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Log In, Navigate the Catalog
Quote, Checkout, Payment Options
Payment Information, Receipt
Print a Certificate
Access Your In-Person Class
Access Your Virtual Instructor Led Class
Access Your eLearn
How to Drop Your Own Class
How to Reset Password
Purchase Training for Others

Links to Organization Manager Functions
View Your Team’s Training Activity
Enroll Your Team Member into Training 
Review Order and Checkout Your Team Member
How to Drop a Class for your Team Member
Export a Status Report



Log In, Navigate the Catalog
.

Webpage: https://academy.fanucamerica.com/
Log In using MyPortal credentials.
Browse the catalog, search by keyword or click 
the magnifying glass to see more.

https://academy.fanucamerica.com/


Navigate the Catalog
Course tiles show number of classes available with 
open seats.

Click Learning Catalog to see a full-page view of 
courses.

Click on a course tile to see the 
description and enrollment dates

Click show interest, which alterts 
our team.



Navigate the Catalog
Course tiles show number of classes available with 
open seats.

Click Learning Catalog to see a full-page view of 
courses.

Click on a course tile to see the 
description and enrollment dates

Click show interest, which alerts 
our team.



Navigate the Catalog
Click the Overview to see full course description.

Use the Filter to narrow down your search

Note the Training location and number of seats 
available, along with other important information.

Use the ENROLL button to add to cart.

Verify selection and click CHECKOUT.



Quote, Checkout, Payment Options
QUOTE: Print this page using Print function from Web Browser.

Verify the class information and price

Scroll down to select payment method.



Quote, Checkout, Payment Options
PAYMENT METHODS

Invoice: Choose this option with a NEW Purchase Order. New POs 
can be uploaded by using the link in the "Invoice" section below. 
The seat(s) are reserved while FAC reviews your newly uploaded 
PO. You will receive an email 
from Training@fanucamerica.com with the order confirmation or 
request for more information. Click SAVE and COMPLETE ORDER.

Credit card: Choose this option to pay with a credit card. 
Payments are processed immediately at the time of order. Seats 
are instantly reserved.

Redemption Codes and Subscriptions: Choose this option if you 
have a code or Subscription number to activate prepaid seats. No 
further payment is required until credits are depleted.

Purchase Order: Choose this option only if you have 
an EXISTING purchase order on file with FAC. POs on file can be 
used until funds are depleted. Seats are instantly reserved.

mailto:training@fanucamerica.com


Payment Information, Receipt
Receipt: Print this page using Print function from Web Browser.

Order confirmation screen will report Payment Initiated and 
Payment Pending while we review the PO document.

The information can be reviewed again in the Order History tab.
The DROP option is also available here. (There is no Swap option.)

Automated email confirmations are sent from 
training@fanucamerica.com.



How to Drop Your Own Class
Log In -> ME tab -> Plan -> click on the arrow down -> Drop.
Drop policies are in effect: 24hours or less is not refunded. 
   Less than two weeks up to 24hours ahead of class receives a 50% refund.
   Greater than 2 weeks receives a 100% refund
Payments made by credit card are credited immediately.
Purchase Order payments will have funds returned to the PO. Alternatively, DROP from 

the class page.

 eLearns are not 
refundable once 

opened!



Print a Certificate
Click the green section of the circle to see completed learning.

Click the arrow pointing down and select Export Certificate.



Access Your In-Person Class
Academy.fanucamerica.com
Log In -> ME tab -> Plan -> click on the course title.
Your Instructor will provide direction on course materials.



Access Your Virtual Instructor Led Class
Academy.fanucamerica.com
Log In -> ME tab -> Plan -> click on the course title.

NOTE: A software utility 
is required. Contact your 
IT department with any 

installation issues.

Once inside the virtual 
classroom, your 

instructor will provide 
more direction.



Access Your eLearn
Academy.fanucamerica.com
Log In -> ME tab -> Plan -> click on the course title.



FANUC Academy administrators can assign “organization manager” roles to anyone responsible for a team.
This allows for oversight and reporting of training activities. 
Contact FANUC Academy to request this role setting. Training@fanucamerica.com
An organization manager will have the MY TEAM tab.
Select MY TEAM --> Select Overview to see members of your team. Anyone not present must request a 
MyPortal account by visiting MyPortal Customer Portal | FANUC America

View Your Team’s Training Activity

mailto:Training@fanucamerica.com
https://www.fanucamerica.com/support/myportal?utm_medium=paid&utm_source=google&keyword=fanuc+usa


An organization manager will have the MY TEAM 
tab.

Go to MY TEAM > click on Overview to view all 
your team members.

Search for the training item.

Check the delivery date.

Check the number of seats.

Click the “+” to make the selection

    The symbol will change to “–”.

Search for the student.

Click the “+” to make the selection

    The symbol will change to “–”.

Click on Add Payment.

Enroll Your Team Member into Training 
(Special Privilege: Org Manager)



Review Order and Checkout Your Team Member
(Special Privilege: Org Manager)

Review the course and date.
Review the students by clicking “View”.

Click here to review payment methods.

The enrolment confirmations will be sent directly 
to the students.

You may drop a class from a student by going into 
their profile.



How to Drop a Class for Your Team Member 
(Special Privilege: Org Manager)

Log In -> MY TEAM tab -> Overview -> click on the name of the student

NOTE: There is no feature to 
“swap” students at this 

time. Drop the student and 
enroll the other student into 

the class separately.



Home Screen > MY TEAM Tab

Go to MY TEAM > click on Analytics to view all your team member assigned eLearn status. Search for Manager Team 
Report (you would want to Fav. it to save your time). This report shows all the updates for your team eLearn 
assignment
FYI: You can use filters to view information as per your need

Export a Status Report (Special Privilege: Org Manager)



How to Reset Password
Academy.fanucamerica.com
Log In -> Forgot Password -> enter username to obtain an email (work) to reset password. 



Purchase Training for Others Inside or Outside Your Organization

Training can be purchased for a large number of students and for others outside your organization.

1)Determine what the Purchase Option is ideal:
A. Training that can be redeemed by any company, any person. 

• You will be provided with a redemption code to pass to your customer.
B. Training that is purchased for a specific company and can be redeemed by anyone in that company. 

• Provide the company name and address.
C. Training that is purchased for a specific person. 

• Provide the company name, address, student name and email address.

2) Obtain a quote from Training@fanucamerica.com, if required.
3) Send the Purchase Order to Training@fanucamerica.com (Credit Card is also accepted.)
4) Include the information:

a) Training part number (Dates are not required. The end user can select a date that best suites their schedule)
b) PO number, Your order contact and and your email address for billing.
c) Purchase Option selected from above (#1 above) and related information.

1. FANUC Admin will enter the order, emails will be sent regarding payment and enrollment confirmations.
2. Billing

1. eLearns/web based training is billed immediately.
2. In person and virtual instructor led classes are billed on the first day of class. Cancellation policies remain in effect.
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