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Introduction

Welcome to the etrainu e-Learning Learning Management System (LMS). Our LMS is designed to
cater for your every training need and boasts a number of features including course completion,
assessor lead or self-marking assessments, practical face-to-face assessment capability and more.
Our LMS is also designed to provide you with the ability to self-manage the majority of your own
platform and give you full visibility into your staff or member training.

Our LMS is accessible 24/7 from anywhere in the world, and our Help Desk Support Team is readily
available to assist you as needed.

Here at etrainu, we offer a range of both accredited and non-accredited training across a vast
number of industry sectors. These include hospitality and tourism, disability services, mining and
construction, sporting, health and wellbeing, business and more being added daily! To view the
full range of courses available, visit www.etrainu.com.

This User Guide is designed to help you navigate through the LMS, understand the functions
within your Administrator access, and confidently manage your training needs.

Happy learning!
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Overview of the LMS

When you log into the LMS for the first time, you will notice there is so much to choose from!
Below is a short overview of the different functions you may have access to.

etrainu < <] 1 ]

Welcome Admin

LMS Level: Organisation

Welcarme to yaur Snline tralning!

Thie etrainu system allows you acoess 1o accredined and nen-accredhed wralning
Some of the areas we specialise in ane

- Mationally accredited training
- Man-accredited training to meet your professional development needs

Incuctions tailored to et the regquirernents of your workplace

Product training from suppliars tothe Hospdtality, Aotad, arda Construction industries

Training Available

Tu wieww thiee Lraining awailatsle for surchase slease click on Traaing Libran® on e men oo U tep ighl hand side From Rere wou san purehase ssditions
courses wWnout exiting your account.

iy Training

T comrnenee your training please click on "My Tralning! an the menu on the top dght hand side. Ploase clizk on the course you wauld ke complete and follow the
nerucrions

My Bocaunt Datalls
¥ou can edit your details by selecting Accsunt on the tap right har sice of the menu
Contact etraing

Fyau would like more infarmation on developing custom courses or a Leaming Acaderny please contact us.

Powered by etrainu

1. Home: This will bring you back to the LMS home page.
2. Administration: This allows you to edit/update your hierarchy structure.
3. Participants: This allows you to group and manage participant accounts.

4. Training: This allows you to not only view the training library but will allow you to allocate
training to participants within the LMS.

5. Reports: This menu item showcases our reporting menu and reporting functions.
6. Help: This section will take you to our Support Centre and Help Desk. If you have a question,
you can use this to browse a range of articles and videos to help you troubleshoot, or raise a

ticket with our Help Desk team.

7. Account: This section allows you to edit your notifications or switch between multiple
accounts at any time.

etrainu - Administrator User Guide 5 Last Updated: August 2023



System Hierarchy

The etrainu LMS gives you the ability to create your personalised hierarchy in accordance with
your organisation structure and reporting requirements. Our hierarchy functionality allows you to
personalize a three-layer administration hierarchy approach.

We refer to these layers as organisation, department, and sub-organisation. You can add and

change departments/sub-organisations at any time, and even though you are restricted to the
three layers vertically, you can build as many Departments/Sub-organisations horizontally as you

require.
Organisational CEO/HR Training
Administrators Manager

|
]

[
] Depart t Depart it
Department Adrministraters

I—;\!—I—\

Sub-Organisation Direct Line Direct Line Direct Line Direct Line
Administrators Manager Lanager Manager Manager

Participants Participants Participants

Each layer of management can oversee all layers below; however, not any layers above nor any
layers beside. Please see below a brief overview of each administration access type.

Organisation: This administrator has full access to the entire organisation.

Department: This administrator has full access to their Department and the Sub-organisations
within it.

Sub-Organisation: This administration only has access to their Sub-organisation.

etrainu works across a range of sectors and organisation types when building your system
hierarchy.
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Logging into your Account

Your organisation will have a unique URL to access your etrainu LMS platform. Typically, this URL is
usually organisationname.etrainu.com/training. If you do not know your URL, please contact your
Manager or helpdesk@etrainu.com.

1. When you reach the login page, enter your login credentials and click “Log in".

2.

If you are unsure of your credentials, please check your inbox, including spam folders or
contact your system administrator.

etrainu

BY

gt;aiu

Managing your Personal Details

It is important to keep your information up-to-date at all times while you are using the platform.

1. Click on “Edit Account” on the top right of the screen.

Hame

Administration Participants Training

Edit Account
Matifications
Logout
SWITCH USER ALIAS
None {rmarksmith.etu]
5f access. Mone (maryjane)

NEW - Metro [1300Mswietra)

HSW [1200etunswadmin]
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Make the required adjustments to your account information and click “Save”.

Edit Account Information

Edit Account Information for Mary Jane

ou will need a valid email address in order to receive notification messages from etrainu

Please add etrainu.com to your email safe list so that these messages are not marked as spam.

Account Information
Username *

maryjane

Contact Information
Email *

admin@etrainu.com

RESET PASSWORD

Enter a uriqus username Enter avalid emai sddress

Please double check that this address is correct and warking. This email address needs to be your own email address
50 that etrainu can contact you if you require assistance.

Piease provide the physical address (street number and name NOT post office box] where you usually reside rather
than any tem porary address at which you reside for training, work or ather purposes before returning to your home.

Personal Information

Title First Name:* If you are fram a rural area use the address from your state's or territory's ural property addressing' or ‘numbering'
system as your residential street address.
Miss x Mary
Building/Property Name Flat/Unit Details
Middle Name: Last Name: * Building Name level 3
Middle Name Jane

Street Number Street Name

Gender Date of Birth: (e 205 or LotT8) Strost Name

Male ool 1aac B

- Suburb
@ Female Erer in the format ddfmmiacy
Other i
Country State
Australia x|® Queensland .
Postcode Phone Number
1234 ‘ lomazasers

(o (D)
| cANCEL | SAVE
N A

Switching between your Accounts

You are able to switch between multiple accounts from your administrator account. There are two
ways you can switch between accounts.

1. Click on the “Switch” button for the account you would like to switch into from the home

page.

etrainu

Home Administration  Participants  Traning  Reports  Help  1300etutra

Welcome Admin
LMS Level: Organisation

This accouns allows you ta manage the erainy - Training Organisation.

You also have the follawing I

which you ean switch different level of access.

Departmert. NSW

[1300etunswadmin) swiren

#5ub Organisaton. NSW - etro
Taooemtee) swen
Pttt swreH
[—

swiTcH
{maryjane)

‘Welcome to your Gnline training!
“The trainu system allows you access to accredited and non-accredited training
‘Somea of the aress we spacialise in are:

Nationally aceredited wraining

Non-accredited training t meet your professional development nesds.
- Indluctions tailored to meet the requirements of your workplace

Product training from suppliers to the Hospitality, Ratai, and Construction industries
Tesining Available
Ta view the training purchase
‘courses without exiting your account

Training Library’ the tap right hand side. Fram here you can purchase additienal

My Training

To commenca your training please click an My Training’ o1 the menu on the top fight hand side. Please click on the ours you wauld Iike complete and follow the
instructions.

My Account Details

Powered by etrainu
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2. Click on your username in the menu bar on the top right and select the account you would
like to switch into.

Home Administration Participants Training Reports Help BE00etutraining

Edit Account
Maotifications
Logout

SWITCH USER ALIAS

Mone (marksmith.etu)

Mone (maryjane)

HSW - Metro [I300Nswiketro)
NEW [1200etunswadmin]

Y
Note: You can switch back into any account when you have logged in

Document Library

You are able to add documents from your administrator account for your participant’s to view.

1. Click on “Docs".

Home Administration Participants Training Reports Help 1300etutraining

2. Click on the + icon at the bottom right of the screen.

Document Library

3. Complete the fields and upload a document and thumbnail and click “Save”.

Document Upload

File Details

NNNNN
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Managing the System Hierarchy

You have the ability to update your system hierarchy at any time. To do this, you must be signed in
as an “Organisation Administrator”.

1. Click on “Administration”, then select “Manage Departments”.

==

2. Click on “Add a New Department”.

Manage Departments

a Add a Mew Department i Archived Departrmients

3. Enter in the department name and click “Save”.

We recommend that you do not put an expiry date on the department as this will lock out
any users within that department on the date of expiry.

Department Information

Department I I

Mame *

Active * W ves O Mo

Expiry Date

Entes irn the format dedfmmfyyyy or click the ioon 1o the right

External ID - Advanced Use only
-\I'...I:.'.'...”.......'I'.'.'.--...'.:--- I d Ll w15 .. '...].. :..'.' J

Secondary External 1D - Advanced Use Only

-

Fields rmarked with a *® agre requined
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Once the department has been created, you must create the sub-organisation/s to sit within it.
To do this, follow the instructions outlined below.

4. In the same “Manage Departments” screen, locate the department you wish to create a

sub-organisation for and click on “Manage” under the “Manage Sub-Organisations”
column.

Manage Departments

As Mew Depa el g Archived C 1 ts
@ AddaNewDepartment g Archived Departmen

Manage Departments for etrainu - Training

Click on the header to sort by that column.

Department Active Expiry | « Manage Administrators | « Manage Sub-Organisation
B acT Manage I Manage I
B Business Services Manage Manage

5. Click on “Add a New Sub-Organisation”.
Manage Sub-Organisation

[_J Add a Mew Sub-Crganisation ]3 Archived Sub-Crganisations

6. Enterin the sub-organisation name and click “Save”.

We recommend that you do not put an expiry date on the department as this will lock out
any users within that department on the date of expiry.

Sub-COrganisation Infarmation

Sub-Organisation Mame *

Active * W ves ) No

Expiry Date

Sl L Tar '.:r.;u."r"m.":..':.r-.-\- | e TR Hoor Do D rigg it

LIt

External ID - Advanced Use Only

Secondary External 1D - Adbvanced Use Only
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Obtaining a Groupid for a Department

1. To obtain a GrouplD click on the Department (in blue once saved).

Manage Departments

@ Add a Mew Department -] Archived Departrments

Manage Departments for etrainu - Training

Click on the header to sort by that column.

Department Active Expiry | & Manage Administrators « Manage Sub-Organisation
%] EI ACT I v Manage fManage

2. In the address bar (URL) copy the GrouplD.
& etutraining.etrainu.com/trainingfindex.cfm?event=mng.org-departments.view8grouplD parentGroup=55337

Note: The Groupld is used for admin imports in the system.

Obtaining a Suborgid (Also known as a Group ID for a Sub-organisation)
1. To obtain a suborgid click on the suborg (in blue once saved).

Manage Sub-Organisations for QLD

Click on the header to sort by that column.

Sub-0Organisation Active Expiry | & Manage Sub-Organisation
Administrators

= R lHrisI::.a-*.e Met-u:;l Manage

5 @ Fegional QLD

Manage

2. In the address bar (URL) copy the GrouplD.

@ etutraining.etrainu.comftrainingfindex.cfm?event=mng.sub-organisations.view&grouplD355339 &&parentGr...

Note: The Suborgid is used for user imports in the system.
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Creating an Org Administrator Account

If you would like an Org Administrator account created please email helpdesk@etrainu.com.

Creating a Department Administrator Account from an Org Administrator
account

Please ensure that you are logged into your organisation administrator account.

1. Click on “Administration”, then select “Manage Departments”.

I Manage Departments I

Bulk Admin Jobs

Coupons

2. Find the Department and click “Manage” under “Manage Administrators”.

Manage Departments

@ Adda New Department a Archived Departrments

Manage Departments for etrainu - Training

Click on the header to sort by that column.

Department Active | Expiry | & Manage Administrators | ' Manage Sub-Organisation

IR ACT I Manage I Manage

i @ Business Services Manage Manage

3. Complete the account creation for your Department Administrator and press “save”.

Manage Administrators

Edit an Existing Department Administrator for NSW

Account Information Contact Information

vemmes ] e

Personal Information

Swesthumber  SusetName

uuuuuuu

Note: When creating admin accounts, users should include identifiers like "admin" since
usernames are unique identifiers and cannot be used twice. Additionally, administrators can only
be created for levels subordinate to their own and only those with organisation administrator
access can create this. Once you have created the account, you can link this account to their
participant account.
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Creating a Sub-organisation Administrator Account from an Org

Administrator account

Please ensure that you are logged into your organisation Administrator account.

1. Click on “Administration”, then select “Managed Departments”.

Manage Departments

Participants Training Reports Help Bodetutraining

2. Find the Department and click “Manage” under “Manage Sub-organisation”.

Manage Departments

@ AddaMewDepartment g Archived Departments

Manage Departments for etrainu - Training

Click on the header to sort by that column.

3. Find the Sub-organisation and click

Administrators”.

Department Active Expiry | & Manage Administrators | « Manage Sub-Organisation
B acT Manage I\1arage l
i @ Business Services Manage Manage

“Manage” under “Manage Sub-organisation

Manage Sub-Organisation

@ AddaMew Sub-Crganisation g Archived Sub-Crganisations

Manage Sub-Organisations for NSW

Click on the header to sort by that column.

Sub-Crganisation

Active

Expiry | « Manage Sub-Crganisation
Administrators

B NSW-Metro

= B NSW - Regional

Manage

Manage

4. Complete the account creation for your Department Administrator and press “save”.

Manage Administrators

Contact Information

Note: When creating admin accounts, users should include identifiers like "admin" since
usernames are unique identifiers and cannot be used twice. Additionally, administrators can only
be created for levels subordinate to their own and only those with organisation administrator

access can create th

etrainu - Administrator User Guide
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Creating a Participant Account

To give someone access to the LMS, you must create them a participant account. Having a
participant account allows the participant full access to complete training available to them
within the LMS.

1. Click on “Participants”, followed by “Add a New Participant”.

=]

Al B e .
I AU Fdruicipganis

Grouping Participants
Linked Account Groups

Manage Participants

2. Fill in the Manage Participants screen to create a participant account.
Please note you will need to enter at minimum all mandatory information marked with an

asterix *.

Username: We suggest keeping this unique to your organisation.
Example: Firstname.Lastname.orgname

Password: When creating the password it must be between 8 and 50 characters and
contain at least 3 of the following: English upper case; English lower case;
Numeric characters (0 through 9); Non-alphabetic printable characters
Example: eTrainu!2022

When creating the account, when selecting the “Department” and
“Sub-Organisation”, note this is where the participant’s account will sit in relation to the
system hierarchy reviewed earlier in this guide.

Email: Please keep this unique to each participant. Any emails sent from the etrainu
LMS will be sent to this email address. This includes the account creation
details.
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Manage Participants
Add a New Participant

Account Information

Contact Information

helpdeskggetrainu.com

55 needs to be your own email address 50 that etrainu can contact you If you require

Create In
Department *

Qo

Participant Group.
Select Group

Personal Information
Tite

Title

Middle Name:

Gender
Male
Farnale

Gther

Creating a Linked Account

Sparary address at which you reside
our state's or territary's ‘rural property

Buiilding/Property Name Flat/Unit Details

Street Number Street Name

Country

= =
CANCEL SAVE
| N

A linked account group allows someone with multiple accounts types to switch between these
without having to log out and log in each time they need to move between them. Typical switch
links will include Participant, Administrator, Supplier (Training Admin) or Assessor.

To find out more about Assessor and assessor sections in the platform, please refer to the Supplier

JAssessor User Guide.

1. Click on “Participants”, then select “Linked Account Groups”.

Grouping Participants

L]

Add Participants

Linked Account Groups

Manage Participants

2. When the next page opens, click “Add New". Search for the account in the "Search By
Account Name" to ensure one has not been created already. We suggest to search by the
participant account username. If nothing comes up click "Add new".

Manage Linked Account Groups

Search by Account Group Name:

etrainu - Administrator User Guide
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3. Enter either the First Name or Last name of the user or their username and click “Search”.

Find Accounts to Add

Name (71

Admin

First Name Last Mame Usemame Email OrgMame Role Actions

Search for an account to add to the linked account group.

4. Find the accounts to link and click on the +.
First Mame T LastMame {f  Username Jf Email ff Org Mame f Role Jf Actions
Admin =T 1200etunswadmin adming@etrainucom  MNSW View Path Department Admin 1

5. When you have added all of the accounts required click “Done”.

Edit Linked Account Group

Linked Accounts

First Name Last Mame Usemame Org Marme Rale Actions
Admin Etrainu 1200etutraining etrainu - Training Org Admin

Admin Mzw Metro  1300Mswhetro MNEW - Metro Sub-org Admin [] »
Mary Jane mary.jane Brisbane Metro Participants  Participant [ 4
Mark Smith rmarksmith.etu MSW - Metro Participants Participant [ | =
Admin ey IZ00etunswadmin  MSW Department Admin [ || =

Note: We suggest searching for a linked account first before clicking ‘“Add New” as the other
account/s may not appear.
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Bulk Admin Job

Bulk admin jobs can only be managed from an Organisation Level Administrator account.

1. For all new admin jobs please click on “Administration”, then select “Bulk Admin Jobs".

Home Docs Administration

Manage Departments
Bulk Admin Jobs

2. Then click on “Create New".

Bulk Admin Jobs

B ~
CREATE NEW
4

Date Created ‘ File Name Type Status

Created By Start Time End Time

No data to show:

Bulk Admin Job - Admin Import
To create additional admin accounts for your organisation into one follow the steps below:

1. Click the arrow and select “Admin Import” then select “Download Template”.

Create Bulk Admin Job

Juils Ty

[

2. When you open the template enter the details for the admin accounts:
Username (Create a unique username. For example: Firstname.Lastname.Orgname.Admin)
First Name, Last Name, Email, User Group Id (click here to learn how to obtain this for a
Department Administrator account. For Sub-organisation Administrator accounts click
here).

Participant Username - Optional (We suggest to advise the participant username here so it
creates a switch account for the user).

etrainu - Administrator User Guide 18 Last Updated: August 2023



Autosave @ore () B B 9 v -+ HN etrainu-ADMIN_IMPORT-template-2023-02-22

Home Insert Draw  Page Layout Formulas Data  Review Q Tell me [J Comments & Share

I:L‘HD . Eév A . ? . % . [ conditional Formatting v E . p .

[ Format as Table v

Paste Font Alignmeant Number Cells Editing Analyse
= [EA cell Styles ~ Data
€ Possible Data Loss Some features might be lost if you save this workbook in the comma-delimited (.csv) fo... Save As...
E10 . fe M
A B c v} E F G H
1 username firstname email pld par Name - Optional
2 | Firstname.Lastname.etrainu.Admin First name Last name here 59452 etuTrainerl
3
4
5
6
7
8
9
10
= ']

etrainu-ADMIN_IMPORT-template-2 +

3. Save your CSV and upload or drag it into the box below.
LMFH&

Drrag your file here to begin
or click to browse

__________________________________________________________________________________________________________________________________________________________

4. When it has been uploaded click “Submit”.

Notes:

- The job may have the status “Queueing” the job runs in the background and processes 10
rows of your CSV per 30 seconds.

- Each template can only have a maximum of 1000 rows.
Bulk Admin Job - Course Delete

To delete courses from users in your organisation follow the steps below:

1. Click the arrow and select “Course Delete” then select “Download Template”.

Create Bulk Admin Job

Jabs Tyipsie

| [
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2. When you open the template enter the username of the account and enter the

“courselnstanceld”. This can be found when you obtain a

“Extra Display Fields”).

] i

m B B

AutoSave @ orr

Training Status Report (under

| Home Insert Draw Page Layout Formulas Data Q Tellme £ Share [ Comments
; flj = :& A & E . % = [EH congitional Formatting @ . . ._'{. m|
Iy~ [ Format as Table v -
Paste Font Alignment Mumber s Cells Editing Analyse
<% Call Styles w Data
B3 . fx
A B c D E F G H

| 1 |userName courselnstanceld
2 |etutrainer | CE1FFOAS-D1ED-E536-FCDI-AD288501B6CT

J

3
4
5
6
7
| &
19

etrainu-COURSE DELETE-template- +

Ready ﬁ}nccessibility: Unavailable

3. Save your CSV and upload or drag it into the box below.

Upload File

[ - e——e—+ 100%

Drag your file here to begin
or click to browse

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

4. When it has been uploaded click “Submit”.

Create Bulk Admin Job

J0B TYPE

x |

DOWNLOAD TEMPLATE

Course Delete

Upload File
) etrainu-COURSE_DELETE-template-2022-12-20.cov W

5. The job will then process.
Date Created | File Name | Type | Status |1 Created By [/ Start Time {7 End Time [
20/012/2022 13:.06:36 etrainu-COURSE_DELETE-template-2022-12-20.cav Course Delete & Queued Admin Etrainu View Details
20122022 M:4728 etrainu-MERGE_TRAINING-template-2022-12-20.csv Merge training @ Complete Adrin Etrainu 20M12/2022 4730 20/12/2022 N:47:31 View Details
etrainu - Administrator User Guide 20 Last Updated: August 2023




Status Legend

OQueued _\\ queued, the job is being processed.

WCemplete _\When green, the job has been completed successfully with no errors.

Complete

- When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:

- The job may have the status “Queueing” the job runs in the background and processes 10
rows of your CSV per 30 seconds.

- Each template can only have a maximum of 1000 rows.

Bulk Admin Job - Course Enrol
To enrol courses into your organisation follow the steps below:

1. Click the arrow and select “Course Enrol” then select “Download Template”.

Create Bulk Admin Job

Jody Type

2. When you open the template enter the username of the account or the external ID for

those with integration, and the “courseid” (To find the correct course ID, click on this link,
which will direct you to the relevant resource.

E etrainu-course_enrol-template-2023-08-25 % B0 & SavedtoDrive
File Edit View Insert Format Data Tools Extensions Help

Q, Menus - 2 S “-6:" 00% - 5 = B M 3 Defaul... -

-

210 -
] c
1 |username - Optonal externalSystemlid - Opticnal  courseld
I festiest BE5325245-5F2A-45AB-4021-B0G55128EATS

etrainu - Administrator User Guide 21 Last Updated: August 2023


https://drive.google.com/drive/folders/1ZtfspAhCalO76uUpzjlv8efFntHvIHlU?usp=sharing

3. Save your CSV and upload or drag it into the box below.
JEInadFile

Dirag vour file here to begin
or click to browse

4. Enrolment notifications will be automatically sent out by default once the job has been
submitted, unless administrators choose no.

Back to Bulk Admin Job List
Create Bulk Admin Job

JOBTYRPE
Course Enrol X v DOWNLOAD TEMPLATE

Upload File

@ etrainu-course_enrol-all-2023-04-04 (1) {1).csv @

I SEND COURSE ASSIGNMENT NOTIFICATIONS I

~

Yes (Default) - Send enrolment notifications

No - Do not send enrolment notifications

5. Once done, click on Submit.

Create Bulk Admin Job

JOB TYPE
Course Enrol X DOWNLOAD TEMPLATE

Upload File

@ etrainu-course_enral-all-2023-04-04 (1) (I.csv 0

SEND COURSE ASSIGNMENT NOTIFICATIONS

Yes (Default) - Send enrolment notifications

SUBMIT |

6. The job will then process.

Status Legend

OQueued) . - queued, the job is being processed.

SCemplete _\When green, the job has been completed successfully with no errors.

SOMPEE . When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:
- The job may have the status “Queueing” the job runs in the background and processes 10

rows of your CSV per 30 seconds.
- Each template can only have a maximum of 1000 rows.
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Bulk Admin Job - Course Expire

To expire the course and associated module data for the specified username and course, follow
the steps below:

1. Click the arrow and select “Course Expire” then select “Download Template”.

Create Bulk Admin Job

C— 1

2. When you open the template enter the username of the account, enter the
“courselnstanceld”. This can be found when you obtain a Training Status Report (under

“Extra Display Fields").

E etrainu-course_expire-template-2023-08-20 # 0 &
File Edit WView Insert Format Data Tools Extensions  Help

Q, Menus e o S f-? 100% - $ 0= 0 00 m Defaul... -
EZT -
1 usarizme courssinstanceld

2 teswuzsmame! BREESSFI-ATOC-4F42-3251-13DE3F324EZ4

3. Save your CSV and upload or drag it into the box below.
JEIoad File

Drag your file here to begin
or click to browse

4. Once done, click on Submit.

Back to Bulk Admin Job List
Create Bulk Admin Job
Job Type [/- DOWNLOAD TEMPLATE -.\:u
Course Expir v e A
Upload File

¥ etrainu-course_pxpire-template-2023-08-20 - etrainu-course_expire-template-2023-08-20.csv ]

—
SUBMIT
[ —
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5. The job will then process.

Status Legend

©Queved o queued, the job is being processed.

WCemplete _\When green, the job has been completed successfully with no errors.

SEMPEE S When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:
- The job may have the status “Queueing” the job runs in the background and processes 10

rows of your CSV per 30 seconds.
- The course doesn't need to have an expiry set in the etrainu LMS, this just forces it into an

expired state regardless of the status.
- Each template can only have a maximum of 1000 rows.

Bulk Admin Job - Course History

To import courses into your organisation follow the steps below:

1. Click the arrow and select “Course History” then select “Download Template”.

Create Bulk Admin Job

Job Type

/1

2. When you open the template enter the username of the account, enter the
“courselnstanceld”. This can be found when you obtain a Training Status Report (under

“Extra Display Fields").

Homa  Insart  Draw  Page Layaul 2 Tall ma i Share [ Cammants

| — ¢ mal F - — 7
E . A . . q,é_' . [El cenditional Farmatzng « :l . 9 E
el rﬁ Farmal as Takla ~ M

Cipbosrd Fonl Algnmen Mumiser e Cele Eniting Ang
[ el styime = o

oz o i E
A B C o £ F G

B iserbame | courseld dntelompleted

I emsraines |SIDEBSCE-ATR3.AS38.0DB5-0451 1770044 P30
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3. Save your CSV and upload or drag it into the box below.

Jpload File

Drag your file here to begin
or click to browse

4. Select the Date Format (as entered on your CSV).

DATE FORMAT

I
DO/ MM YYY
MDD YYY
YYYY-MM-0D

5. Under “Send Course Completion Webhooks" advise if you want these to be sent.

SEMD COURSE COMPLETION WEBHOOKS

Mo - Do not send course complation webhooks

s - Send course complation webhooks

Note: Yes - If you have an integration; No - if no integration.

6. When it has been uploaded click “Submit”.

Create Bulk Admin Job

JOB TYPE
Course History

o

-
I\ DOWNLOAD TEMPLATE

~
|

Uplead File
) etrainu-COURSE_HISTORY-template-2022.12-20 (1).csv )
DATE FORMAT
DO/MMAYYY e
SEMD COURSE COMPLETION WEBHOOKS
a4

Mo - Do not send course complation webhooks

7. The job will then process.

Date Created | File Name |/ Type | Status | Created By [ Start Time |7 End Time |

2012/2022 13:22:46 etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv Course History & Queued Admin Etrainu View Details

20N12/2022 13:2135 etrainu-COURSE_HISTORY-template-2022-12-20 [1).csv ‘Course History @ Complete Adrnin Etrainu 20M12/2022 13:22:00 20M12/20221322:00 View Details

20M12/2022 13:06.36 etrainu-COURSE_DELETE-template-2022.12-20.cov Course Delete omplete Adrin Etrainu 200122022 13:07:00 2012/202213:07:00 View Details

20M12/2022 M:47:28 etrainu-MERGE_TRAINING-template-2022-12-20.csv Merge training @ Complete Admin Etrainu 20M12/2022 M:47:30 20122022 473 View Details
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Status Legend

OQueued) . - queued, the job is being processed.

JLomplete - _\When green, the job has been completed successfully with no errors.

TiDlete

SOMEEE S \When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:
- The job may have the status “Queueing” the job runs in the background and processes 10
rows of your CSV per 30 seconds.
- Each template can only have a maximum of 1000 rows.

Bulk Admin Job - Create Sub Org

To create new Sub Orgs follow the steps below:

1. Click the arrow and select “Create Sub Org” then select “Download Template”.

Create Bulk Admin Job

Job Type

! =

2. When you open the template enter the Sub Org Name and Department ID (click here to
learn how to obtain this). The other fields (expiryDate and externalld) are optional.

E etrainu-create_sub_org-template-2023-03-05 '

File Edit View Insert Format Data Tools Help Last edit was

e o~ o P 100% ~ S$ % .0_ .00 123~ Default (Ari.. 10

B10 -
A B C D

1 subOrgName deptid expiryDate - Optional externalld - Optional
< | Support Waorker 102875

3 | Regional Manager 102875

4

5

6

8
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3. Save your CSV and upload or drag it into the box below.

Create Bulk Admin Job
JOB‘WPE‘) . | DOWNLOADTEMPLATE )

Upload File

———————————————————————————————————————————————————————————————————————————————————————————————————————

'
f Drag your file here to begin 1
or click to browse 1

EXPIRY DATE FORMAT

4. When it has been uploaded click “Submit”.
Create Bulk Admin Job

JOB TYPE
Create Sub Org v DOWNLOAD TEMPLATE
Upload File

) etrainu-create_sub_org-template-2023-03-05.csv T

EXPIRY DATE FORMAT

N
The job will then process.
Date Created | File Name Type | Status | Created By [/ Start Time |/ End Time 1
20012/2022 4728 etrainu-MERGE_TRAINING-template-2022-12-20.csv Merge training ) Complete Admin Etrainu | 20/12/2022 11:4730 | 20012/2022 11473 View Details

Status Legend

OQueued) . gueued, the job is being processed.

“Complete _\When green, the job has been completed successfully with no errors.

Complete

- When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:

- The job may have the status “Queueing” the job runs in the background and processes 10
rows of your CSV per 30 seconds.
- Each template can only have a maximum of 1000 rows.

- If you have an integration please contact your Customer Success Manager as we do not
recommend using this feature.
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Bulk Admin Job - Merge Training
To merge duplicate accounts in your organisation into one follow the steps below:

1. Click the arrow and select “Merge Training” then select “Download Template”.
Create Bulk Admin Job

Jaibs Typess

| =

o1

2. When you open the template enter the username of the account to be archived (not

required) under “sourceUserName” and put the username of the account to be kept under
“targetUserName’.

AutoSave @orr () B B 2 v G -+ M etrainu-MERGE_TR...

Home Insert Draw  Page Layout Q Tellme 2 Share | [J Comments

A I =._ (y o [ conditional Formatting v @ - /O 2

« = 2 [ Format as Table v Y
Font Alignment  Number Cells Editing

[E# cell styles v

D19 s fx v
A B c D

sourceUserName targetUserName
etutrainlold etutrainer

Analyse
Data

etrainu-MERGE_TRAINING-template -
Ready % Accessibility: Unavailable M - — —— + 0%

3. Save your CSV and upload or drag it into the box below.

Create Bulk Admin Job

JOB TYPE
Merge training

™~
® DOWNLOAD TEMPLATE /_I

Uplead File

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

Dirag your file here to begin
or click to browse

i
..........................................................................................................................................................

etrainu - Administrator User Guide 28 Last Updated: August 2023



4. When it has been uploaded click “Submit”.

Create Bulk Admin Job

108 TYPE
x ~ | DOWNLOADTEMPLATE |

Merge training

Upload File

atrainu-MERGE_TRAINING -template-2022-12-20.csv

The job will then process.

Date Created 1 File Name |/ Type 1 Status [/ Created By | Start Time { End Time [/

2012/2022 4728 etrainu-MERGE_TRAIMING-template-2022-12-20.csv Merge training Coemplete Adrmin Etrainu 20/12/2022 N:47:30 200122022 N:47:3) View Details

Status Legend

©Queved _\\ queued, the job is being processed.

SLemplEte - _\When green, the job has been completed successfully with no errors.

SOMPEE . When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:

The job may have the status “Queueing” the job runs in the background and processes 10

rows of your CSV per 30 seconds.
Each template can only have a maximum of 1000 rows.

Bulk Admin Job - Sub Org Move

To move users in different sub-organisation follow the steps below:

1. Click the arrow and select “Sub Org Move” then select “Download Template”.

Create Bulk Admin Job

Jobs Type

2. When you open the template enter the username/s and the target Sub Org Id (click here to

learn how to obtain this)
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3. Save your CSV and upload or drag it into the box below.

Upload File

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

E Drag your file here to bagin '
: or click to browse :

4. When it has been uploaded click “Submit”.
Create Bulk Admin Job

JOB TYPE
Sub Org Move X v DOWNLOAD TEMPLATE
Upload File

@ etrainu-sub_org_move-template-2023-03-05 (2).csv T

5. The job will then process.

Date Created | File Name Type Jf Status ' Created By ' Start Time Jf End Time ('

27/02/2023 07:55:21 | etrainu-USER_ARCHIVE-template-2023-02-27 (1).csv User Archive & Queued Jona Obillo View Details
20/12/202213:37:43 | etrainu-USER_IMPORT-template-2022-12-20.csv User Import (O Complete | Admin Etrainu | 20/12/202213:38:00 | 20/12/20221338:07 View Details
20/12/20221322:46 | etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv | Course History @ Complete Admin Etrainu | 20/12/202213:23:00 | 20/12/2022 13:23:00 View Details
20/12/202213:21:35 etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv | Course History @ Complete Admin Etrainu | 20/12/202213:22:00 | 20/12/2022 13:22:00 View Details
20/12/202213:0636 | etrainu-COURSE_DELETE-template-2022-12-20.csv Course Delete @ Complete Admin Etrainu | 20/12/202213:07:00 | 20/12/202213:07:00 View Details
20/12/2022 11:47:28 | etrainu-MERGE_TRAINING-template-2022-12-20.csv Merge training | @ Complete | Admin Etrainu | 20/12/202211:47:30 | 20/12/2022 11:47:31 View Details

Status Legend

OQueued) . - queued, the job is being processed.

“Complete _\When green, the job has been completed successfully with no errors.

SOMEEE D When orange, the job has been completed but there are errors. To review the

errors click on “View Details”. This will display the errors and the reasons on screen.
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Bulk Admin Job - User Archive

To archive users in your organisation follow the steps below:

1. Click the arrow and select “User Archive” then select “Download Template”.

Create Bulk Admin Job
Job Tree D DOWNLOWD TEMPLATE I

—1

2. When you open the template enter the username/s that are required to be archived.

E etrainu-USER_ARCHIVE-template-2023-02-27 % B &
File Edit View Insert Format Data Tools Extensions Help Last edit was second
~ o~ B P 100% v $ % .0 00 123v Default(Ai. v 10 <~ B I & 4
Cc15 -

A B @ D E F
username
testusertest
testusername1
testusername?2

olo|wolalslw[r|-

3. Save your CSV and upload or drag it into the box below.
Upload File

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

i Drag your file here to begin
: or click to browse

4. When it has been uploaded click “Submit”.
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Create Bulk Admin Job

10E TYPE I.-"' ""\I
w w  DOWNLOAD TEMPLATE |
Upload File
etrainu-USER_ARCHIVE-template-2023-02-27 (Thcsv Tar
5. The job will then process.
Date Created | File Name [/ Type I Status Created By ' Start Time [/ End Time ('
27/02/2023 07:55:21 | etrainu-USER_ARCHIVE-template-2023-02-27 (1).csv User Archive & Queued Jona Obillo View Details
20/12/202213:37:43 | etrainu-USER_IMPORT-template-2022-12-20.csv User Import D Complete Admin Etrainu | 20/12/202213:38:00 | 20/12/202213:38:07 View Details
20/12/202213:22:46 | etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv | Course History | ) Complete | Admin Etrainu | 20/12/202213:23:00 | 20/12/202213:23:00 View Details
20/12/2022 13:21:35 etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv | Course History 9 Admin Etrainu | 20/12/202213:22:00 | 20/12/2022 13:22:00 View Details
20/12/202213:0636 | etrainu-COURSE_DELETE-template-2022-12-20.csv Course Delete @ Complete Admin Etrainu | 20/12/202213:07:00 | 20/12/202213:07:00 View Details
20/12/2022 11:47:28 | etrainu-MERGE_TRAINING-template-2022-12-20.csv Merge training | @ Complete | Admin Etrainu | 20/12/202211:47:30 | 20/12/2022 11:47:31 View Details

Status Legend

©Queved queued, the job is being processed.

SCemplete _\When green, the job has been completed successfully with no errors.

Complete

- When orange, the job has been completed but there are errors. To review the
errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:
- The job may have the status “Queueing” the job runs in the background and processes 10
rows of your CSV per 30 seconds.
- Each template can only have a maximum of 1000 rows.
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Bulk Admin Job - User Import

To add new users to your organisation follow the steps below:

1. Click the arrow and select “User Import” then select “Download Template”.

Create Bulk Admin Job

Job Type:

2. When you open the template enter details of the users:
username of the account (keep the same format as your other users in the system), first
name, last name, email, suborgid (click here to learn how to obtain this).
The other fields (dob, middle name, phone, gender title) are optional.

AutoSave M B B %9~y C - 9 etrainu-USER_IMPORT-template-2022-12-20

Home Insert Draw Page Layout Formulas Data Review View ©Q Tellme 2 Share [J Comments

P —— ﬁ - " o o) T
| = Egv A . = _ % . Conditional Formatting @ s /C) . @
Paste

[z Format as Table v

Font Alignment Number Cells Editing Analyse
[ cell Styles « Data
i
A25 . ﬁ: v
A B C D E F G H | 1
1 |username firstname lastname email subOrgld dob - Opticnal middlename - Optional phone - Opticnal gender - Optional title - Optional

2 etuTrainerl etrainu  Tester noreply@ etrainu.com 50442
3 |etuTrainer? etrainu  Testers Tioreply@etrainu.com 59442

4
5
6 subOrgld - Can be sound under Manage Suborganisations)
7
E
9
10
11
12
etrainu-USER_IMPORT-template-20 +
Ready 33 Accessibility: Unavailable B - et 100%

3. Save your CSV and upload or drag it into the box below.

Upload File

Drag your file here to bagin
or click to browse

..........................................................................................................................................................
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4. Select the DOB Format (as entered on your CSV). **Not required if this field is blank**

DATE FORMAT

| Ea
DOYMMAYYY
MM/DDYYY
YYYY-MM-DD

5. Under “Send User Registration Notifications” advise if you want these to be sent.

SEMD USER REGISTRATION NOTIFICATIONS
| o

Neo - Do not send registration notifications

Yes - Send registration notifications

Note: Yes - If you want the log in details emailed to your users; No - if log in details are not to be
emailed.

6. When it has been uploaded click “Submit”.

10B TYPE T
User iImport s | DOWNLOAD TEMPLATE )

Upload File
2 etrainu-USER_IMPORT-template-2022-12-20.csv g

DOB DATE FORMAT
DD/MMAYYYY v

SEND USER REGISTRATION NOTIFICATIGNS
Yes - Send registration notifications '

7. The job will then process.

Date Created | File Name Type [ Status I Created By Start Time . End Time [

20/12/2022 13:37:43 etrainu-USER_IMPORT-template-2022-12-20.csv User Impart & Queued Admin Etrainu View Details
20012/2022 132246 etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv Course History Admin Etrainu 20/12/202213:23:00 20/12/2022 13:23:00 View Details
2012/2022 132135 etrainu-COURSE_HISTORY-template-2022-12-20 (1).csv Course History Admin Etrainu 2012/202213:22:00 2012/20221322:00 View Details
20/12/202213:06:36 etrainu-COURSE_DELETE-template-2022-12-20.csv Course Delete Admin Etrainu 20M12/202213:07:00 20M12/2022 13:07:00 View Details
2012/2022 4728 etrainu-MERGE_TRAINING-template-2022-12-20. csv Merge training Admin Etrainu 20M12/2022 4730 2012/2022 1473 View Details

Status Legend

OQueued _\\ queued, the job is being processed.

WCemplete _\When green, the job has been completed successfully with no errors.

COMEEE S \When orange, the job has been completed but there are errors. To review the

errors click on “View Details”. This will display the errors and the reasons on screen.

Notes:
- The job may have the status “Queueing” the job runs in the background and processes 10
rows of your CSV per 30 seconds.
- Each template can only have a maximum of 1000 rows.
- If you have an integration please contact your Customer Success Manager as we do not
recommend using this feature.
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Creating a Participant Account

To give someone access to the LMS, you must create them a participant account. Having a
participant account allows the participant full access to complete training available to them
within the LMS.

3. Click on “Participants”, followed by “Add a New Participant”.

=]

Al B e .
I AU Fdruicipganis

Grouping Participants
Linked Account Groups

Manage Participants

4. Fill in the Manage Participants screen to create a participant account.
Please note you will need to enter at minimum all mandatory information marked with an

asterix *.

Username: We suggest keeping this unique to your organisation.
Example: Firstname.Lastname.orgname

Password: When creating the password it must be between 8 and 50 characters and
contain at least 3 of the following: English upper case; English lower case;
Numeric characters (0 through 9); Non-alphabetic printable characters
Example: eTrainu!2022

When creating the account, when selecting the “Department” and
“Sub-Organisation”, note this is where the participant’'s account will sit in relation to the
system hierarchy reviewed earlier in this guide.

Email: Please keep this unique to each participant. Any emails sent from the etrainu
LMS will be sent to this email address. This includes the account creation
details.
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Manage Participants
Add a New Participant

Account Information Contact Information

helpdeskggetrainu.com

55 needs to be your own email address 50 that etrainu can contact you If you require

Sparary address at which you reside
our state's or territary's ‘rural property

Create In

Department * ub-+ - Building/Property Name Flat/Unit Details
Qo

Street Number Street Name
Participant Group.

Personal Information
Tite First Narme:* fE—

Title . Jessica

Middle Name: Last Name: *

Gender

Male

Farnale

Gther

Creating a Linked Account

A linked account group allows someone with multiple accounts types to switch between these
without having to log out and log in each time they need to move between them. Typical switch
links will include Participant, Administrator, Supplier (Training Admin) or Assessor.

To find out more about Assessor and assessor sections in the platform, please refer to the Supplier
/Assessor User Guide.

6. Click on “Participants”, then select “Linked Account Groups”.

Add Participants

Grouping Participants

Linked Account Groups

Manage Participants

7. When the next page opens, click “Add New". Search for the account in the "Search By
Account Name" to ensure one has not been created already. We suggest to search by the
participant account username. If nothing comes up click "Add new".

Manage Linked Account Groups

Search by Account Group Name: Reset Add New
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8. Enter either the First Name or Last name of the user or their username and click “Search”.

Find Accounts to Add

MName (7

Admin

First Name Last Mame Usemame Email OrgMame Role Actions

Search for an account to add to the linked account group.

9. Find the accounts to link and click on the +.
First Mame T LastMame {f  Username Jf Email ff Org Mame f Role Jf Actions
Admin =T 1200etunswadmin adming@etrainucom  MNSW View Path Department Admin 1

10. When you have added all of the accounts required click “Done”.

Edit Linked Account Group

Linked Accounts

First Name Last Mame Usemame Org Marme Rale Actions
Admin Etrainu 1200etutraining etrainu - Training Org Admin

Admin Mzw Metro  1300Mswhetro MNEW - Metro Sub-org Admin [] »
Mary Jane mary.jane Brisbane Metro Participants  Participant [ 4
Mark Smith rmarksmith.etu MSW - Metro Participants Participant [ | =
Admin ey IZ00etunswadmin  MSW Department Admin [ || =

Note: We suggest searching for a linked account first before clicking ‘“Add New” as the other
account/s may not appear.
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Creating a coupon code

To create a coupon code follow the steps below.

Step 1: From your org admin account, go to Administration then Coupons.

Manage Departments

Bulk Admin Jobs

Caupons

Step 2: Click on Add Coupon to create new code or use the search field to search for any existing
code.

Coupon Codes

ADD COUPON

| Coupon Code Discount Amt Start Date End Date Purchases Purchase Limit Last Used Income

D)  Include Archived

Coupon Codes

ADD COUPON

I‘-’i\-\ I @D Include Archived

‘ Coupen Code T Discount Amt ./ | Start Date ' ‘ End Date . | Purchases J' | Purchase Limit . ‘ Last Used . ‘ Income ! ‘

=

Step 3: Enter the coupon code in the Coupon Code and Display Name Fields then add the dates.

New Coupon

Coupon Details

COUPON CODE

couponcodehere

DISPLAY NAME

couponcodehere

START DATE

19/04/2023

END DATE

30/04/2023 W | ]

Step 4: Advise the coupon type and then the amount and whether there is a limit on uses
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COUPON TYPE
@ Percentage (O Discount

DISCOUNT AMOUNT
100

MAX NUMBER OF USES

Step 5: Select the Supplier then either scroll to find the course/s required and tick the box or type
the course name in the search field. Then click on Save.

Course Selection

| etrainu Demonstrations | X~ O\ I I

[J Dulux - Organic Gardening

[0 etrainu - Assessing App Training Demo
[J etrainu - Demonstration Course
[ etrainu Showcase

[J ETU - Event App Demo Zosia

[J etu - Zendesk 101

[ Jo Lukins - Embrace the Suck

[J NDS Scenario Assessment

[J Showing Gen

[J SLSA Bronze Demonstration 2019
Demo - Palicy

Asahi - Chain of Responsibility

Care and Support - Event App Demo

CANCEL SAVE

Note: you can add multiple courses per code. To do this just tick the boxes and/or clear the search
field.
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Managing Participants - Overview

The etrainu LMS allows you to manage your participant accounts within your administrator access
view.

To access the “Manage Participants” screen, click “Participants”, followed by “Manage
Participants”.

L]

Add Participants
Grouping Participants

Linked Account Groups

I Manage Participants I

On this page, you can search for Admin or Participants. To search for a particular Participant
record, follow the below instructions.

1. Click “Participants” from the User Type.

2. Within the search criteria, type the name/email/username of the Participant you wish to
locate and select the type of criteria by selecting from the drop-down box.

Note: Click on the Include Archived Participants toggle if you cannot locate the Participant
in case their account has been archived.

Manage Users

Search Options

User Type - Admins
# - Participants
|
Criteria Marme .
Select Department... m
Department Email Address

Usemame

UserlD
(Advanced)

Sub-Organisation

Include Archived Users a

SEARCH
| S

3. Click “Search”.
When your search has been run, there are a number of functions you can access to manage a

Participant account. The below information outlines a snapshot of the Participant’'s account as
follows.
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[4] [2]

mary.jane (Mary Jane) - admin@etrainu.com = E sk =2
n DateCreated: as/03/2020 n DoOB: 0Vo1N980
n LastlLogin: 3002420 E 12 Month Login Count: 1
B Total Courses: 2 n Completed Courses: L+]
ﬂ Most Recent Course: 05/03/2020

10.

Brisbane Metro > QLD > etrainu - Training

Username

Name and email of the Participant
Date their account was created
Date the Participant last logged in

Total courses that have been allocated to the Participant (This is the total inductions
under each course).

Date Most Recent Course was accessed
The Participant’s date of birth

12 Month Login: This outlines the number of times the Participant has logged into the
platform in the last 12 months.

Completed Courses: This outlines the number of courses the Participant has completed.

The Department and Sub-organisation location in which the Participant’s account is
allocated

In addition to the above snapshot, as an administrator you will have access to perform the
following functions:

[ [5] (5] [4]

mary.jane (Mary Jane) - admin@etrainu.com = E sk =0
DateCreated: 05/03/2020 DOB: olo1iaan E E EI
LastlLogin: 30M12/2021 12 Month Legin Count: 1
Total Courses: 2 Completed Courses: 0
Maost Recent Course: 05/03/2020

3.

Brisbane Metro » QLD » etrainu - Training

Edit Account: This allows you to edit a participant’s details or reset their password.

Archive Account: When a participant has left the organisation and no longer requires
access to the LMS, you can archive their account.

Notes: This allows you to record notes on the Participant.
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4, Documents: This allows you to upload additional documentation relevant for the
participant’'s account .

5. User Records: This allows you to upload additional documentation relevant for the
participant's account that you wish to share with the participant view.

6. Send Keys: This icon allows you to send training to the Participant.

7. Email: This icon allows you to send a personalized email from the LMS directly to the
Participant.

8. View Training: This allows you to view at a deeper level the training results, progress of the
participant and course expiry dates on course records for participants.
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Edit Participant Account

To edit a participant’'s account, follow the below instructions.

1. Click the “edit” icon from the menu bar.

mary.jane (Mary Jane) - admin@etrainu.com E s E =2
DrateCreated: O5/03/2020 DoB: 0/ A980
LastLogin: 02200 12 Month Login Count: 1
Total Courses: 2 Completed Courses: o
Most Recent Course: O5/03/2020

Brisbane Metro = QLD = etrainu - Training

2. Make the edits required for the participant account and click “save”.

3. To resend registration email, click the 'resend Registration Email button, and the
registration email will be sent to the email address registered in the account. To reset a
password, click the “Reset Password” button, enter in the new password and click “save”.
Alternatively, click “Send Password Reset Email’ and the user will receive an email with
instructions on how to reset their password.

Manage Users

Edit an Existing Participant

Account Information Contact Information

Personal Information

Building/Proporty Namo Flat/Unit Detalls
Tie First Name:

Strect Number Stret Name
Middle Name: Last Name: *
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Archive Participant Account

To archive a participant’s account, click the “archive” icon from the menu bar.

mary.jane (Mary Jane) - admin@etrainu.com ‘_ sk =9
DateCreated: 05/03/2020 DOB: olfalss0
LastLogin: 2012/2021 12 Month Login Count: 1
Total Courses: 2 Completed Courses: 1]
Most Recent Course: 05/03/2020

Brisbane Metro > QLD = etrainu - Training

Please note if you want to view this record at a later date, when searching for a participant record,
simply ensure the “Include Archived Participants” button is ticked when running your search.

To unarchive the user, once you have searched for them click the “Unarchive” button.

Add Notes to a Participant

Adding notes to a Participant’s account allows you to record relevant information and notes to
share between Administrators. These are not visible to the Participant.

1. Locate the Participant using the “Manage Participants” steps.

2. Click on the “Notes” icon.

mary.jane (Mary Jane) - admin@etrainu.com & _ﬂ ik =0
DateCreated: 05/03/2020 DoB: 01011280
LastlLogin: 3ghzfz02 12 Month Login Count:
Total Courses: 2 Completed Courses: 1]
Most Recent Course: 05/03/2020

BErisbane Metro = QLD = etrainu - Training

3. Type your notes in the field and click “Save”.

Update Notes

Update Notes for Etrainu Helpdesk

Type Note Here.

=
Previous Notes
Date Posted: 05/10/2021 09:32:32 PM Posted By: Ayso Org
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Upload a Document to a Participant Account

Adding documents to a participant’'s account can be a great place to store this information to save
an administrator working across multiple systems. Documents, once added, cannot be removed.
These documents are not visible to a participant.

1. Locate the participant using the “Manage Participants” steps.

2. Click on the “User Documents” icon.

mary.jane (Mary Jane) - admin@etrainu.com AR D s |
CrateCreated: 05032020 DOB: o Nse0
Lastlogin: 2012/2021 12 Month Login Count: 1
Total Courses: 2 Completed Courses: 1]
Most Recent Course: 05032030

Brisbane Metro > QLD > etrainu - Training

3. Click “Update a New Document”.

Update Documents

I‘J Upload a New Document I

Update Documents for Mary Jane

Click on the header to sort by that column.

Archived

Mame | Uploaded

No documents exist.

4. Complete the document upload information and upload a document using the “Choose

File" button.
5. Click “Save”.
Document Hamae ® I Mew Document I
File Mame * Choose file (Mo file chosen

Fizkds marked with o ¥ are requened
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Upload a User Record to a Participant Account

User Records, similar to Documents, are great to store information within the LMS. This
functionality will be removed from the etrainu LMS.

Sending an Email to a Participant

The etrainu LMS allows you to send an email directly to a Participant at any time. This function will
also record a snapshot of emails sent.

1. Locate the Participant using the “Manage Participants” steps.

2. Click on the “Send Email” icon.

mary.jane (Mary Jane) - admin@etrainu.com =1 - =Y g
CrateCreated: 05/03/2020 DOB: ofo1N1980
Lastlogin: 30122021 12 Month Login Count: 1
Total Caurses: 2 Completed Courses: 1]
Most Recent Course: 05032020

Brisbane Metro = QLD > etrainu - Training

3. Click on “Send a New Email”.

View Emails

[+ Send a New Email

View Emails for Etrainu Helpdesk

Click on the header to sort by that column.

Subject Line | Sender | Sender Email | Recipient | Recipient Email | Sent | Attachment

No emails have been sent to this user.

4. Fill in the email information, upload any attachments if required using the “Choose File"”
button, and click “Save”.

Send Email

Send Email for Etrainu Helpdesk

Email Information

Send From * tesi@etrainu.com

SendTo * helpdesk@strainu.com

Subject * Training to be completed

Message

BH G« |F = M@ms QX Bsouwe
B I S|L|i=:= 99| syles - | Nomal - | 2

To Leamer,

Please

e you complete your training before the end of the month.
Regards

Training Coordinator

No file chosen
be

Gancel
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Check Participant Training Progress

This is the most commonly used function within the LMS and Manage Participants section. This
function allows you to view the progress status of a Participant.

1. Locate the Participant using the “Manage Participants” function.

2. Click on the “View Training” icon.

mary.jane (Mary Jane) - admin@etrainu.com o B s E = _D
DiateCreated: 05032020 DOB: oS80
Lastlogin: 01272021 12 Month Login Count:
[Total Caurses: 2 Completed Courses: o
Most Recent Course: 05/03/2020

Brisbane Metro = QLD = etrainu - Training

3. Within this screen, you can see the Course (Bundle) and Module (Inductions) within the
bundle; plus, complete additional actions for the Participant’s record.

] L] [1  [e] [

| raining Mame Code Provider [ Status Details Documents ] Actions

E COVID-19: What it 5, How 1o Pravent Spread  (Bundle) Errainu Courses In Progress | AccessGhen 21092021 ‘ (T e

Trining Expires 2104/3022

E ZOVID-19: Whnat it 1S, How 10 Prevent Spraad Etrainu Courses| Mot Started Acoess Given 209000 n
Work Health and Safety (Bundle) Etrainu Courses | |n Progress | AccessGhven 12200 Course Actions -
- ETU-0: ETUCGNWOHS003 etrainu - Work Health and Safety Etrainu Courses | Mot Started | AccessGiven 31127200 Madule Actions -
COVID-1S: What o Bravent 5 I U Courss .y
CENI- 19 [Coranavins): What It |5, How to Drevant Spread trainu Coarsas A

1. Course (Bundle) Name: This is the course name the Participant has enrolled into.

2. Module (Induction) Name: These are the inductions (or modules) included within the
Bundle (course) that make up the package.

3. Code: Training code for the course (if applicable).
4. Provider: Supplier that the training is under in the LMS.

5. Status: This section outlines whether the course is In Progress, Not Yet Started, or
Complete.
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10.

.

Details: This section outlines the date on which the course was allocated, completed, and
marked as competent.

Documents: Certificates (if applicable) can be accessed here.

Recalculate Status: Is used as a troubleshooting step in instances where all inductions are
complete, but the bundle isn't marked as complete.

Update Expiry: Courses that have an expiry date can be extended if the course is still in
progress and is before the expiry date. This functionality is for the Organisation
Administrator level.

Progress: Is used to mark the module (induction) complete.

Update Completion Date: Administrators can now set course expiry dates on course
records for participants.

Printing a Participant’s Certificate

Certificates of completion can be attached at either Bundle level, Induction level, or sometimes
both. At times, a course may not have a certificate of completion attached at all.

To download a copy of a certificate if it is available, click on the “View Certificate” icon. This will
download and open the certificate in a new tab for printing.

raining Name Code | Provider Status Details Documents | Actions

COVID-19: What It Is, How to Prevent Spread (Bundle] Etrainu Courses | Complete reeny TI12/2021 .
=i TI1200

AN

Course Actions -

ren TAZ021
eted 311200
ant 312200

- COVID-1%: What It Is, How to Prevent Spread Etrainu Courses | Complete

In addition, the following key is used in this “Documents” column.

4.

5.

] ]

Legend: (& view results ‘ view certificate ’ view custom certificate l@ no cerlificate available r@- no permissions to view cerfificate

View Results: This will be made available if the course has access to view results.
View Certificate: This is made available when a generic certificate is available.

View Customer Certificate: This is made available if a custom certificate is attached.
No Certificate Available: This highlights there is no certificate available.

No Permission to View Certificate: This highlights you do not have access to view the
certificate.
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Assign Training - Individual

There are two methods in which you can assign training: assigning training per individual and by
assigning training to a bulk group of Participants. To assign training to an individual, follow the
below steps:

1. Locate the Participant using the “Manage Participants” steps.

2. Click on the “Send Keys” icon.

mary.jane (Mary Jane) - admin@etrainu.com wh - E_j
DateCreated: 05/03/2020 DOB: oM NSB0
LastlLogin: 30122020 12 Month Login Count:
Total Courses: 2 Completed Courses: [+]
Most Recent Course: 05032030

Brisbane Metro > QLD > etrainu - Training

3. You will then be directed to the Course Categories page, where you can select the course
category where the desired training course is assigned. Click “View Courses” to view the
suite of courses within that specific category.

Course Categories

Courses for Mary Jane

NDS Workforee v
Essentials

VIEW COURSES

etrainu Courses v COVID-19 (Coronavirus):
What It Is, How to
Prevent Spread

e e w

4. Locate the course you wish to allocate and click “Enrol” or “Purchase”.

Note: when assigning training you can select Bypass course pre-requisite checks.

5. If the course has an enrolment fee you will be taken to a payment page.
You will need to enter your credit card details or a Coupon Code, including the country in
the billing address, and then click “Submit Payment”.
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- CHECKOUT

My Information Order Summary

1 How to Stay Productive Whils Working From Home  $27.27

Billing Address Tatal [AUD) $zrar

mn  Credit Card

6. Once processed, it will take you back to the Manage Participants screen and will be
available immediately in the user's account.
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Assign Training - In Bulk

If you have a large number of Participants to assign training to, you may prefer to use the “Assign
Training in Bulk” function. This function allows you to assign a training course to a group of
Participants.

Note: when assigning training in bulk, it will not appear in a Participant’s account until the following day (if
processed before 6.00 pm AEST. DO NOT attempt to reassign this course until at least 24 hours after the first
attempt.

1. Click “Training” from the menu bar at the top of the screen, followed by “Assign Training in

Bulk”.

Assign Training n Bullk |

Training Available

Event Admin

2. You will then be directed to the Course Categories page; here, you can select the course
category where the desired training course is assigned. Click “View Courses” to view the
suite of courses within that specific category.

Course Categories

etrainu Sperts R NDS Weorkforce R Safeguarding ~ etrainu Compliance o
Academy Demo Essentials Suite Demo

Courses
VIEW COURSES I VIEW COURSES VIEW COURSES

The Mental Health e etrainu Courses e COVID-19 [Coronavirus): -~
Project - Demo What It Is, How to
Prevent Spread

D D cevcoome

etrainu - Administrator User Guide 57 Last Updated: August 2023



3. Locate the course you wish to allocate and click “Assign”.

Courses in COVID-19 (Coronavirus): What It Is, How to Prevent
Spread

COVID-19: What It Is, ks
How to Prevent
Spread

etrainu Courses

COVID-19: What [t Is. How
to Prevent Spread

4. You will then be directed to a list of Participants within your administration access view.
From this list, select all Participants you wish to assign the course to. You will be able to see
the participants who are in progress for the course or have completed the course.

Participants that are in progress will be greyed out and you will not be able to assign the
course to them.

5. If you wish to send all Participants an email notification, click “Send Notification Email”; if
you do not click this, an email notification will not be sent.

You can also select “Include Previously Completed” if you want to reassign the course to a
Participant.

6. Click “Assign”.

Bulk Assign - COVID-19: What It Is, How to Prevent Spread

[*] Send Natification Email

(/] Include Previcusly Completed
[

O NSW - Metro

IZ‘ Mark Smith (Previously Completed) ]

t [ MSW - Regicnal
+ O NT
Dol

[ Brisbane Metra

[] Jessica Lee
t [ gegional QLD

+ [ sa
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7. On the next page, you can enter a coupon code if one is available, including the country in
the billing address. If a valid coupon code is applied, the credit card section will
automatically disappear since the course will be at no cost.

CHECKOUT

My Information Order Summary

3 Lets Talk Dissbiity 32737

Billing Address Tatsl |AUD) 37737

8. If no coupon is available, input the credit card details, including the country in the billing
address. Then click on 'Submit Payment.!

sack CHECKOUT
My Information Order Summary
- 3 Let's Talk Disability $327.27

Billing Address Total (AUD) $327.27

@8 Credit Card

9. Once processed, it will redirect you back to the course category where you can assign more
training.

Note: The courses are assigned overnight (if processed before 6.00 pm AEST). Courses that have
prerequisites may not be assigned if the user has not met these. You will be sent an email after the
system assigns the course to advise if any users did not get allocated the course. You can pull a bulk
course distribution report to review.
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Viewing Reports

The etrainu LMS has a range of reports that can be switched on/switched off for your organisation
subject to your organisational needs.

When building your reports, you have the ability to customise and filter these according to your
individual reporting needs. You can filter by date ranges, completion status, individual bundles,
Participant groups and training groups.

All reports can be exported in Excel, CSV and PDF formats.

The below reports are our most commonly used reports and functions.

Status Report

Training Groups

Event Enrolment Report
Assessment Notes Report
Training Event Summary Report
Active User Report

Course Purchase Report

N efe]sfwl~]-]

1. Status Report: This report will show you the training status and progress for all Participants
within a selected course.

2. Training Groups: This feature allows you to group multiple training items together to help
with reporting builds.

3. Event Enrolment Report: This report outlines the events and the status the Participant is
enrolled into.

4. Assessment Notes Report: This report outlines the notes advised when a Participant is
assessed through the assessing app.

5. Training Event Summary Report: This report outlines the status of each event, assessor
participants.

6. Active User Report: This report outlines all Participants in your organisation.

7. Course Purchase Report: This report outlines purchases made with the transaction history.
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Bulk Course Distribution Report

A bulk distribution report provides you with the information for the courses an administrator has
assigned in bulk.

View Reports

Bulk Course Distribution Report

Saject from the drop down box the column header you wish to sart by then enter the key word in search field in relation to that column.

B Eeywords Course Name W

Suisms

b
*Craph data displayed incledes all bulk assignment events {batches) listed in the table below:

Chick on the header to sort by that column E m E E E | 10 | I 11 |
Submitted Mot Alla

|L| Batch oursa Hama Subritted On By Bunole Pracessed Oin Suiormitted Allccated ot Allocated Reports
2 OOAID-19: What It Is, How to Preverit Spread | 3112/2021 33852 Adrmin Etrainu | Yes 3f12/2021 183007 2 2 a '
1 Safeguarding for Sport | EWOZ202016:0658 | Admin Etrainu | Ves Fi o 2 i
I Total I l l % l 2 2

[ Jpsetmes
1. Course Name/Submitted By: Filter by the Course name or who submitted
2. Batch: Batch Number in the etrainu LMS.

3. Course Name: Name of the Course.

4. Submitted On: Date and time request was submitted.

5. Submitted By: Who submitted the course assign request.

6. Bundle: Course type.

7. Processed on: Date and time request was processed.

8. Submitted: Number of accounts the request was sent to.

9. Allocated: Number of accounts the request was allocated to.

10. Not Allocated: Number of accounts the request was not allocated to.
1. Reports: List of users who were in the course assign request.

12. Export to Excel: Ability to save the report to excel.
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Training Status Report (Legacy)

The Training Status report outlines the training status for your Participants and can be filtered to
suit your needs. To build your report, consider the following filters:

Training Status Report

L&AR: Rl ST
O BT O Alrding - TraiFerg
Report Filters
DELANTMENT Orgarisstion
wirmra - Trarming
Dspartrnen
FAIR-ORTUHMRATION MG ST SR red

E BERTIC A KT SR
COUMEE

E g

TR NG SRR

i

COAD- 18- Waha R s, Hovs oo Preven Spread

Sub-organisaton

Mo St st el

Temining

COAO-BF Wt R e to Fressnt Soresd
Trzdning Eiotus

It Pagmpiieas,

Complesd

Dl Trarirg Was Asmgred
Last W=

Do Wsar Was Created

Mo firer seiocreg

Date Conrun e Comrpbale
M doTar mawecres

Extrm Dinpiny Fiskds
Crenammant,

e,

Errai.

e,

Frores,

Sub Crg

o~ L n e
TRAIMING STATUS " I In B X0 Complaed X b =
m S STATLS (i Prosyrunss 3 ) Curn it X ) addrional oyions
- o T

e ST e e

[#] S mport on submi?

FERDR T RAHEL

DwTE TRAIMIMG WAS ASSIOMED Lawt 10 dwym L .

[y [«#]  Setamchedue

[y o )

HHEDULE FRECAENCY

Ls] : .

FRE BECIEMTY
Dol L USER wwasS CHEATED W

+] & Sohindule

DATE COURREE WaAS COMPLETEDR W

SAVE & SUEMIT E

|'.I:\ﬂr1rrr-'\-'r % ) oon =t
o t WA
%, A

= '\.I I.- -u__.-l_ ‘I I.- - v
Emnl X Cernciar X Furn- B SuROmg X
LR .-'Ik + il -+

E EXTRA, DesPiay FIELDS
SODITNICAL ORETIONS

[ INCLUDE ARCHAWED LSERS

1. Department/Sub-organisation: If you wish to only pull data for a specific Department or
Sub-organisation, you may use these filters - leaving this blank will pull all data you have
access to.

2. Participant Group: If you have a specific Participant Group set up, you can pull this group of
Participants.

3. Course/Module/Group: A Course (bundle) it the completed course itself in full
(recommended); A Module (induction) is a section within a Course (bundle); a “Group” refers
to a Training Group which captures a group of training courses (refer to “Training Groups” to
understand this functionality.
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4. Training Status: At Course and Group Level you can filter the training status by “In
Progress”, “Complete” or “Deactivated” . The “In Progress” and “Completed” options are
selected as a default. At Module level you can filter the training status by “Not Started”,

” "

“Awaiting Final Competency”, “In Progress”, “Completed” or “Deactivated”.

5. Date Ranges: You can filter the reports based on training assigned dates, participant
creation dates and/or completion dates.

6. Extra Display Fields: You can choose to select All fields or you can select additional fields
such as Department, Date of Birth, Email, Gender, Phone, Sub-Org & Course Instance ID.

7. Additional Options: You can choose to include users that have been archived.
8. Save Report: You also have the option to save the report on the left. This functionality
allows you to save the report (so you don't have to complete the above fields next time) and

also set a schedule to have the report sent to a nominated email address.

9. Save & Submit: Click this to create your report.

etrainu - Administrator User Guide 57 Last Updated: August 2023



Training Status Report

The Training Status Report - BETA outlines the training status for your Participants and can be
filtered to suit your needs. This is a new and improved report providing real-time data ensuring
that users have the most current information. The old Training Status Report is still available but
we encourage the admins to use the new one as it will be decommissioned at some pointin the
future.

Training Status Report (Beta)

g =D -

Organisation: etrainu - Training Courses: All Cour n Frog Completa) Date Training Was Assigned: Last 30 da

Report Results

3 Group Summary ()

Completed

Group Total Participants In Progress Total Training Itemns ‘

EXPORT

1. Default Reports - This will provide immediate value upon setup without requiring manual
configuration of the filters. The default report options include:
e All courses completed or in progress that were assigned in the last 30 days.
e All courses completed or in progress that were assigned in the last 30 days.
e All courses completed or in progress.

Note: Saved Reports from the previous Training Status Report will be supported in the new
report.

2. Edit Filters - To customise the report, use the edit filter function.

3. Group Summary - To maximise screen space and streamline the interface, Group and Status
Summaries are now hidden by default, allowing users to reveal them as needed.

4. View by Status - This will show you the number of courses per status including the percentage.

5. Export - When exporting the report, you can select either Summary, Results, or All. These are
now delivered via email with the links to the reports to download in csv format only and will be
accessible from your emails for seven (7) days.

e Summary - If you select 'Summary, the report will exclusively present the summary of
the data.
Results - Choosing 'Results' will display the data according to the applied filters.

e All - This will show both the summary and detailed results of the report.
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6. Detailed Result - This will show the detailed report based on the applied filter. By default it will
display the course instance ID that can be used for the following bulk admin jobs.
e Bulk Admin Job - Course Delete
e Bulk Admin Job - Course Expire

Training Status Report (Beta)

User Grouping Filter By Organisatic v

Organisation

etrainu - Training

Department

EI Sub-Organisation

If you click on the Edit Filter option, you will be presented with a number of options to customise
the report which are outlined below.

1. Filter By - This option permits you to filter the report by either Organisation or Participant
Group.

2. Department - If you select Organisation as the filter, you can also refine the report by
specifying the department.

3. Sub-Organisation - This will allow you to narrow down the report by selecting a
sub-organisation.

Note: If you opt for Participant Group, you only need to select the participant group from
the dropdown menu.
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https://etrainusupport.zendesk.com/hc/en-us/articles/6083043272463-Bulk-Admin-Job-Course-Delete
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To generate the report by ‘Course’ apply the following filters.

Training [[a ] Fitter By
- n Progress X Completed X
[e]
Periods 7 | Filter By  1items selected ~
Date Training Was Assigned
[IIme: To:
£ onoo: -

4. Training - Filter By - This option permits you to filter the report by courses or modules.

5. Select Courses - This option enables you to choose either all courses, specific courses, or
course groups that you wish to include in the report. A Course (bundle) is the completed
course itself in full (recommended); a “Course Group” refers to a Training Group which
captures a group of training courses (refer to “Training Groups” to understand this
functionality.)

6. Course Status - By default, this will be set to In Progress and Completed. However, you
have the option to include Expired courses in the report.

7. Periods - Filter By - By default, this will be set to the date training was assigned. However,
you have the option to choose from various time periods, including the user-created date
and course completed date. This can now query data over longer time frames, such as the last
3and 5 years.

Note: Longer time frames can be supported on an ad-hoc basis, but the longest time frame
supported for scheduled reports will be 5 years.

8. Date Training was assigned - If you choose the Training Assigned Date, you can pick a
specific date from the dropdown menu, which provides various timeframe options.

9. From and to - Alternatively, you can customise the report by specifying the start and end
dates for the desired period.
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To generate the report by ‘Modules’ apply the following filters.

Training Filter By
,  NotStarted X InProgress X Awaiting Review X )
wvaiting Final Competency ¥  Completed X
Periods Filter By terns selected v
Date Training Was Assigned
.
From: To:

10. Select Modules - This allows you to select either all modules or specific modules that you
want to include in the report.

1. Module Status - Select the module status, which can be Not Started, In Progress, Awaiting
Review, Awaiting Final Competency, or Completed. A Module (induction) is a section within

a Course (bundle)

12. Periods - Filter By - By default, this will be set to the date training was assigned. However,
you have the option to choose from various time periods, including the user-created date
and course completed date. This can now query data over longer time frames, such as the last
3and 5 years.

Note: Longer time frames can be supported on an ad-hoc basis, but the longest time frame
supported for scheduled reports will be 5 years.

Additional Options

[] O ncludearchived users
[] include modules

EI Extra Display Fields

13. Include archived users - Check this box to include archived users in the report.

14. Include modules - Check this box to incorporate modules into the report.
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15. Extra Display Fields - This option enables you to add Date of Birth (DOB), Gender, and
Phone information to the report if available.

16 Save Report

17 | Report Name

]

18 Schedule Frequency

20 Email Recipients

] [=]
16. Save Report - If you check this box, the report will be automatically saved, and you can

select it when running future reports, with the filters pre-populated. This item only appears
after you click submit and then Edit Filters.

17. Report Name - This is the designated name for the report.

18. Set a Schedule - By selecting this option, you can set up a schedule for the report.

19. Schedule Frequency - You can set the reporting frequency to be daily, weekly, or monthly.
20. Email Recipients - Input the email address to which the reports will be sent.

21. Add Schedule - This will allow you to set up another schedule for the report.

22. Clear - Use this option to remove the applied filters.

23. Submit - Click 'Submit' to generate the report based on the selected filters.

Note: To obtain your report, simply click the Export button located right above the detailed results
table, and it will be sent to your email.
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Training Groups
The Training Groups feature allows an administrator to group a number of training bundles
together to pull one report rather than a separate report for each bundle. This feature is widely

used within organisations that have specific compliance course requirements.

1. Click “Reports” from the menu bar on the top of the screen, followed by “Training Groups”.

Home Administration Participants raining Reports Help T00etutraining

Training Groups
User Log

Event Enrclment Report
Assessment Motes Report

Training Event Summary Report

2. In“Group Name", type the name of the Training Group you wish to create.
3. Select “Bundles” from the Courses drop-down menu.

4. Click the “Private” button if you want this to remain a private group for your use only—
leaving this unticked will mean all administrators can access this Training Group.

I Dy Courses ICnurSEE Il Private | | | Add Group

Ciaup Marms . Craatian Da.. Eru311M5—iu Privvacy | Actions
Sports Courses WOTE020  Admilodidies E@

5. Select “Add Group”.

6. To add training bundles into the Training Group, click on the “View Training” icon beside the
Training Group you wish to edit.

I Dy Courses ICnurSEE Il Private | | | Add Group

Ciaup Marms . Craatian Da.. Eru311M5—iu Privvacy | Actions
Sports Courses WOTE020  Admilodidies E@

7. From here, select the content provider that supplies content to your organisation by
selecting from the “Select a Provider” drop-down menu.

Eliainy Demanstrationg > Select a coufse ¥ | Add Training

Provider Training Marme Type Date Added | Actions

8. Select the course you wish to add to the group by selecting a course from the “Select a
course” drop-down menu and click “Add Training”.
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||&{|‘-&i|"lu Demanstrations

-~

[ Add Teaining | ‘

Provider

Training Mame

Jetrain - Assessing App Training Dema |

Hhe] Actions

1E[rainu - Dermonsiration Courss

9. Repeat this process until all training items are added to the group.

10. If, at any point, you wish to remove a training item from the group or remove the group

completely, click the “archive” icon.

Group Narme..

||Cnur5E5

Group Name .

|| private [ Add Group

Creation Da._ | Created By

Training Type | Privacy | Actions

: Demao Courses

26072022

Admmin Exrainu

Bundles

I=]

SpOors Courses

Spors Courses

19052020
19/03/2020

Adrmin ELraing

Adrmin Exrainu

Bundles

Bundles
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User Log Report

A User log report allows you to report on a user/participant's login history.

() User Log Report

Cepartment Ciepartrment
ESMgank:tior' SubOrganisation
From Date: OTaT 2022 5
E Emtar in tha format ddfmmfyyy
To Date: 04082002 =
Enter in tha format ddimmiyyyy.
] seme [
Enter a name to search in Username, First
narne, Last name of &ma
Usarnamea First Marme Last Marme
maryjang Mary lana
mary.jane Mary Jane
maryjang Mary Jana
mary.jane Mary Jane
mary.jang Mary Jana
mary.jane Mary Jans
mary.jane Mary Jane

E Expart To Excel

Export To C8V Export Ta POF

Ermail

adminfietrainucom
adminidetrai nu.com
admin@etrainu.com
adminidetral nu.com
admini@etrainu.com
adminietrai nu.com

admin@etrainu.com

Login Date

Teeal ZROT 2022

134 26072022

10053 25072022

0934 250072022
1036 224072022
10035 22072022

B4 22072022

Logout Date

10040 25/00/ /2022

1. Department/Sub-Organisation: These fielda are optional, however you can advise the
these pull data from.

12. Department: Advise the Department to pull data for a specific Department you have

access to.

13. Dates: Advise dates for when you want to narrow your search down.

14. Search: Click “Search” to obtain your results.

15. Export to Excel, CSV or PDF: Download your report.

etrainu - Administrator User Guide

65

Last Updated: August 2023



CPD Report

The CPD report outlines the CPD Points credited to a user/participant's account on the courses
completed. This information will only be visible if your courses have the CPD functionality set-up.

CPD Report
Member Group - salcct a membar group
Reporting For etraimu - Traming
o gy s st
Departmant

Sub Srganisation

Courses - sclect a courss

Course L mire -

Date Course was
Completed

Report Results

Efria ST A L st A rre Lsaiaime CPD Podnits Total

mark smithifetrainu com Mark Smith mark srmithoetu 1

Expart To Exca Export To CSY Expadt To PDFE

1. Department / Sub-Organisation: Advise the Department to pull data for a specific
Department and/or your Sub-Organisation you have access to.

2. Courses: Select the course or courses you wish to report on.

3. Date Course was Completed: You can filter the report based on the date range your
users completed their course.

This report can be exported to Excel, CSV or PDF
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Even

t Enrolment Report

The Event Enrolment report outlines the events and the status the Participant is enrolled into. To
build your report, consider the following filters:

Event Enrolment Report o

o

[«s]

LI B [ ][

N

etrainu

[=
)

SUB-ORGANISATION

LOAD REPORT

=
€]

etrainu - Training

Report Filters

I
z

Organisation
etrainu - Training
Department *

Sub-organisation

Courses

PARTICIPANT GROUF

Date Training Was Assigned *

DOWMNLOAD CSV @

|

JRSES *

TE TRAINING WAS ASSIGNED *

Organisation: This defaults to your Organisation.

Department: Advise the Department to pull data for a specific Department you have
access to.

Sub-Organisation: This field is optional, however you can advise the Sub-organisation to
pull data for a specific Sub-organisation you have access to.

Participant Group: This field is also optional, however you can now include a Participant
Group to your report as an option.

Courses: Select the course or courses you wish to report on.

Date Training was Assigned: You can filter the reports based on past, present and future
dates, etc.

Save Report: You also have the option to save the report on the left. This functionality
allows you to save the report (so you don't have to complete the above fields next time) and

also set a schedule to have the report sent to a nominated email address.

Download CSV: You can download the report to CSV once you click Save &Submit and the
results appear.

Save & Submit: Click this to save and create your report.
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Assessment Notes Report

The Assessment Notes report outlines the notes advised when a Participant is assessed through
the assessing app. To build your report, consider the following filters:

Assessment Notes Report ¢

LOAD REPORT

ORGANISATION etrainu - Training

Report Filters

DEPARTMENT Organisation

etrainu - Training

Department
Sub-organisation

Courses *

PARTICIPANT GROUP

Date Training Was Assigned *

Participant

COURSES *
[0 save report on submit?
DOWNLOAD CSV m
DATE TRAINING WAS ASSIGNED * E' .m

O B BEE

J—

Organisation: This defaults to your Organisation.

2. Department: Advise the Department to pull data for a specific Department you have
access to.

3. Sub-organisation: This field is optional, however you can advise the Sub-organisation to
pull data for a specific Sub-organisation you have access to.

4. Participant Group: This field is also optional, however you can now include a Participant
Group to your report as an option.

5. Courses: Select the course or courses you wish to report on.

6. Date Training was Assigned: You can filter the reports based on a variety of date ranges
from in the past, present or future

7. Participant: This field is optional, however, you can advise a Participant you wish to report
on.

8. Save Report: You also have the option to save the report on the left. This functionality

allows you to save the report (so you don't have to complete the above fields next time) and
also set a schedule to have the report sent to a nominated email address.
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9. Download CSV: You can download the report to CSV once you click Save & Submit and the
results appear.

10. Save & Submit: Click this to create your report.
Training Event Summary Report

The Assessment Notes report outlines information about a Participant for an event assessed
through the assessing app. To build your report, consider the following filters:

Training Event Summary Report ¢

LOAD REPORT

ORGANISATION etrainu - Training

Report Filters

Organisation

Department

Sub-organisation
Courses ™

Event Start Date *

Ewvent Status
In Progress, Co
OURSES* v Participants

Assessors

LB B R

.
([ DOWMNLOAD CSV |Q
x. v E E

-
=
=
u
X

] L]

1. Organisation: This defaults to your Organisation.

2. Department: Advise the Department to pull data for a specific Department you have
access to.

3. Sub-organisation: This field is optional, however you can advise the Sub-organisation to
pull data for a specific Sub-organisation you have access to.

4. Participant Group: This field is also optional, however you can now include a Participant
Group to your report as an option.

5. Courses: Select the course or courses you wish to report on.
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6. Event Start Date: You can filter the report based on a variety of date ranges from in the
past, present or future.

7. Event Status: Select the event status types you would like to obtain the data from.

8. Participants: This field is optional, however, you can advise a Participant you wish to report
on.

9. Assessors: This field is optional however, you can advise an assessor who managed the
event you wish to report on.

10. Save Report: You also have the option to save the report on the left. This functionality
allows you to save the report (so you don't have to complete the above fields next time) and

also set a schedule to have the report sent to a nominated email address.

1. Download CSV: You can download the report to CSV once you click Save & Submit and the
results appear.

12. Save & Submit: Click this to create your report.
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Active User Report

This report provides you a list of all users under your organisation.

Active User Report o

1 ORCANISATION etrainu (RTO #31345)

DEPARTMENT Queensland X v
2

SUB-ORGANISATION v

E USER CREATED DATE RANGE Last 365 days X v

FROM: TO:

08/02/2021 5 08/02/2022 5

E USER LOGGED IN DATE RANGE v

E ADDITIONAL OPTIONS [v] INCLUDE ARCHIVED USERS

[« | €D

1. Organisation: This defaults to your Organisation.

2. Department / Sub-Organisation: Advise the Department to pull data for a specific
Department and/or your Sub-Organisation you have access to.

3. User Created Date Range: You can filter the report based on the date range your users was
created.

4. User Logged in Date Range: You can filter the report based on the date range your users
logged in.

5. Additional Options: You can choose to include users that have been archived.
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Course Purchase Report

This report outlines all purchases made through to your organisation within the etrainu LMS. This
report is only accessible by Org Level Administrators.

Course Purchase Report o

ORGANISATION etrainu - Training
El DEPARTMENT v
El SUB-ORGANISATION 7

[4] comse s

E COURSE PURCHASE DATE * N
E PURCHASED FOR PARTICIPANT NAME e
coupon

1. Organisation: This defaults to your Organisation.

2. Department: Advise the Department to pull data for a specific Department.

3. Sub-Organisation: Advise the Sub-Organisation to pull data for a specific Sub-Organisation.
4. Course: You can filter the report based on the course purchased.

5. Course Purchase Date: You can filter the report based on the date range the course was
purchased.

6. Purchased for Participant Name: You can filter the report by a Participant Name.
7. Coupon: You can filter the report by the Coupon used.

8. Submit

This report includes a variety of information as noted below:
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The date of transaction

The course cost, tax, transaction cost, and whether a coupon was used for each individual
transaction.

Personal details including who purchased the course (therefore, you can identify when an
administrator has assigned the course for the participant, as well as when the participant
has purchased the course themselves). The username who purchased the course and the
group they belong to, and the user type.

Date Course Cost | Tax Transaction Cost | Coupon Code Purchased By Name | Purchased By Username | Purchased By Group Purchased By Type

21/09/20231534:22 | 31.82 318 35.00 Etrainu Assigned | Admin Etrainu 1300mayfaircs Mayfair Care and Support | Organisation Admin.
21/09/202315:34:22 | 31.82 318 35.00 Etrainu Assigned | Admin Etrainu 1300mayfaircs Mayfair Care and Support Organisation Admin.
21/09/20231534:21 | 31.82 318 35.00 Etrainu Assigned | Admin Etrainu 1300mayfaircs Mayfair Care and Support | Organisation Admin
21/09/202315:32:19 3182 318 35.00 Participant Etrainu Participant.mcs Participant.

etrainu - Administrator User Guide

The course allocated and which participant it was allocated to (including their organisation,
department, sub-organisation, and the supplier name).

Bundle Name Purchased For Participant Name | Purchased For Participant Organisation | Purchased For Participant Department | Purchased For Participant Sub-Organisation | Supplier Name
The Impact of Barriers on People Living with Disability | Sarah Higgins Mayfair Care and Support Demo Demo NDS Courses
The Impact of Barriers on People Living with Disability | Toby Hall Mayfair Care and Support Demo Demo NDS Courses
The Impact of Barriers on People Living with Disability | Tom Grey Mayfair Care and Support Demo Demo NDS Courses
The Impact of Barriers on People Living with Disability | Participant Etrainu Mayfair Care and Support Demo Demo NDS Courses

The actual invoice can also be downloaded direct from this report- this means if needed for
your records, or if a participant requests a copy, you can now self-service and download the
invoice record direct from this report. Additionally, the report includes details such as the
transaction ID, transaction status, and the course assignment status.

Transaction Id Transaction Status | Invoice | Course Assigned (5]
ETL &0 SLH J syl Free e
ETU-adyen-EiQ45LHVTIIQqI&wItivwg M Free ue
ETU =) SLHW1 ] I Free e
ETU-adyen-bm7AyDLEWZIHXIEBw_RB5d SUCCESS ue
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Participant Groups

Similarly to the Training Group, the Participant Group feature allows you to group Participants
together. This may be done on an individual Participant basis or a sub-organisation basis.

1. Click “Participants” from the menu bar on the top of the screen, followed by “Grouping

Participants”.

Add Participants

I crouping Participants |

Linked Account Groups

Manage Participants

2. Select “Add a New Group”
Manage Participant Groups

Croup Name Cortains | |

Subma

@ AddaMewCroup | g Archived Participant SGrouping

3. Name the Participant Group you are creating, select yes/no responses in accordance with
your requirements and click “Save”.

Participant Group Information

Hame # I QLD Participants. I
Assigned Group etrainu - Training
Auto-Add new Participant @ Yes Mo

#dd participants ta this grouping when a training partrership
is establiched with the assigned group ar groups belonging ta
the assigned group

Participants can Join/Leave O Yes® Mo
Allcrw participants to choase to be a part of this group

@ Yes) No
repor

Include In Totals @ YesO No
include this grouping in reparting tatals
Children Can Access W Yes Mo
Al Administrators inbower kevels to view and use this
Farticipant group
Craated By 1200etutraining
Created 19/03/2020

E Cance

Fiekds marked with a # are required

4. To add Participants to the group, click the “plus” icon.

Group Mame Assignied to Include In Totals Include In Reports Created By | Creation Date

QLD Participants | etrainu - Training 19/03, 2020
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5. From here, you are greeted with two options: Assign Users and Assign Groups. Select the
users or groups and click “Assign”.

a. If you are assigning users, select the individual users you wish to assign to the
Participant Group—by using this option, it will not automatically add new users as
they are created.

b. If you are assigning groups, select the Department/Sub-organisation you wish to
assign to the Participant Group—by using this option, it will automatically add new
users as they are created within those Department/Sub-organisations.

E B

AsTgn Uzars
act [orgdepartrment]
business services [orgdepartment]
risw |orgdepartment)
nt jorgdepartment]
4 © gld Jorgdepartmeant]
* ¥ brisbane rmetro [suborganisation]
@ ljessicales

S rnary jane
. regional qld [suborganisation]
sa [orgdepartment]
vie [orgdepartiment)

wa [orodepartmentl
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Setting default sub org for new users

To set up a default sub-org within an organisation for new users follow the steps below:

1. Click “Manage Users”, followed by “Organisations”.

Domains

Regions

2. Search for the organisation and click “Configure”.

AHrinistrators | Course Categories — Departments

etrainu - Training

3. Scroll down and click on the drop down arrow to select the default sub org.

Default Sub-organisation for New Users Select Default Sub Orc —
Q
Please enter 2 or more
characters
4. Once done, click on Save.
Default Sub-organisation for New Users NSW - Metro x| ®
Save ancel
76 Last Updated: August 2023
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5. Once the default sub-organisation has been selected, admins can go to Integrations to
configure the user registration by going to Integrations.

Participants Training Reports Help

Edit Account
Motifications

Integrations

Logout

6. Then click on configure.

| Manage Integrations |
Integration Centre

YOMSTAR INTEGRATIONS

EEZEEEET) can be used to streamline your participant signup process

Click here to JESNFAZIN=N Yomstar Signup

User Registration

i i sor registration process
CONFIGURE

7. Admins can enable/disable the default sub-organisation upon signing up. Also, reCAPTCHA
has been added in the sign up process to enhance security.

Direct Registration Options

Activation Method Manual Approval Only

This causes any self-registered
participants to require approval before
their account is activated.

Registration Link on Home Page Disable
I Always Use Default Sub-Organisation I Disable

Display Default Sub-Organisation Enable

checkbox on Registration Page

Capture Date of Birth Required | Optional
Capture Gender Required | Optional

Static Sign Up [BEEIE Custorn

Password Reset Link PEETI Custorn | Disable

I Enable reCaptacha for all sign up I Enable
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8. Once default sub-organisation has been enabled. New users will be automatically added to
the selected sub-organisation.

Email

Username

jona.obillo.atutraining

First Name Last Name
Password

Please create a "strong" password by ensuring
your password has a minimum of 8 characters
and contains at least 3 of the following 4
English upper case;

English lower case;

Numeric characters (0 through 9k

-
-
-
* Non-alphabetic printable characters

Region

NSW v
Location

NSW - Metro .

E] | don't know my Location

BACK CREATE
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FAQs and Support

Within our etrainu Support Centre, we have a range of helpful articles and training videos
available to help you with any questions or concerns you may have while you complete your
training.

It is always recommended that, if you are completing training via an organisation, you reach out to
your System Administrator first.

However, if you are unable to have your questions answered, please see below helpful links.
The etrainu Support Centre

To access the Support Centre, click on the link below:
https://etrainusupport.zendesk.com/hc/en-us

Contact Us

To log a ticket with our Help Desk, click on “Help” from the menu bar on the top right, followed by
“Submit a Request”.

Submit a Request |

Please allow up to 2 business days for a response.
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