACX580   
ACH580 Authorized Startup  Channel Partner ABB Field Trainer, ABB Employees 
ACH580 Installation & Commissioning  End User ABB Field Trainer, ABB Employees 
ACH580 Usage & Maintenance  End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACQ580 Authorized Startup  Channel Partner ABB Field Trainer, ABB Employees 
ACQ580 Installation & Commissioning  End User ABB Field Trainer, ABB Employees 
ACQ580 Usage & Maintenance  End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACS580 Authorized Startup Channel Partner ABB Field Trainer, ABB Employees 
ACS580 Installation & Commissioning End User ABB Field Trainer, ABB Employees 
ACS580 Usage & Maintenance End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACS800     
ACS800 Usage & Maintenance  End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACS800 ULH, Regen & up to 1000HP     
Adv. Installation & Commissioning 
(ULH, Regen & up to 1000HP)  

End User ABB Employees, ABB New Berlin only 

OEM Adv. Installation & Commissioning  
(ULH, Regen & up to 1000HP)   

OEM ABB Employees, ABB New Berlin only 

ACS880     
ACS880 Authorized Startup Channel Partner ABB Field Trainer, ABB Employees 
ACS880 Installation & Commissioning End User ABB Field Trainer, ABB Employees 
ACS880 Usage & Maintenance End User/Non-DASC Partner ABB Field Trainer, ABB Employees 
ACS880 Advanced Authorized Startup (ULH, Regen & 
up to 1100HP)   

Channel Partner ABB Employees, ABB New Berlin only 

ACS880 Advanced Installation & Commissioning 
(ULH, Regen & up to 1100HP)   

End User ABB Employees, ABB New Berlin only 

DCS800     
DCS800 Authorized Startup  Channel Partner ABB Employees, ABB New Berlin only 
DCS800 Installation & Commissioning End User ABB Employees, ABB New Berlin only 
DCS800 Usage & Maintenance  End User/Non-DASC Partner ABB Employees, ABB New Berlin only 
DCS880   
DCS880 Authorized Startup Channel Partner ABB Employees, ABB New Berlin only 
DCS880 Installation & Commissioning End User ABB Employees, ABB New Berlin only 
DCS880 Usage & Maintenance End User/Non-DASC Partner ABB Employees, ABB New Berlin only 
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Class Checklist 
 
 

  

 

  
  

ABB Field Class Checklist  
Pre-Class Tasks When  Done  

1. Submit Request to Lead a Class  6-8 weeks out    
2. Receive Confirmation of Scheduling 6-8 weeks out    
3. Check class details for accuracy 6-8 weeks out    
4. Invite Students/guide students to enroll 3-6 weeks out    
5. Check Class Enrollments 2 weeks out    
6. Receive Student Manuals 1-7 Days out    
7. Receive and Inspect Equipment Shipment 2-5 Days out    
8. Set up workstations, put out student manuals 1-2 Days out    
9. Print/Set out name tags, tent cards, etc.  1-2 Days out    
10. Back up instructor documents on thumb drive 1-2 Days out    
11. Welcome students - Verify PPE Day of    
       

Post-Class Tasks      
1. Have students fill out evaluation (QR code, link) End of class    
2. Mark student attendance in the LMS End of class    
3. Notify ABB Training Coordinators class is complete 1-2 Days Post    
4. Pack up equipment 1-2 Days Post    
5. Notify ABB of any damaged/broken equipment 1-2 Days Post    
6. Ship equipment to location ABB specifies 1-2 Days Post    
7. Clean classroom 1-2 Days Post    
8. Prepare for next class      
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Purchase a Subscription to Train 
Purchase a subscription using a P.O.  
1. Submit a purchase order to drivestraining@us.abb.com  

a. Include the length of subscription desired (3,6, or 12 months)  
b. and the type of training that will be performed (startup or service) 

 

 

2. The Training Coordinators will  
a. confirm when the purchase order has been processed.  
b. You will be enrolled in the applicable subscription program.  

c. Once your order has been processed, you may submit your request(s) to lead a 
class.  

d. The Training Coordinator will also provide the codes for your students to enroll in 
their training programs and bypass ABB’s pricing on the program.  

3. When your subscription period is up, your course in the subscription program will expire. 
You can either submit another purchase order, or purchase with a credit card directly 
through the Learning Management System.  

 

Purchase a Subscription Using a Credit Card  
1. Visit the Train the Trainer webpage 
2. Click the link under the subscription length desired 

 
3. Select “Apply” to the right of the type of training you would like to deliver.  

 
4. Apply for the course within the program. This will take you to the shopping cart. Select 

“Check Out with PayPal” and complete the payment process. 
5. After payment has been received (within 1-2 business days) the Training Coordinators 

will send a coupon code for your students to enroll in training through ABB’s learning 
management system and bypass ABB’s pricing.  
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Request to Lead a Class 

Submit Request to Lead a Class Form 
1. Go to U.S. Drives & PAC Automations Solutions Training site (https://new.abb.com/service/abb-university/united-

states/drives/us-training) 
 

2. Click on “Training Request Form” Link under “Additional Training Resources" area of the page. 

 

 
 

 
3. Fill in Requestor’s Name (person completing the form) and Email, then choose ‘Lead a Class’ for the 

“Deliverable.”   
 

4. Click ‘Next’ button. 
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5. Enter the Name of the (Authorized) Instructor who will be conducting the class, then click ‘Next’ button. 
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6. Continue to fill out all requested fields.  Note that required fields are marked with an ‘*’.  

 
 



  

Instructor Manual - Factory Authorized Trainer_AG.docx   11/39 

7. Other fields: 
 Company Contact Name * 
 Company Contact Phone * 
 Company Contact Email * 
 Company Street Address * 
 Company City *  
 Company State * 
 Company ZIP * 
 Distributor Company 
 Distributor City 
 Distributor State 
 Shipping Location * 

 Locations in possession of equipment are responsible and liable to ensure the equipment is not 
damaged, lost or stolen).  In the event of damage or loss replacement cost will be the responsibility of 
the entity, individual(s) in possession of said equipment. Equipment being shipped may come from ABB 
Training in New Berlin, or from another training location.  The previous instructor is responsible for pre-
paid shipments to the next training location.  (Note:  it is the current instructor’s responsibility to ship 
the equipment to the next training site – or back to New Berlin, per Training Coordinator instructions). 
 

Be sure to add any important information/comments, not already included, that will be useful when 
reviewing the form.   
 

 
 
Special Note: “Exception” Request – Exceptions are used for Start-Up classes when an End User or 
Contractor is intending to authorize Start-Ups for extended warranty purposes. (e.g. an individual 
or company that does not have a channel partner contracted relationship with ABB Inc. for example 
a: System Integrator, OEM, independent contractor, End User) This is not a generally accepted 
condition. ABB Inc. for the most part, does not allow what we would deem a “self-authorization.” 
This would be the equivalent of asking General Motors if you could warranty your own car. On 
occasion, for extenuating circumstances, an exception to this rule can be made with the approval of 
the Industrial Regional Vice President (IRVP) or HVAC Regional Sales Manager (HVAC RSM). As a 
Trainer completing this form, we assume you are in approval of said practice and Training 
Coordinators are in receipt of said approval. 
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You will receive confirmation within 2 business days that your class has been approved or rejected. 
1. Rejected requests will receive a response and communication of the reason and solutions to be agreed 

upon that will allow the request to be approved upon agreement. 
2. Approved requests will be entered into the training system and students can register for the class. 

Confirmation of Class Request 
1. You will receive an automatic email indicating that the class is scheduled or rejected (along with reasons, if 

rejected).  Additional confirmation and details will be sent by a Training Coordinator with information that 
you can send to your students for enrollment purposes.  Below is an example of the confirmation message. 

 

 
 

Check for Accuracy 
1. After receiving confirmation of your class being entered into the training system, you should check the class 

to ensure the entered information is accurate. 
 

2. Login to the Training System through the  Web Page 
 

  
 

3. Click on Instructor Classes  Upcoming, then click on “blue information icon” to the right of the desired 
class. 
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4. View all the details. 

 
 

5. The Following information is available for confirmation 
1. “Seats available” 
2. “Status” of the class – This is important and is an indicator of many class statuses. 

i. “Scheduled” means it is an upcoming class 
ii. “Closed” – means enrollment is prohibited at this time. Class enrollment availability can be 

stopped at any time. This prohibits additional enrollments exceeding equipment and 
material allocations.   

iii. “Delivered” means class has been delivered. No new enrollments can be processed, 
except by the Training Coordinators. 

iv. “Completed” – student statuses for the class have been manually marked “complete” and 
confirmation email has been sent to the instructor and students. 

v. “Cancelled” – the class has been cancelled. 
3. “Location” general location of the event 
4. “Dates” and associated “times” the class is being held. 
5. “Location” specific location ie. address of the event. Balloon allows for location map. 
6. “Dates” and “times” for the Instructor. This may seem redundant; however, many complex classes 

can have multiple instructors and times they are scheduled to participate in the scheduled class. 

Material Order 
1. There is no action for you to take regarding ordering materials. Materials will be ordered on your behalf 

based on the quantity of students indicated on the “Request to Lead a Class” submission form. 
2. Materials will arrive a minimum of 1-2 days prior to the class. 
3. Delivery of these materials will be to the location indicated on the “Request to Lead a Class” submission 

form. 
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Checking enrollments – click on the “enrollments” tab. 

 

1. The following screen will appear. From this screen, we see two students have enrolled. The following 
information is provided. 

1. There are currently (3) seats available in this class. (7) students are enrolled, and (3) seats are still 
available. 

2. We know the status of the class (Scheduled) 
3. The class location (New Berlin, WI) 
4. The names of the enrolled students (names, email addresses and statuses) have purposely been 

blocked out for this screenshot) 
5. The students’ email addresses. Clicking on the email (link) will invoke your email program 

automatically addressing the email for your convenience. 
6. Lastly, the status of the student (i.e. confirmed). 
7. This also means the students have completed their prerequisite requirements (online courses). If 

they hadn’t completed these requirements, they would have been prohibited from enrolling in the 
class. They would have received the communication in step 8 below indicating incomplete 
prerequisites. 
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8. Below is a message similar to what students will receive if they attempt to enroll in an 
Instructor-Led Training class if they have not completed their respective prerequisites. 

 

 

Submit corrections if necessary 

1. Should you find error(s) in class information, please inform the Training Coordinators of the corrections 
needed via email to: drivestraining@us.abb.com 

2. The following information will be needed to effectively make the necessary corrections. 
a. Trainer Name 
b. Training Location 
c. Training Date(s) 
d. Class being trained 
e. Detailed information of corrections needed 

Invite Students 

1. Inform students of the upcoming class and their ability to register. Send Coupon Code provided to you by 
Training to allow students to bypass ABB’s pricing.  

2. Inform students that there are prerequisite training course(s) they will have to complete before they will be 
allowed to enroll in an ILT (instructor-led training). 

3. As an instructor, you have the ability to check on enrollments for any class you are instructing. 

Creating a Training Account 
To enroll in a program, a student must have an established training account.   

1. Either click this link and skip to step 5 or follow the path below.  
 

2. Go to ABB.com/us. Go to the bottom of the page and click ‘Training’ 
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3. Click on Drives & PAC Automation Solutions Training link. 

 
 

4. Click on “Login to Training System” link. 

 
 
 

5. Select “Sign Up”.  

 
 

6. Fill in your information in the account sign up fields 
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7. Select “Business User” in the Additional Information Section 

 
 

8. Complete the Form and Select “Sign Up”. 

 
 

9. **Basic end user access is granted immediately. Secured access to training for 
partners/DASC’s/employees will be granted within 1 business day. If immediate 
access is needed during normal business hours or if there are issues with your access, 
please contact drivestraining@us.abb.com or call 262-785-3260.  

Enrolling in a Training Program 
1. Go to Training Page  

 
2. Click on “Technical Training” link (Training page illustrated below)
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3. To access the appropriate training page, select the training audience you belong to.  
(Examples listed here) 
 

 
 

 
4. Select the type of training that suits your needs.  Example: “Authorized Startup” 

 

 
 
5. On this page, click on the products / training type of choice.   

Note:  If a training account has not been created, the student will need to create an account to 
login.   
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6. Also Note:  Additional program information can be obtained by clicking on the “+” Link to “Authorized Start 
Up Program Information.” 
 

 

 

 
 
 

7. Once you click on the program of choice, you will be directed to the Training System.  You will be able to 
view required pre-requisites and course information.  Note:  This link sends the student directly to the 
training system.  If they do not have an account, they can apply for one here.  
 

8. Students will see the Program listed.  To view the details of the program, including description, fee, and 
course requirements to complete the program, click the “information icon” to the right of the program 
name, as shown in the following figure.  To enroll in the program, click the ‘Apply’ button on the right side of 
the screen. 
 

9. Note:  The following “screen shots” are for example purposes, showing various product classes. 
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10. A green box will appear stating you have applied.  In addition, the “Status” will indicate ‘Confirmed’.  
 

 

11. If an “End-User clicks on the “End User / Customer” link on the website, they will see a multitude of training 
offerings.  Clicking on “Installation & Commissioning,” reveals the same information as “ASU” – however 
From an “end-user” perspective.   
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12. When clicking on the “Usage & Maintenance” link, the student will obtain information on the “service-type” 
programs available. 

 

 

13. Clicking on the “Product Link” will send the student to the Learning System, and the ability to view and en-
roll into the program of choice.   

14. To enroll, click the ‘Apply’ button.  

 
 
 

 



  

Instructor Manual - Factory Authorized Trainer_AG.docx   22/39 

15. On the next page, is an area to enter the Coupon Code.  Once the student obtains the code from the 
instructor, they will enter it here, then click the ‘Apply’ button. 

 

 
 
16. On the next page, ‘Coupon applied and paid off the invoice’ will be displayed at the top (as shown in 

example below).  From here, click the link to the program.  This will take the student into the program, 
where they can view and begin completing all coursework. 

 

 

Prior to Conducting a Class 

Student & Product Manuals  
Note:  The Training Coordinators will order a Student Manual for each student, based on your completed 

“class request” form.  Ordering of manuals will take place 3-4 weeks prior to class.  You will receive an email 

confirmation indicating the manuals are ordered along with tracking information.    

 

Hardcopy Product Manuals (Hardware, Firmware, etc.) can be ordered through “ABBnow.com” at the discre-

tion of the instructor.  “Pdf” versions of the manuals can be downloaded from the “ABB Library” or from 

“ABBnow.com” and sent to the students for use in class. Manuals can be access from ABBnow by clicking 

the Literature & Images link in the Instant Access section of the Main Page.  
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Verify and / or print class enrollments 

1. The class roster will be located on the Learning System, under the class name and date assigned to you as 
the instructor. 

 
2. From here, you can view the student enrollments, and make a screen shot of the roster for your reference 

during class. 
 

 
3. Verify the roster for accuracy, and make note of any changes in enrollments.  (The Training Coordinators 

have the ability to modify enrollments and other student details.  Inform them if changes or corrections 
need to be made). 

 

Conduct the Class 

Verify Student Roster 

1. Review with students, the need for accurate information in the Learning System.  Highly important, is an 
accurate email address. A valid company email is the only notification method used to inform the student of 
their “completion” status and “end-of-course exam” availability. Also note that a valid company email is also 
how the student is notified of expiring courses or training updates.  
 

2. Verify the roster with student attendance, and make note of any “no-shows” or other  issues. 
 

3. Inform the Training Coordinators of any students that did not show, and they will indicate their status as a 
“no show” in the Learning System. 
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4. Verify that each student has the required PPE to attend. If they do not have their PPE, they CANNOT attend 
class. Allowing a student to perform the lab exercises in class without the proper PPE is a 
serious safety violation and may terminate you as an instructor with ABB.  
 

5. If there are any “unregistered” students, contact the Training Coordinators immediately.  They have not 
completed the required pre-requisites and therefore are not qualified to attend the “in-person” class.   (All 
class pre-requisites and the acquisition of PPE is required prior to enrolling in and attending the class.).  As 
an aside, unregistered students are not verified and therefore, for security reasons, should not be permitted 
into class. 

 

Procedure Notes 
1. All topics must be covered to allow the student to achieve the skills necessary to perform training in accord-

ance with established standards.  In addition, class materials and activities prepare students for a successful 
completion of the “end-of-class exam.”  If more information is required related to conducting this class, 
please contact the Training Coordinator via email at drivestraining@us.abb.com. 

2. The class is to be conducted according to the Outline found on the Instructor Agenda (also found in the Stu-
dent Manual).  Any supplemental information can be kept for future reference.   

3. Revisions to the Student materials will be done as required.  Updated “Instructor Materials” will be posted on 
“ABBnow.com >Training > Instructor Documents.” A description of all topics in the class, is found in the “Pro-
gram Description” located on the website. The password for protected documents is “AppTraining”.  

4. Stress Safety Procedures when taking "live" measurements.  

5. Also indicate the need for true RMS readings and the meters that will give the proper results. 

6. Training using an actual drive, power source, motor and Control I/O will be required. 

7. Review the use of a Multimeter and a Meggar (Meg the motor). 

8. Spend some time reviewing any situations that arose during the lab session. 

9. Review the procedure for checking motor rotation. If training is performed on a “bypass” unit, verify the same 
rotation in bypass and in normal drive mode exist. 

Materials required for demonstration and Lab Exercise 

purposes 
 1 Digital Voltmeter/Ammeter/Multimeter (supplied in ATA case) 

 1 Megger, Amprobe or equivalent (supplied in Instructor Bin) 

Special Notes 
All equipment needed to conduct the class will be supplied by the Training Department, with some excep-

tions.  Impress upon students that all equipment, materials, and cabling needs to be packed correctly to en-

sure the next students receive maximum benefit from their class.  (Packing instructions are included in the 

“ATA Drive Set” case).  Lab Equipment required for field classes is shipped from ABB Training, or a previous 

field instructor.  The equipment is shipped as a complete set, 1 crate kit is enough to conduct a 6-person 

class.  If class size exceeds (6) students, you may receive multiple crate kits or multiple classes may need to 

be scheduled. 
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The ONLY equipment not supplied by the Training Department is Personal Protective Equipment (PPE).  

Students are required to bring their own PPE to class, per the eLearning modules they completed.  (Exam-

ple eLearning Legal Acknowledgment module and PPE Required  module). 

No PPE - No attendance in class.  Students must be turned-away at the door if they do not display the re-

quired PPE in their possession.  ABB and OSHA’s safety protocols must be in compliance for the class to 

begin.  Student safety is of utmost importance. 

During class, the process of performing training is most important with an emphasis on Safety and best 

practices. 

An analog meter such as a Simpson Model 260 will provide true RMS readings from a PWM drive output. 

Digital meters such as a Fluke 87 or equivalent may provide a VFD Output reading as much as 8 to 10% 

higher than actual. 

In some cases, students may be able to provide their own test equipment, as long as it meets the standards 

of the class objectives.   

Student Manuals (additional information) 
The Student Manual contains a copy of all the appropriate class material to be used in-class.  Authorized 

Start-up students will have a “Drive Installed Base” eLearning module to complete, indicating how they will 

document and register their start-up.  No comments are needed in class.   

 

If desired, and if the class make-up is only “channel partners,” then reference can be made in-class, to the 

Warranty Registration process.  (The Warranty Registration form can be used as a working document and is 

found on:  www.abbnow.com (type in “Warranty form” in the “Search” box).  The actual process of docu-

menting and registering the start-up for warranty is done on DIB (Drive Installed Base).  The eLearning mod-

ule explains the process of requesting access and documenting the start-up.  For your reference, a screen 

shot of the DIB information and requesting access is shown here. 
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End of the Class 

End-of-Class Logistics  
Note: (2) items need to be done, before the class can be considered “complete.” 

1. Display the QR code so students can complete the “post-class survey” online.  If students do not have elec-

tronic means of scanning the code, give them the survey “link” which sends them to the survey website.  The 

Training Coordinators will forward to you, the instructor, a student ID number assigned to each student.  

That number is used to allow completion of the survey and to follow-up with students that have not com-

pleted the survey in a timely manner. 

2. Log-in to the Learning System and change the “status” of each attending student to “completed” and click 

“OK.”  (this triggers an automated email sent to the student to indicate the class is complete, and they now 

have the ability to log-in to the Learning System and complete the exam.   

 

3. Inform the Training Coordinators by email, (drivestraining@us.abb.com), that the class has been conducted 

and delivered.  The Training Coordinators will mark the class as “Delivered” in the Learning System. 

 

Instructor Led Training classes will not be considered “completed” until these (2) 

items are performed. 
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Complete Student Status 
1. When the class is complete, the Instructor will indicate the student’s “completed status” in the Learning 

System. 
 

2. Inform the Training Coordinators of any students that were a “no show” and they will set the status.  

 
3. Students that may have, for personal reasons, left prior to completion should be indicated as an 

“Incomplete.” They will be required to take the class in its entirety on a later date if they desire a 
“completion” status. 

 
4. Any “unregistered” students should have already been handled at the beginning of class.  Contact the 

Training Coordinators (ph: 262-785-3260) to discuss any un-resolved situations.  As a reminder, only 
registered students have completed the required pre-requisites and therefore are qualified to enter the 
class. 
 

5. Student “Completions” and “closing” of the class will not be done until the instructor has changed the status 
of each student in the Learning System.  Once that is complete, the Training Coordinators need to be 
alerted that this is done.  In addition, the online post-class survey needs to be administered. 

Confirmation of Completion – Students are Notified 

1. Once student attendance have been processed, they will be notified that their final exam and any post 
requirements are now available. 
 

2. They will return to the training site and take the online course(s) as they did the prerequisites. 
 

Upon completion of all course requirements, a certificate of completion will be available for them to print directly 
from the Learning System. 
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ABB Factory Authorized Trainer Onboarding Checklist  
As an ABB Factory Authorized Trainer, you play an integral role in ensuring your students have a positive experience 

with ABB Training and are engaged as quickly as possible in the classroom discussions and activities. In order to create a 

positive experience for your students, please complete the checklist below. 

 

As an initial step, please submit a request to become an ABB Factory Authorized Trainer. Prior to becoming qualified 

to be a Trainer, you will be required to complete product training (products you will be actively training) and Train-the-

Trainer Training. These programs have been established to maximize your success. From time to time, updates will be 

provided to trainers and they will be required to maintain a satisfactory status as a Trainer. This will guarantee you have the 

latest information and skills required to effectively perform as a Trainer. 

 

 

 

Topic Required Responsibility
Date 

Completed
1. Request to become an ABB Authorized Trainer Yes ABB Field Instructor

·      Fill form on Training Webpages. Link is also is Field Trainer Manual
2. Field Trainer Meeting Yes ABB
·      Meet Office Manager and intended Field Trainer(s)
·      Identify classes Training Center intends to train
·      Identify audiences training will be performed for
·      Identify facilities available / resources available
·      Determine class capacities
·      Determine class volume on a monthly basis
·      Review equipment requirements if Field Trainer will be providing 
class equipment
3. Receive approval to become a Field Trainer Yes ABB
4. ABB Field Trainer Completes Technical Training Yes ABB Field Instructor
·      Trainer completes ABB Training Program they wish to deliver
·      Complete Authorized Startup to lead a Startup Class
·      Complete Usage & Maintenance or DASC to lead a Service Class
5. ABB Field Trainer Completes Train the Trainer Program Yes ABB Field Instructor
·      ABB Training Dept. will enroll Field Trainer in program
6. Download and review Field Trainer Manual Yes ABB Field Instructor
7. Purchase a Subscription to run classes on ABB's behalf Yes ABB Field Instructor
·      Purchase either a 3, 6, or 12 Month Subscription
·      Choose between a Startup or Service Subscription
8. Receive access to Instructor Documents on ABBnow Yes ABB Training
9. Prepare to lead a class Yes ABB Field Instructor
·      Review Instructor Process
·      Review Instructor Documents and materials on ABBnow
10. Submit Request to Lead a Class Yes ABB Field Instructor
·      Coordinate with ABB Training Dept 
·      An ABB Instructor will Audit the class
11. Perform 100% of Class Material Yes ABB Field Instructor
·      Field Trainer can work up to 100% with the assistance of ABB
·      Field Trainer can perform 25%, 50% or 100% of the class
·      ABB Instructor will perform remaining portions until Field Trainer is 
comfortable

Date 
Completed

Rev A

ABB Factory Authorized Trainer Onboarding Checklist

Name (Print and Signature)
ABB Factory Authorized Trainer Signature:
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Instructor Audits 
Probably the most exciting step of the journey is conducting your first class while being audited. This is 

configured in a manner that will aid in your growth as a trainer and a presenter. The new instructor can 

choose the amount of class they would feel comfortable performing. For some it may be 25-50% of the 

class with the auditor picking up the remaining portion, and for some it may be 100%. For this step you 

are in control of how much you can handle and how fast you can handle it. 

 

This is a big step for many and we are here to help ease into the role, coach, mentor and support as one 

gains their wings. We want to help you be the best instructor you can be! 

 

This process will be ongoing, as after you are a Factory Authorized Trainer, you will have audits from 

time to time that are not pre-scheduled with you. An ABB mentor may drop in at any class you are 

teaching to evaluate and continue the coaching and mentoring process. The following checklist is the 

evaluation form the Auditor will use. This is the same form used for our internal ABB Instructors.  

 

 

M
R

I
N

N
D Comment space is provided below

1.1 Roster
Does the Instructor have a Roster or 
knowledge of expected attendees?

1.2 PPE Check
Did Instructor verify each student has 
the required PPE?

1.3 Initial Instructor 
Introduction

Did the Instructor introduce 
themselves to the students and 
shake their hand?

1.4 Performed classroom 
logistics

Emergency exit(s), Restroom 
Location(s), etc. 

1.5 Student Name Tags & Tent 
Cards

Were name tags and Tent Cards 
distributed?

1.6 Student Introduction

Student name?
Company name?
Job/position with company?
Years with Co or Industry?

1.7 Student Goal
What do you want to get out of the 
class?

1.8 Instructor Introduction
Introduce yourself using same info as 
student introduction

2.1 Instructor prepared to 
deliver class

Materials, Presentation, write on 
board or media available

3.1 Ability to keep class on 
topic

Instructors ability to answer 
questions and get back on track. 

3.2 Instructor ability to answer 
questions

Instructor answers were correct and 
addressed student question?

3.3 Instructors ability to 
identify student confusion

Identify when students are not 
understanding a concept or topic. 

3.4 Instructors ability to handle 
student personalities (overall)

How well did the instructor perform 
under student pressure, multiple 
personality types. 

3.5 Ability to handle a heckler 
student type
3.6 Ability to handle a Know-it-
all student type
3.7 Ability to handle a Griper 
student type
3.8 Ability to handle a 
Whisperer student type
3.9 Student perception of the 
Instructor

Instructor attitude, body language, 
Instructor attire.

3.10 Lab Reviews
Instructors ability to review and 
explain lab lessons learned. 

See next page for additional comments.                 Overall 
Rating:

Section 1) Introductions

MR-Meets Requirement, IN-Improvement Needed, ND-Not Done

Section 2) Prepared to Perform Class

Section 3) Conduct Class
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Equipment Requirements 
The following list is the equipment that will be shipped for each class. The list of equipment will also be 

in each crate you receive, to assist with ensuring you have received all parts, and also to help you pack 

each crate back up and get it ready to be shipped to the next location. This is also attached as a 

separate document on the Train the Trainer webpage, under the Instructor Resources section. If you 

would like to purchase your own equipment for your classrooms, please contact ABB Training, and we 

will assist you. 
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FAQ’s from New ABB Factory Authorized 

Trainers 
Some commonly asked questions from new Factory Authorized Trainers might include: 

 

 Will I be able to be competent in all these technical areas? 

o The Train the Trainer program has been configured to support the Trainer through the entire 

training process, both the administrative and class logistics. Trainer will not be authorized to 

perform solo trainings until they have obtained enough experience while support is in attend-

ance of the classes. 

 What will the students be like?  

o The students in attendance can vary drastically in expertise and knowledge. E-Learning 

courses are in place to aid in getting students closer to a common knowledge level. While this 

is not perfect, training is provided to the Trainer giving them skills, knowledge, and ability to 

handle a diverse class of students. 

 Who will be able to help me with my questions? 

o Your best resource for questions is your direct manager, Regional Application Engineers. Re-

gional Sales Engineers, Training Coordinators, and ABB Trainers. 

 What resources are available when I need help or more information? 

o For technical topics - your direct manager, Regional Application Engineers. Regional Sales 

Engineer, ABB Trainers (due to training classes the ABB Trainers will have the slowest re-

sponse time). 

o For administration – drivestraining@us.abb.com   This mailbox is monitored by the entire ABB 

training staff and Training Coordinators. To call and communicate directly, phone number is  

262-785-3260. 

o “ABBnow.com” is your resource for instructor documents.  

o All other training information is listed on the Training Webpages 

 Who do I go to if I have a problem? 

o ABB Training Coordinators: drivestraining@us.abb.com, 262-785-3260. 

 How available will the Training Department be? 

o For logistical concerns, we handle emails and calls as fast as possible. Please know we sup-

port a large group of people and may very well be on a call. Please leave a voice message and 

we will attend to your concerns ASAP.  For technical classroom operation issues, the Training 

Coordinators can transfer your call to the Technical Instructor assigned to that product/class.  

Keep in mind that the appropriate instructor may be conducting a class, therefore the response 

may be delayed. 

 How will I know I am doing the right things? 

o Following the Training Checklist will ensure you are doing the right things and in the correct 

sequence. Ensure you start this process as soon as possible. (6-8) weeks prior to class is pre-

ferred. Four (4) weeks prior is an absolute minimum to meet logistic requirements. Re-

quests less than four (4) weeks will be rejected due to inability to meet deliverable time 

frames. 
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 What are the unwritten rules? 

o There are none. Items have to be completed in their entirety.  We cannot process incomplete 

or partially completed documentation, etc. Logistically, this also causes an extreme amount of 

work or doubling effect. 

 How do I know I have done a good job? 

o The best indication of a good job is student evaluations. 

 What do I have to do first? How do I know the priorities? 

o First thing to do is obtain Train-the-Trainer training.  This will guide you through all require-

ments,  priorities and logistical details. 

 What do I need to know to become productive? 

o This information is clearly communicated through the Train-the-Trainer program. 
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Contact us 
 
 
U.S. Drives & PAC Automations Solutions Training  
Tel: (262) 785-3260 
Email: drivestraining@us.abb.com 

 
 
 
 

ABB Inc. 

Low Voltage Drives 

16250 W. Glendale Drive 

New Berlin, WI 53151 

Tel:  (800) 752-0696 

Web: www.abb.com/us (https://new.abb.com/service/abb-university/united-states/drives) 
 


