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1.0 Loginto the Admin Site

This is the admin site for Leighton’s Sonoma Site Induction. The web address is highlighted below.
http://elearn.cminductions.com Once you have typed the address in you will come to a screen that
looks like the one below. You will then have to Log in (with the User Name and Password provide by
Smart HR)
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forgotten your password

This is you Main Screen. As your can see the Tabs on the Left hand side of the screen are the tabs
that we use to navigate through out the Admin site.

It is always necessary that once you have finished with the Admin Site that you press the Log out
button. If you simply just click on the red X in the top right hand corner, you will have to wait 20mins
until the site logs you out automatically.
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2.0 Restarting the Inductees Induction

Without knowing, the inductee will escape out of his or her induction and will be required to log
back in. Before they can do this you are required to log into the Admin site and reset their account.
The following steps are as followed.

1. Loginto the Admin Site as shown in the 1.0 Log on to Admin Site
2. You will then select the User Management tab on the Left, then type the Inductee’s Last
name in the Field provided and click ‘Search’.

LHGHTON

L Leighton Contractors ik

User Managerment = Search & Edit Users
er Management

AL Search Criteria

User Role

Competency Manager &
Training Administrator
Group Manager

Learmer A

Management Group

Leighton Inductions

Last Name | L3 |Er.-fer at feast ane letler for the start of the Last Name

First Mame | \ Enler at least ane letter for the start of the First Name
HR Code | \ Enter at feast one character for the HR Code
User Status @ Active O Al

Clear

3. Your search results will then come up. (As shown below). To Re-start the inductee click on
the Grey star (next to the key). And it will then ask if you want to rest this account. Choose
OK.
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4. Once this is done, the inductee should be able to log back in, with the User name and the
password he received at the start of the induction.

3.0 Printing the Induction Certificate

1. Once the inductee has finished the inductions, you will be required to log into the Admin
Site and print off the Induction Certificate for them.
a) Firstly click on the ‘Training Plan Management’ tab

b) Then onto the ‘View a Learner’s Training Plan’
c) Type in the Last Name of the inductee
d) Click ‘Search’.

LEIGHTON

°| Training Plan Management = View Leamer's Training Plan
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E./-.|'[ra|l||n|; Plan
*~ Management Competency Manager  #
Training Administrator
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Management Graup
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Last Name tix Enter at feast one fetter for the start of the Last Name

First Mame Enter at feast one leiter for the start of the First Name
HR Code Enter at feast ane character for the HR Cade

User Status @ Active O Al
|
2. You will then be brought to this screen. Click on the ? button on the Right
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3. It will then bring a new page up with the list of all the SOP’s the inductee has completed.
Scroll down to the bottom of the page until you see COMPETENT and click on the Print

Certificate button.
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3. It will then bring the Induction Certificate up in a PDF format. Press the Print button (when

the Print window pops up, be sure to un-tick the ‘Choose Paper Source by PDF page size)
and the Certificate will print out. Facilitator and Inductee must sign the Certificate, and then

facilitator must the cut off the bottom section and laminate into the Induction Card. Colour

printing is preferred, however black and white print will suffice.

LIGHTON

L Leighton Contractors

[ Pages

E  Comments

Loggedn asy
. Feedback |

% Attachments

& ESavaaCupyI ;I@ ﬁ iiiILSe\ed ﬁ: ®\'|._:J‘3
— | == +

o

. Eep——

N

S - Stop
A - Assess
M = Manage

Status: e
Type: P ApeosPor

Fini flange.
@4

O Cunent view

O Pages fiom1 1 [ ]
Subset

Fage Harding
Copiess |1 %]

Page Scalig: | Mone ~

Aul
q Choose Paper Source by PDF page size

7| OPintefie

Freview

1276

Dacumen £904125in
Faper .0 128in
110

-

=




Leighton’s Sonoma Site Induction - Administration Procedures

4.0 Uploading Artifacts

It is very important that with every person that does the Leighton Sonoma Induction must
bring 3 items of documentation with them. Without these 3 items, we are instructed by Site
Management that they will be unable to sit the induction. The 3 items of documentation
are:

® Generic Induction Card

e Coal Board Medical (Section 4)

e Drivers License
You are required to scan all 3 items and upload them onto the Admin website under each
specific persons account.

For this example | will use — BOB SMITH

1. Firstly Click on the User Management Tab on the Left (Once logged in as the Training
Administrator)

2. Typein the Inductees First and Last name in the required fields.

3. Thenclick on ‘Search’.

UserManagement = Search & Edit Users

Search Criteria

User Role

Competency Manager 4
Training Administrator |
Group Manager =
||Learmner o] '

Management Group

.LE|ghtDn Inductions 1

Last Name E:Smith Enter at least ane letter for the start of the Last Name
First Name ?:hﬂh Enter at Jeast one letter for the slart of the Flrst Name
HR Caode Enter at least one character for the HR Code

User Status @ Active O Al

4. You will then come to the ‘Search and Edit User’ page. Click on the ? Button, against the

person’s name.
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77 pop-ups blocked,
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UserManagement = Search & Edit Users

'User Management

MName HRID Management Group
1. Bob Smith Leighton Inductions |o | c @ @
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5. Scroll down until you find the tab that says ‘Artifacts’ —and Click on the Arrow button

LUOHTON

L Leighton Contractors

@User Management

[ Personarnetans )

Date Of Birth
ehdail Address

Employer's Buginess Name

Business Contact

Postal Address

State
Postal Code
User ID card last requested
Emergency Contact Mame
Ernergency Contact Mo
Generic Passpart Mo

Coal Board Wedical

Crivers Licence

forrnation

1-Jan-1857
bob.smith@smarthr.com. au

Smart HR Solutions Pty Lid
07 4957 4960

85 Gaordon St
Mackay

Queensland
4740

nfa

Karen Feldbauer
07 4957 4960

1010 Expiry Date
1010 Expity Date
1010 Expiry Date

This is a testing person

1-Jan-2010
1-Jan-2010
1-Jan-2010

[©]

6. It will then open that tab, and you will be able to Upload the documentation. To do this click
on the Upload Artifact link.

LIGHTON

L Leighton Contractors

JUser Management

Generic Passport No
Coal Board Medical
Drivers Licence

Additional Information

1010 Exxpiry Date
1010

1010

Expiry Date
Eipiry Date

This is & testing person

1-Jan2010
1-Jan2010
1-Jan2010

Mo artifacts exist for this profile

Upload artifact
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7. You then will select the Artifact type as ‘File’, and click the ‘Browse’ button. This will open
the Choose File window, and this is where you will select the Inductee documentation (from
where you have saved the scanned documents). You will also have to give a short
description on what the file entails in the Enter description field.

Then click the orange Upload button, and you have successfully uploaded the
documentation. Each document file will have to be uploaded separately, under that specific

persons account.

LHOHTON
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Additional Inforrmation This is & testing person

@user Management m
‘ Mo artifacts exist for this profile ‘
Upload artifact
Artifact |Fi|e 3
Type
Locate |
file
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Choose file @@
Look in: | £ MARCH - e @3 E-
N '2 [CIPATRONI David
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Documents R
@ S
Desktop °
2 e
My Documents
9
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Places ‘ J \_]
Files of type: ‘A\I Files [*."] _YJ Cancel

8. Once all files have been uploaded, click the ‘Close’ Button.
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Induction certificate
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5.0 NOTES
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