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1. The Site Administration Portal

The Site Administration Portal manages the settings, modules, groups, users and permissions. You are provided
with a Site Administrator account to manage this portal and your administrator may set up additional
administrators with specific permissions. The log-in page is central for all users, yet once logged in under your
credentials, all viewing, accessibility, and permissions are unique.

To log in, simply:

1. Enter your username
2. Enter your password
3. Click the Login button

(5 m\'aaverHouse

Username

To access the modules within the platform, click the category items on the left-hand side menu. As you select
the category, the related modules are displayed.

Welcome to your —A
Administration Portal COC

is secure administration portal is where you

1.1 Categories
Categories are displayed in the left-hand menu: () Powertiouse

1.1.1 Dashboard
This is the default screen that you see once logged in to the portal. The dashboard is where your Kl
administrators can manage users, groups, training courses and all other aspects of your ::r:w
PowerHouse Platform.

DATA WORKFLOWS

1.1.2 Settings
This category is related to the site settings of your portal. Settings include user permissions,
security, display and design elements, email and site settings.

PLATFORM MANAGEMENT
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1.1.3 Reports
Reports play an important role in the management of this platform. Each feature has an auto-generated report
available. If you want a customised report, you can easily generate this by clicking the ‘Create custom report’
button.

1.1.4 App Store
A selection of Apps has been integrated into the PowerHouse Upskill Platform to provide you with additional
functionality and services. Select an App and follow the configuration settings to add the solution to your
platform.

1.1.5 Recruitment
This category provides access to the recruitment modules to allow your recruiters and hiring managers to easily
create Talent Communities, access the Talent Marketplace and publish job posts, register for work posts and
candidate order posts.

1.1.6 Data Workflow
This module allows you to create workflows for your users. These workflows include the ability for your admins
to create custom Onboarding, Pre-screening and General Workflows. Workflows can include Content Pages,
custom forms, File Uploads, video profiles, courses and Verification Tasks. You can also add Care Advantage
assessments and Police and Work Rights. To add these tasks, check that you have the Apps enabled.

1.1.7 Upskilling
This category has many modules that build the training program that features in your platform. The Framework
Manager can build job roles that include core skills, compliance and credentials. You can build your courses and
training programs with the Content Publisher and publish upcoming Events and Webinars.

1.1.8 Communication
This category provides access to modules that allows you to publish news to your users, create surveys for
interaction and insight. Managers can also communicate with and mentor their team members in group
messaging portals.

1.1.9 Administration
This category provides access to core admin modules including creating User Accounts; building Group
Management for permissions access and reporting purposes and content distribution across the platform; and
Group Branding to customise logos that appear on your group dashboards. This module also allows you to edit
automated email templates and create relevant certificates to provide evidence of completion across all
training.

1.1.10 Platform Management
This category provides access to the Web Content Editor Module which is where you can edit all frontend
content on your external web pages including the Login Page and Talent Community portal. The Web Content
Editor can be used to tailor your own banners, imagery, and external web pages.
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2. Settings

Systems settings are in the Settings parent module on the left-hand navigation.

1. Click on the Settings category
2. Modules have been categorised
in the top right-hand menu
3. Modules can be accessed in the

grid shortcuts or via the drop-

PLATFORM SETTINGS

down menus. M />
Email settings Custom scripts
Setting for the Emadl Setting for stom

Acdresses used an the site

./(_W\ ae [— o™
)
e, h Q B,
t/\ ) }_][9 \)
Licensing Site details System settings
View the number of users ted

On this page you update the Settings for
aetting e Address Infen

being used on the site

BEE
000

Manage APl keys Messenger Menu editor About

Appication Programming Contrel settings for the On this page you can enable View details sbaut your

plattom,

Aterface. Messenger module ordisa

menus

2.1 E-commerce
The E-commerce section allows you to update the tax, invoices and ecommerce payments settings used on the
site.

2.1.1 Payment Gateways
1. PayPal and Stripe are the two standard payment gateways
2. Click ‘Configure’ to set up your chosen payment gateway

FAYMENT SETTINGS S = @ o =)
E-commerce Display = Platform = Developers = About
e
PAYMENT GATEWAYS

Eelow ars the payment gateways we offer as standard te integrate with. Click on the configurs buttan te add your credentisls to get started

P PayPal stipe  Stripe
Povtol
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3. When toggled ON, Stripe will be set as your | NN )

payment gateway

4, When testing, toggle ON and enter your test
publish key and secret key. Toggle OFF once
testing is complete and you are ready to set
your payment gateway live

5. Once testing is complete enter the live
publish key and secret key that is provided
by Stripe and toggle Stripe Enabled to ON

6. Click ‘Save’to save changes

2.1.2 Payment Settings
This business number will show on all invoices
Toggle to include tax on purchases

Type in tax text (GST, VAT etc.)
Type in the tax percentage

ounpepwN =

PAYMENT SETTINGS

Tax Settings o Business Number

Add a Business Number (eg: ABN, GST
Number, CRM, Companies House Number
etc) to show on any invoices produced by the

STRIPE SETTINGS

Wl publishable key a

Stripe Enabled

Setthis ta on to enable Stripe as your

Payment Gateway

¥ou can set to 'off' tamporarily

Live APl Keys

Please enter the Live AP| keys

secret key for the test and lh

can Integrate with Stripe, you must sign up {https:/idashboard

Stripe Enabled

om/docs to find out how to get your

Testing Enabled

Publishable key

Secret key

Shaw Testing Secret

Publishable key

‘ , Secrat key [

Show Live Secret

Enter your company business number (ABN, GST, CRN, Companies House etc.)

Select payment currency from drop down box (currency symbol will change automatically)

portal. Business Number Label (to appear on all invoices):

Customise the currency and currency symbol eg: ABN, GST Number, CRN, Companies House Number etc

that will apply to all eCommerce items on the

site.
Payment Currency

Assign and customise a tax percentage that

Australian dollar (AUD)

will be applicable to all purchases made on
this site.

o Include Tax on Purchases Tax Text

PowerHouse Upskill Administrator Guide - 7.3 009a
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Currency

- Symbol

s

Tax Percentage

Om%

You can enter a textual

name for your tax G5T, VAT,

etc.
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2.1.3 Alternative Login Page

1.

Select where you want the eCommerce login panel to be displayed

2. Click and drag hamburger icon to reorder the eCommerce items

Alternative Login Page Display the eCommerce login panelin different areas:

Adjust the eCommerce login panel,
Hel eLommerce [ogin p e Default (In the Middle) .

Display the eCommerce items in the order of:

Use your mouse to drag and drop each item into the order you desire,

Webinars

2.1.4 Frontend Course Catalogue

1. Toggle ON if you would like items to be categories
2. Toggle ON to allow users who are not part of the platform can register to events as external attendees
3. Select how many events show on the homepage
4. Select how many courses show on the home page
5. Select how many webinars show on the home page
6. Save your changes
Frontend CdtC"Ug'-le Categorise itemns in categories
Allow users to purchase events, o 3 :
Also cenfigure how many items show on the Allow free events to be registered on the frontend {Users will be registered as
homepage. 9 external attendees) : g
How many Events should show on the homepage:
How many Courses should show on the homepage:
How many Webinars should show on the homepage:
2.2 Display
2.2.1 Site Details
1. Specify the site name that will be used throughout the site and in emails
2. Select default country of your site
3. Select the time zone
4. Set maximum number of hours that the site session will time out
5. Toggle On to enable site maintenance mode
6. When in maintenance mode you can specify a custom message to keep learners and users informed Set
your site’s location details
7. Setyour site's location details. This is typically your business address
8. Click ‘Save’ to save your changes
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SITEDETAILS $ @ %) » 5]
@ Ecommers ||Giplapy | Mitom>  Dowlopa > About
SITE SETTINGS

Site Details o Site Name o Default Country o Timezone

Customise your site's basic details and %
PowerHouse Hub Australia v Australia/Brisbane v
activate maintenance mode.
This is the site name that
will be used through out the
site and within emails

@) session Timeout

24

Hours (max 24 hours - set at server level)

to disable

Oao

Maintenance Message

You can specify a custom message for your users during maintenance which can be used to
provide helpful information.

G LIBI U[xx 238
mEZewmE=Q

- s - A-B- /B O- B |- B

Location Details Street Suburb / Town

Set your site's location details, which will
9 Lawson Street1 Southport

typically be your organisation's address.

Thisis the street no and street name of your  This is the suburb/town name of your site.

site. You may use your business/company  You may use your business/company

address suburbjtown.
0 Post code / Zip code State / County
4215 Queensland

This is the post code/zip code of your site.  This s the state/county in which your site is
You may use your businessicompany post  located. You may use your
code/zip code. business/company state/county info.

2.2.2 Branding & Styling = o e e ot 2

2.2.2.1 Update logos and images
1. View Current - displays the current image
2. Change - Ability to upload a new image e s Somiebenas st o

= Height: 100px; Width: 200-300px, Max Size: S00KB)

COLOURS AND STYLE SETTINGS

format. Each image upload section Includes

3. Reset recommended dimensian specifications for

wrrent
you to follow.

Note: The smallest possibie file size that you

can achieve Is recommended. Large Images Logo With Inverted Colours

an consur data/bandwidth quickly  shown on left menu st the top when logged in as any user.
and may laad Sxsnum (Height: Sopx; Width: 100-150px, Max Size: S00KE)

recommended file provided are

considered to b nerous

S - m

Placeholder Image
Adefaultimage shown for each item (courses, events, etc) that do not have their own image.
{Height: 500px; Width: S00ps, Max Size: 500K|

ma— m

Homepage Logo
Shown only on the login pages.
{Height: 150px; Width: 300-450px, Max Size: S00KB)

o m

Homepage Background
Shown only on the login pages.
(Height: 1024pi; Width: 1600px, Max Size: 3M18)

oo m

Browser icon
Shown in the browser tab or saved bookmarks.
Height: 64px; Width: 64px, Max Size: 500KS)

View Current m m

Onboarding Background
Shown only on the onboarder's pages.
Height: 1024px; Width: 1600px, Max Size: 3MB)

. “
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2.2.2.2  Colours Colours © 5o se coburpatee
4. Pre-set colour palette eeidbassacial 0 [ ove J o J &
5. Click the Primary or Accent colour P reeont
palette and enter Hex Code or use the
colour slider
6. Reset colours to default
7. Save changes

Reset colours to default

oi==1

3 = |
2.2.3 Menu Manager

Allow administrator to reorder and rename Parent modules (parent modules are shown in the red box in the

below image) and set your landing page for all users. The menu titles without stars will be applied to only the
left-hand menu items.

1. Select the user tab you would
you like to change e

2. Toreorder modules, click on
the hamburger icon and drag
into position

3. Select radio icon for the module @ -
that you wish to be the landing L o -
page = . .

4. To edit the module name, click o - -

on the edit button

2.2.4 Custom Scripts
Custom Scripts are for advanced users only. You —
can add links to CSS stylesheets and Javascript files ) cous [ v~ sussons  mn
to customise fonts and provide additional
functionality.

are for advanced users enly. You can add links to CSS stylesheets and Javascript files to customise fants and provide
inctisnality etc

Google Analytics scripts can be added to track page
visits and much more. Google Analytics processes e o
thIS data, Whlch can be eXtremer benefl(:lal fOr Slte Ta discaver mars of what Goagle Analytics can offer, be surs to checkaut this crash course provided by Google: Google Analytics for Beginnes

ach section b

nd more. Googhe

owners. Scripts Before ¢/head> script

Scripts After <body> script
nelude any necessary cods that is required

sfterthe cbody» taghere

scripts Before </body> Script
nclude any necessary code that 15 required

nefore the «/body> tag here.
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2.3 Platform

2.3.1 Modules
The modules tab allows you to configure the modules that learners, managers, businesses, visitors, admins and
candidates have access to in the left-hand navigation.

Select the user type that you want to give or remove access for
Find the appropriate module in the list

1
2
3. Toggle ON to allow access and toggle OFF to remove access to the module
4, Click ‘'Save' to save changes

MODULES ¢ = ] > o ]

E-commerce Display = Platform = Developers Indigo About

WORKER (LEARNER) DASHBOARD MANAGER

Configure

Click the Configure button to customise what your Workers (learner) see on their dashboard.

MODULE MANAGER i Warker [| eamer) Manager RBusiness Wisitar Admin Candidate

Enable or disable the available modules for Manager Accounts. The default arder value for modules is 53,

Framework

Training

Reports

Workflows

B B A B B B B B

o3

2.3.2 System Settings - Global

Allow you alter your site’s global settings, registration forms and security. We will break down each system
setting so you can set your site up exactly as you need.
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2.3.2.1 Homepage Template
1. Click the ‘Global’ link

2. Select which home page template you

would like your site to have.

e Login with registration allows
external users to register to

the platform

e eCommerce enables you to

sell and users to purchase

eCommerce items from login

page

= $ = & o @
@ E-commerce Display ~ PMatform « = - Indigo Ab
SYSTEM SETTINGS lobal
Homepage Template Homepage Template
Change the home page template o o _

Communities Redirect

o Redirect all home page visitors to the Communities homepage instead [ves @)

e Visitor allows visitor to login to

the platform

3. Toggle recruit integration ON to redirect all home page visitors to the community homepage

2.3.2.2 Username Settings

Here you can modify the behavior of user forms

1. Toggle ON to automatically generate a

username in “firstname.lastname”
format

2. Toggle ON so the user cannot alter
their username

Username Settings

Modify the behaviour of user forms

Automatically generate a suggested username in “firstname.lastname" format

Force the user to use the suggested username

Allow managers to modify usernames

Allow businesses to modify usemames

0000

3. Toggle ON to allow mangers to modify

usernames

4. Toggle ON to allow businesses accounts to modify usernames associated with their account

2.3.2.3 Cookie Policy

1. You can type your own cookie policy if you're not happy with the default version.

Cookie Policy

You can provide your own cookie policy if
you're not happy with the default version. &
cookie policy is required for all sites and
cookies must be allowed by the end-userin
order ta login and/or access any part of this

platform.

2.3.24 Course Settings

1. Toggle ON to enable admins to
export a course to PDF

2. Toggle ON to enable admins to
mark courses as complete for
worker, candidate and visitor user

types
2.3.2.5 Workflow Settings

We use cockies to collect and analyse information to give you the best experi-
ence on our website, If you continue, we'll assume that you are happy to receive
all cookies on the website, To find more about our cookie use, see aur Privacy

body 4

Course Settings Enable PDF Export m
1. Enable or disable the ability for admins to

export a course to PDF that can then be o Allow courses to be ‘auto-marked® by Admin

distributed to workers.

2. Enable or disable the ability for admins to

mark courses as complete for worker,

candidate and visitor user types, Note: This is

done in the User Account area

1. Toggle ON to view learners that haven't completed their assigned workflows upon login
2. Toggle ON to allow users to access other modules if they haven't completed their assigned workflow. This is

not recommended
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Workflow Settings Show Workflow/s on login if not completed.
The following settings affect all Workflows.
Allow users to access other modules if they haven’t completed their assigned
o workflows.

2.3.2.6 Training Record
1. Toggle ON to enable or disable specific fields

Training Record Show Reflective Journal

Enable or disable specific fields by selecting
the slider icons.

2.3.2.7  Global manager settings
1. Toggle ON to allow managers to add new worker accounts

2. Toggle ON to allow managers to Global Manager Settings @)  xiaw mansgers o s e woreracaunts F= @)
assign/unassign courses to workers e S l

ermiasions Allow managers to assign/unassign course to workers. c:l )

3. Toggle ON to allow managers to register =

Allow managers to register worker to events )

workers to events
4. Toggle ON to allow managers to upload files
and add expiry dates for workers
5. Toggle ON to allow managers to view
workers CPD overview
6. Toggle ON to allow managers to update a
user's workforce wallet personal information fields
7. Toggle ON to allow to view/edit notes saved against a user

Allow managers to upload files and add expiry dates for workers.

Allow managers to view workers CPD Overview.

Allow managers to update a user’s Workforce Wallet personal information
fields.

Allow managers to view/edit notes saved against a user

0 0000

2.3.2.8 Global Business Settings

1. Toggle ON to enable contractor accounts. This option is beneficial if you don't want to create contractor
accounts

2. C(lick save changes to save any changes made.

Global Business Settings

Allow businesses (business) to enable/disable contractor accounts o
The following settings affect all Business

permissions.

o3

2.3.3 System Settings - Registration Forms

2.3.3.1 Registration Forms
Enable or disable a particular user type registration form.

Note: If a form is not enabled for public access here, only administrators can access it from the frontend
provided they have logged into the portal first.
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Click the ‘Registration/Forms’link in | )

the right-hand navigation

There are two toggle options for
Worker Registrations. The top toggle SvsTEw sETTvGs

is to enable Worker Registrations.

The second toggle is to allow public o e e @ I @
access for Worker Registrations @
There are two toggle options for

registration form Allow public access

Enable Contractor Registrations

into the portal first.

Contractor Registrations. The top o low public access [ @)

toggle is to enable Contractor

Registrations. The second toggle is to [4)
allow public access for Contractor

Registrations

There are two toggle options for Business Registrations. The top toggle is to enable Business
Registrations. The second toggle is to allow public access for Business Registrations

Allow public access s @]

2.3.3.2  Phone Configuration
Phone configuration settings control the display settings for the “phone” and “mobile” fields inside any form
across the platform. This means when a form requests a phone number, the country code will be displayed
inside the phone field.

1.
2.
3.

Click on the country flag display under ‘Preview’ to select the appropriate country

Select the default country to match the preview

Select your preferred countries. Multiple countries can be selected by holding Ctrl (for Windows) or
Command (for Mac) then select the required countries

Toggle ON if you would like to show the dial code for selected countries

Toggle ON to show examples for selected countries

Phone Configuration Default Country

Control the display settings for the "phong
3 Australia
and "mobile" fields.

Preview @ Preferred Countries

o - el 412325 o [ Austratia | x| united Kingdom (Great Britain) | <
o Show dial code for selected country (v @)
© ston xemples forsetected country (s @)

2.3.3.3 Registration Introductions

Control the content that is displayed to your visitors when presenting them with = s i
an option of which user type to choose for registration. o

1.
2.
3.

o

Type your introduction for learner panel content

Type your introduction for contractor panel content

Type your introduction for business panel content SRR
o
o

o=
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2.3.4 System Settings - Security
2.3.4.1 Lockouts

1.

2.

link in the right-hand menu  svsemsermnes $ @ @ » ot B
Assign a maximum number Eommes  Owhy B Omiwnr e o
of login attempts by user, (1)
along with a lockout SYSTEM SETTINGS lobal  Registration/Forms  Security
period. For infinite

attempts set to 0 Lockouts Maximum Incorrect Attempts

Set |OCkOUt duration, Thls Assign a maximum number of login attempt:
. . by users, along with a lockout period. o
will activate once a user
has reached the maximum Lockout Duration
number of login attempts O ~

For infinite attempts please setas 0.

Minis)

Password Options

A wN 2

Set the minimum characters for users’ passwords
Set the maximum characters for users’ passwords
Toggle YES if passwords require an upper-case letter
Toggle YES if passwords require a number

Toggle YES if passwords require a symbol

Password Options Minimum Characters

Set the criteria for users’ passwords.
]

Maximum Characters

12

Require an uppercase letter

Require a number

0000 O

Require a symbal

2.3.4.2 SameSite Protection
SameSite is an attribute introduced by Chromium that helps prevent CSRF attacks.

However, sometimes this may affect the success of some Single Sign-on implementations and Payment
Gateways so it can be required to relax this setting.

1. Click on the drop-down box and select an option

Samesite Protection Setthe SameSite attribute to: K
SameSite is an attribute introduced by

Chremium that helps prevent CSRF attacks. | Lax (QK] \ - l
However, sometimes it may affect the None (Danger)
success of some Single Sign-on Lax [OK)

implementations and Payment Gateways so Strict (Recommended)

it can be required to relax this,
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2.3.4.3
1.

Copyright Protection

Toggle YES to enable the use of copyright protection. This prevents right clicking on course content or
any learning material in the platform
2. Click ‘Save’ to save any changes made in the Security section

Copyrig ht Protection o Enable copyright protection
Enable or disable the use of capyright

protection by selecting the slider icon. This

prevents right clicking on course content.

Cancel

2.3.5 Email Settings

(2]

This is the email address EVAIL SETTINGS $ = ® < @
E-commerce Display = Platform = Developers * About
used as "sender" for every (X5 [
email generated from the
Slte EMAIL SETTINGS
2. Re-Route All Emails to
Admin -‘'On’ will force ALL Email Settings Admin Email Address
. Assign an email address as the 'Sender’ and This is the email address used as "sender” for every email generated from the site.
emails to be sent to the T . Al
cipient’ for all site-generated emails. o
Admin Email Address
Specified aboVe, rather— Re-Route All Emails to Admin
. . We strongly recommend you toggle this setting to "On" for site testing. Selecting 'On’ will
than Send|ng emaI|S tO force ALL emails to be sent to the Admin Email Address specified above, rather than
your users sending emails to your users.
3. Admin Name - This is the 21> ®
name accompanying the Ademin
min Name
email addl’eSS Used as This is the name accompanying the email address used as "sender” for every email
"sender" for every email o e fom e de
generated from the site
4. Contact Email Address - contacEmaipccres _ { e
[ his is the email address used as "recipient” for every enquiry submitted through the
This is the email address Contact Us form.
used as "recipient" for (4]
every enquiry submitted
through the Contact Us Send Test Email To Address
f Provide the basic information to send a resto m
orm email.
5. Send Test Email
2.3.5.1 DKIM Settings (Advanced) :
Step I: Create your public DNS record
1. Use DKIM to authenticate the emails sent from this site to your
users, which will greatly reduce the chance of emails ending up
in spam. Both steps need to be completed.
2. Click to 'Save’ your changes

oD
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2.3.6 Licensing
This module allows you to view the number of users being used on the site

1.

2.

of your current licenses ~ teeie $ @ @ @
TO purchase more @ E-commarce Display = Platform = Devalopars = About
accounts, click the
button

LICENSING

Current Licences

This table gives you an overview of user

Purchased Total Used Percentage Used

account totals and allows you to order mare
when needed.

User Type Active Disabled

Purchase More Accounts

Click the butten to send an email with the o Purchase More Accounts

ameunt of user licences you wish to

purchase,

2.3.7 CPD

Enable or disable CPD functionality, configure the hourly award and reset dates.

1.

CPD settings need to be enbied |

before you can set CPD settings CPD SETTINGS $ = @ P ®
. E-commarce Display = Platform ~ Developars = About
in Group Manager ¢ oo " "
To add a new category, type in a
tile and click add category
Click X' to delete a category

CPD Settings CPD Enabled
Save changes E’.ableCF‘Dardazsig"a»'al.s(c:PD'\m_ro (o @)

acquired by users an the site,

Group CPD settings

Go to Group Manager to setup the CPD settings for each group.

CPD CATEGORY

CPD Category Category Title

Create and manage your CPD Categories ,
Add Category

o-.@ CPD training
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2.3.8 Messenger
Control whether users can find any other user on the platform, or if they are only able to search for users within
their own groups (and child groups)

changes to one field will also apply MESSENGER $ = @ o & B
. R Ecommerce  Display *  Platform *  Developers *  Indigo  About
to the other and the separation is @ —_—
just to provide clarity on what each
user type will have access to. Admin MESSENGER SETTINGS
and Business accounts are never
displayed in SearCh reSUItS- User Search Workers (learner) can search and Managers (manager) can search and
Control whether or not users can find any communicate with communicate with
H _ other user on the platform, or if they are only 2|
1. C“Ck the drop dOWh bOX to able to search for users within their own o[ All users - All users - o
select who the Learners can groups (and child groups)

communicate with

2. Click the drop-down box to
select who the Manger's can
communicate with.

3. Click ‘Save' to save changes

2.3.9 About

‘About’ provides information regarding your software.

.| . =
ABOUT
€ Back
$ @ © & @
E-commerce Display ~ Platform = Developers ~ About
ABOUT

Version Information

View the version details about your platform.

Current Version Latest Build

7.3.202112201334 20/12/2021 01:34PM

System Timezone System Time Your Local Time

Australia/Brisbane Mon, 20 Dec 21 13:11:15 Mon, 20 Dec 21 13:11:13
+1000 +1000
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3. Reports

Once your learners have begun to submit results, you will be able to view their results in a meaningful way. To
do this, PowerHouse Hub offers various inbuilt reports that interrogate the database of results to provide a

range of information.

These reports are:

Course / Assessment Reports

Generate a report on
Generate a report on
Generate a report on
Generate a report on
Generate a report on
Generate a report on
Generate a report on
Generate a report on

oSN AWM

0. Generate a report on
1. Generate a report on

Dashboard Survey Reports
12. Generate a report on
Documents Reports
13. Generate a report on
Event Reports

14. Generate a report on
15. Generate a report on
16. Generate a report on

Training Plan Reports

17. Generate a report on
18. Generate a report on

Workflow Reports
19. Generate a report on
Framework Reports

20. Generate a report on

users who have submitted and have passed or failed (courses with assessments).
users who have been created that have not submitted (courses with assessments).
users who have submitted a survey from a certain date to another date.

users who have attempted an assessment and failed.

users who have not yet completed a course (with or without assessments).

users who have submitted results for a SCORM object.

users who have completed a Scenario which shows the traversal path.

users who have passed or failed a course (with or without assessments).

Generate a report on the cumulative training time by users who have passed courses.

users who have courses due to expire or due for re-induction.
historical data for users who have completed a course with re-induction settings.

users who have submitted results for a Dashboard Survey.

users who have downloaded documents from the Document Library.

users who have registered for events.
users who have registered for and attended events.
users who have registered for and failed to attend events.

users who have Started, Completed, or Not Started a Training Plan.
historical data for users who have completed a Training Plan with re-induction.

users who have been assigned to Workflows.

user's completion status who have been assigned to Frameworks.

21. Report on completion status on users who have been assigned to Frameworks with Workflows.

Workforce Insights Reports

22. Generate a report on

User Reports

results from Workforce Insights from a certain date to another date.

23. Generate report on number of logins for users in groups.
24. Generate report on all user notes for users in groups.
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25. Generate report on user registration from a certain date to another.
Group Reports

26. Generate report on number of users within each group.
Training Record Reports

27. Generate report on external training records provided by each user.
User Upload Reports

28. Generate a report on User Uploads
Recruitment Reports

29. Generate a report that shows statistics about each job within Recruit.
30. Generate a report that shows successful candidates along with their Recruiters.

3.1 Accessing and Configuring Reports I

repors 0
*+ Create custom report
1. Displays the reports for each module o o
2. Displays custom reports REPORTS Reports  Eustom Reports
3. You can choose if the manager user type has access 3
to these reports S N— P——
4. View the description of the report i Y - o}
5. Click 'View Report' to view the individual report e oo et et
6. Click ‘Create custom report’ to create your own T ety @
report Viwepon O orten s uho havesubmitd a ey o cran dte o @
O o == @
3.2 Generating a Report e CE L [Py
You can generate a report by selecting ‘View Report’ i
(point 5 above). The below example is to run a report T conainatetosnther e @
on users who have not yet completed a course. Each e ST oo s v ompleted Scnaio i shows the
report may have a slightly different layout but works in e -«
the same way. ot S et sttt oy
1. Select a course from the drop-down menu et STt cmdsnngosby oo | o
2. Select the group(s) that you want to run the
report for ViewReport  Genersteareporton users who have courses due o expir r due for e-nduction. | @2
3. Select tick box to include all users with access to S
the course (via manual assign, workflow P inducton setings snabled o  cerandttosoterdot @

manager and training plan)
4. Select the user status from the drop-down box
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5. Click ‘Generate Report’

COURSE REPORT 5 g
@ Reports

GENERATE REPORT

Course Report 5 Select Course *

Generate a report on users who have not ye .
? . X v o Carpet Cleaning
completed a course (with or without

assessments)

Groups Select 9

You can filter the results by selecting group

@ Cleaners
If you do not choose any groups, the report 8 Cleaners - Queensland
will be generated for all users in related House Keeper - QLD - Cleaners
groups. B Laundry Assistant - QLD - Cleaners

A
o Include all users with access to this course (via manual assign and Workflow Manager

and Training Plan Manager]

Users Select Select User Status
You can filter the results by selecting user

o All Status
status.

e Ganerate Report

4. App Store

The following Apps have been integrated into the PowerHouse Upskill Platform to provide you with additional
functionality and services. Select an App and follow the configuration settings to add the solution to your
platform.

1. Filter Apps by Partner Apps, Integration Apps or Communication Apps
2. Click 'Setup’ to integrate the App with your platform

it Communication Apps

18 499 40 actae your conmection with Wetsar, emai and external messaging

~ GoToMeeting SMTP - Simple Mail
Transfer Protocol

® TwiliosMs
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5. Data Workflows
5.1  Workflow Manager

Create Onboarding and Pre-screening Workflows for your new hires.

The Workflow Manager allows you to create workflows and welcome emails for your new hires. These welcome
emails can include a comprehensive Onboarding or Pre-screening Workflow with Content Pages, a Personal

Information section, a File Upload
section and Verification Tasks.

1. Click the ‘Add Workflow’ button
to begin building your
Workflows.

2. Click ‘Build from scratch’, if you
want to build your own workflow,
and then skip to step 4

3. Click ‘Duplicate from existing
workflow' if you have an existing
workflow that you want to copy.

+  Add workflow

Create Onboarding
and Pre-screening
Workflows for your new
hires

your new

illinclud

ening

h Content Pages, a

Information section. a File Upload section and

You can then select the workflow you want to copy from the drop-down box that appears and click

‘Save’.

If you selected ‘Build from scratch in step 2, add a workflow title

5. Select the workflow type from
the dropdown box. The options
are:

Pre-Screen: A Pre-Screen
Workflow is used to qualify
candidates before you select the
successful candidate for a role.
The candidates can add their
personal information, upload
compliance and credential files,
self-assess against required skills
and assign themselves to Talent
Pools.

Onboarding: An Onboarding
Workflow is used to introduce

ADD NEW WORSFLOW
Workflow details o

Workilow Type
A meerificn can be used inspecific Cuplicate from existing workflow

o=

your new hires to your company. You can request additional compliance and credentials files, complete
Police Checks and Work Rights Checks and have your new staff complete induction courses.

General: A General Workflow allows you to create a workflow unique to your organisation. Build your
own workflow using the various Workflow Tasks available, including File Uploads, Police Checks, Courses

and Self-Assessed Skills.

6. Add a description to give more context to the Workflow.
7. Set the status of the workflow. Active means users can access the workflow. Disabled means users will
not be able to view the workflow on the platform.

8. Click ‘Save’ to save changes
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5.1.1 Adding Workflow Items

This is where you can add items to your workflow for the user to complete.

1 To add an item, click on the '+ button
2 Select the required task

& Bl
[ J WORKFLOW

Casual Staff Onboarding

o [E— o iterns
e —— fearkilow for the user ta

nitem click on the + ican to

5.1.2 Personal Information

The preset name of this form is ‘Personal Information’;
however, you can create any type of form for your
business needs by renaming and deleting fields.

Before populating this task, ensure you have created
Custom Fields for your personal information form.

1 To change the title, click the edit icon, type in the
desired title, and click the ‘Save’ button

2 In the CK Editor, add a brief description regarding
the user’s next steps

3 Click ‘Add Standard Field' if you need to add another
default field to your form

4 Click ‘Add Custom Field' if you need to add a custom
field to your form

5 Click ‘Rename’ to change name of the field. Add a
new title in the custom title field and click the
‘Rename field’ button

6 Click ‘Remove field' to delete the field from the form

7 Click and drag the hamburger option on the left-side
to reorder fields

8 When all required fields are showing click ‘Save’
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5.1.3 Content Page

The content page is used to provide general information relevant gl c..uai st onboarding

to your business.

1 To change the title, click the edit icon, type in the desired

title, and click the ‘Save’ button

2 Use the options in the CK Editor to make your content more

appealing
3 Once finished click the ‘Save’ button

5.1.4 File Uploads

File Uploads is where candidates can upload documents to

ensure they are compliant.

Before populating this task, ensure you have
created files for your candidates to upload in the
File Uploads module.

1. To change the title, click the edit icon, type
in the desired title, and click the ‘Save’
button

2. Provide a general introduction in the CK
Editor that explains what you want the user
to do

3. Select the file upload

4. Name the file

5. Toggle YES if you want the file upload to be
mandatory

6. Toggle YES is if the file has an expiry date
(for example, driver licenses and CPR
certificates have expiry dates)

7. Click ‘Save’ to save changes. To add an

additional File Upload task to your
workflow, add another File Upload
workflow item
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5.1.5 Induction Courses

This is where your candidates can complete relevant induction courses prior to commencing their employment.

Before populating this task, ensure you have
created courses and learning programs for your
candidates to complete. You can do this through the
Content Publisher and Training Plan Manager
modules.

1. To change the title, click the edit icon, type in
the desired title, and click the ‘Save’ button

2. Provide a general introduction in the CK
Editor that explains what you want the user
to do

3. Select the course(s) that will be assigned to
the workflow

4. Select the Training Plans that will be
assigned to the workflow

5. Click 'Save’ to save changes

5.1.6 Self-Assessed Skills

é Casual Staff Onboarding

Induction Courses < o

BELBTU s E2sm E:: TN NN ]

A-B HIE o @ T B

2]

Assign Courses

¢
d Sl
Assign Traini
Plg:rl‘gn raining =
5 Taining M 1 o
o =

This is where your candidates can self-assess themselves against the skills that you require for the role. Before
populating this task, ensure you have created the required skills in the Skills module.

2 Creamedor 21 brMaminand  Lastedied 04NNz by Mamineand

[} VRIRAFLOW
ﬂ Casual Staff Onboarding

1. To change the title, click the edit icon, type in the

desired title, and click the ‘Save’ button

2. Provide a general introduction in the CK Editor

that explains what you want the user to do
3. Select all the relevant skills you want users to
self-assess against
4. Click ‘Save' to save changes
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Workflow Settings

1. To edit the settings, click on the ‘Settings’ link

2. Click in the Title field if you need to make any
changes

3. This is the image that will be shown to users on
their dashboard. Click ‘Choose file’ and select
the relevant file

4, Click in the Description field if you need to
make any changes

5. Toggle ON and select a timeframe for
completion if required

6. Toggle ON and select the relevant reminder

7. Change the ‘Status' if required. Active means
workflow is live and can be viewed by the
learner. Disabled means users won't be able to
see the workflow on their dashboard

8. Assign a certificate from the drop-down box

9. Toggle ON to send overdue alerts to the user's
manager

10. Click ‘Save’ to save changes

5.1.7 Assigning Workflows

e
‘ Casual Staff Onboarding

Workflow deseription a* Thusbnal

e T et i sherl deseptien 1o eaplain 1o er B File chosen o
e 16 ik this cnibszarding wersfice Casual Staf dnbearding (’ Choese File Ho file

reminders

Peaze chosee & time frame for comgletios

Waorkflow Type

‘Genaral Settings Status
ravide general imfarmation an She onson

=N - |

Please Note: Once you have assigned users to this workflow, some sections will no longer be editable. At this

stage, you will not be able to add or delete items.

- G
‘ Casual Staff Onboarding

o

ASSIGN ONBOARDING WORKFLOW

Assign Workfiow to Groups
Managers a3signed to the following eroup

1. To assign a workflow to the relevant
groups, click the ‘Assign’ link

2. Assign the group that workers and
managers will have access to

3. Select the groups that you would like
the user to be assigned to upon
successful completion of this
workflow

4. Toggle YES to send a notification
email to all assigned users

5. Click ‘Save’ to save changes

PowerHouse Upskill Administrator Guide - 7.3 009a
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6 Upskilling
6.1 Webinar Manager

The Webinar Manager is a digital alternative to the Events module. The Webinar Manager enables you to
organise and host CPD webinars and online seminars. Fill out the webinar form with the start date and time,
cost, certificate and then assign it to your user groups.

6.1.1 Creating Categories
Categories are used to create structure in the Webinar Manager. Categories help to organise and manage
webinars into topic related sections.

1. Select ‘Categories’ tab
2. Click ‘Add Category’

WEDINAR CATECOS! = & I8 $ |
Webinars Past Webinars Categories Payment Data Webinar Settings
a=o -
Organise your o o
webinars p
o

Group your scheduled webinars with webinar

categories. This will help you to organise and —

ur webinars into topic-related

sections. Click Add Category to get started.

3. Add the category title
4, Add a category description
5. Click ‘Save’ to save changes

Webinars Past Webinars Categories Payment Data Webinar Settings

ADD WEBINAR CATEGORY

Webinar Category Details Category Title *
Add a category for your webinars by adding
the name and a short description (if
required).
Category Description

(4
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6.1.2 Add Webinar
1. Click on the ‘Webinars’ tab
2. Click ‘Add webinar’

WEBINARS o} ] =]

Search
+  Add weblnar e

3 X

Webinars Past Webinars Categories Payment Data Weblnar Settings

Host webinar sessions

Adigital alternative to the Events module, the

~ o (AN

M N
T

Webinar Manager enables you to organise and
host CPD webinars and online seminars. Fill out
the webinar form with the start date and time,
cost, certificate and then assign it to your user

groups. Click Add Webinar to get started!

ADD WEBINAR Settings  escrps m OB

10.

Complete fields in General Information.
If the 'Show On Frontend’ tick box is
selected, the webinar will be displayed
on the log-in screen.

Select if the user will receive an
attendance certificate after watching the
webinar

Assign webinar to the relevant category
Set Webinar Status. Active means the
users can view and register for the
webinar. Disabled means the user won't
be able to view and register

Set the date and time for the webinar
Click ‘Choose File' to upload the image
that the user will see on their portal
Select the applicable fee option for the
webinar

If the webinar has a fee, you can set a
different price per group. To do this,
click ‘Add group price’, enter a price and

General Information

eate webinars, you can setup integratior

of our apps HERE

webinar on the eCommerce landing page

Webinar Title"

Webinar Unique Identifier
Contact Name* Email® ‘,
Cantact Phone

Matbile

Show On Frontend

Webinar settings

Date & time
Provide Information an the date and duration
of the webinar

Thumbnail
he thumbnail image should be 500 pixels
wide and 500 pixels high. If the image

uplosded er dimensions, it will be

resized and stretched accordingly.

Webinar fee

Select the applicable webinar fee aption, ano

pravide the details &5 follows

o Certificate

© vevinnccaegory (G webinar status

Ma Certificate Select a webinar catege Active
Star Date * Start Thme * Finish Date * Finish Time *
05/01/2022 00 06/01/2022 1700

Thumbnail not uploaded

upload Thumbnall

o Choase File | Mo fils chosen

This webinars is FREE

® This webinars has a COST

Default Price § (og. 100.00]

120

. . O 1 a group is assigived to more than ene price, the system will display the cheapest price
assign to a group. This can be done fo the s
multiple times

11. Click 'Save’ to save changes

Group Price § (eg. 100.00] Group Assigned

{iman Resources, Recruitment x
100

oea
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vk W

6.1.4
1.
2.

ok Ww

Webinar Action Buttons

This allows the Webinar Details to be edited. Also, there is an option to ‘Tag This Webinar to a Skill’,
which awards attendees these skills after they watch the webinar

Mark Attendance can only be done once the Webinar date has passed using Past Webinars tab (6)
Download Attendee List can only be done after attendance has been marked

Delete this webinar

Sync Webinar with Zoom Meeting (Ensure Zoom integration has been enabled in App Store)

WEBINARS 0, (o} ] i8 $ A

Search Webinars Past Webinars Categories Payment Data Webinar Settings
4  Add Webinar

Below is 2 list of all webinars currently listed on the site. To edit the details of an webinar click the "Edit this Webinar' icon in the "Actions’ column.

1 3 5 Webinar title Access code URL Start End Status Registrations
2HHEO wnevation Meeting 05/01/2022 09:00AM 06/01/2022 05:00PM Active
Page:10f1

Webinar Description
Click the ‘Webinars' tab
Click on the webinar title

WEBINAR o = B 18 $ X
+ Webinars Categeries s \

Search Viebinars
=+ Add Webinar

Below is a list of all webinars currently listed on the site. To edit the details of an webinar click the 'Edit this Webinar® icon in the 'Actions' column.

To add a description, click on the ‘Description’ link

Add a summary. This will display inside the webinar thumbnail on the learner portal
Add a description. This is what the learners see when they select the ‘See More’ option
Click 'Save’ to save changes

A = £3 i $ X

ADD WEBINAR

Webinar description o Sumimary

Provide general information about your

050
e Description
L BI U|x k=289
- = QweEEQ
2y 8 A-B-| R B %~ &z

&
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6.1.5 Assign Webinar to Groups
This enables the webinar to be assigned to relevant groups. Learners from the selected groups can then register

1. Click the webinarstab """ 2 =« 8 = $ N
2. Click on the webinar . J .
title

Below is a list of all webinars currently listed on the site. To edit the details of an webinar click the 'Edit this Webinar' icon in the 'Actions’ column.

Webinar title Access code Status Repistrations

HMH®ED Innovation Meeting N 177012032 D9:00MM 1B/01/2022 05:00PM Active L

3. To assign the webinar to
relevant groups, click on the
‘Assign to Groups' link in the

ADD WEBINAR ting escription  Assign to Groups

top-right menu M

4. Select the relevant groups Assign Webinar
5_ Click lSaVe' to save Changes Assign this webinar to any of the following

groups. This will show the webinar on Q tartt

‘Recommended for you® for your user(s).

b Human Resources
3 Recruit Job Posts

test

ol

6.1.6 CPD Category
CPD Settings need to be enabled for the CPD Category link to appear. To activate this, navigate to the Settings

platform dropdown. WEBINARS o o P - 3 X
Search Webinars Past Webinars Categories Payment Data Webinar Settings
<+ Add Webinar
To set the CPD Category: -

Below is a list of all webinars currently listed on the site. To edit the details of an webinar click the 'Edit this Webinar' icon in the "Actions’ column.

1. Click the webinars tab
2. Cllck on the Webinar title Webinar title Access code Status Repistrations
2EB&HOO Imervekion Mesting N 17/01/2027 00:00AM 16/01/2022 05:00FM Active !
Webinars Past Webinars Categories Payment Data Webinar Settings
3. Click the CPD Category link
4. Enter the CPD hours EBINAR DETAILS i e G D Gty
5. Select the CPD Category
6. Click ‘Save’ to save changes Assign CPD Hours and cPohours
Categories

0

CPD Categaries

CPD training

olEx
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6.2 Event Manager

The Event Manager allows you to create and manage face-to-face training sessions, seminars, and instructor-led
learning. See a snapshot of attendance and waitlists at any time with powerful reporting capabilities. Fill out all
applicable fields, including cost, venue and presenter, and then assign the event to your user groups.

You will need to firstly create venues, presenters and event categories before you can add an Event.

6.2.1 Presenters
This is where all event presenters are listed. When you create a new event, you can add an existing presenter by
selecting the drop-down menu.

1. Click the Presenters tab
2. Click ‘Add Presenter’

PRESENTERS & i ® a 5 N

Events ~ Categorie
12

Assign presenters to
your events

Wher

u create an event, you'll need to add a

nter. This is where all event presenters will

hen you create a new event, add an

sting presenter by selecting the dropdown

menu. To get started, click the Add Presenters

button

3. Fillin the first and last name of the presenter
4. Click ‘Save' to save changes

ADDING PRESENTER =] ] @ a $ LN

@ Events = Categories  Venues Prasanters Paymants Event sattings

ADD PRESENTER :

Event Presenter Details First Name™
Add the first and last name of the event
presenter.

Last Name"

6.2.2 Venues

This s where all venes are sted. Anev [ S )

event can be added to an existing venue, """ AL I .
or a new event location can be created. Gmo _
To add a new venue:
Click the Venues tab Assign venues to your
Click ‘Add venue’ gyents . . ’
his is where you will be able to view a list of

n you create a new

1

2

3. Add relevant information
4, Click ‘Save' to save changes

to add an existing venue
by selecting the dropdown menu. To add a new

event location, click the Add Venue button.
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ADDING VENUE B 18 ® a g Q
Q Events = Categories Venues Preserters Payments Event settings
ADD VENUVE
Event Venue Details Venue Name*
Add venue detalls, includ Ing the name and
address.
Street Address 1*
Street Address 2
City * State” Pasteode”
Status
Active -

6.2.3 Categories
Categories help to sort and manage events into meaningful groups.

1. Click the ‘Categories’ tab in top right menu
2. Click Add category’

vTeaTECoR: 2 B e & N

Events »  Categories  Venues Presenters Payments Event settings
agEzDdo

Organise your events o

Once you have started scheduling your events, =
) - -
you can create categories to help sort and
manage your events into meaningful groups.

Click Add Category to get started.

3. Add an event category title and event category description
4. Click ‘Save' to save changes

ADDING CATEGORY
@ Events »  Cabegories  Venues  Presenters  Payments  Eventsettings

ADD EVENT CATEGORY

Event Category Details Event Category Title *
Add a category for your events by adding the
name and a short description (if required) "

Event Category Deseription

o - |
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6.2.4 Adding an Event
1.
2. Click ‘Add event’

EVEN AGER

: Q,

Create face-to-face
events

Create and manage face-to-fa

5, seminars and in

nee an: at

of atter

g capabilities,
e peet

Complete fields in the General
Information section. If the ‘Show On
Frontend' tick box is selected, the event
will be displayed on the login screen.
Select if the user will receive an
attendance certificate after attending the

event

5. Click ‘Choose file’ to upload a thumbnail
image

6. Select the applicable fee option for the
event

If the event has a fee, you can set a
different price per group. To do this, click
add group price, enter a price and assign
to a group. This can be done multiple
times

Click 'Save’ to save changes

PowerHouse Upskill Administrator Guide - 7.3 009a

Click the ‘Events’ tab and click ‘Upcoming/active events’ from the drop down

e

B i3 @

Events = Calegories  Venuss  Prassedsrs  Payments  Everdsettings

EVENT DETAILS

General Information

Create & new event by

Event Title *

and the unigue

frontend’ to display the eve:

Event Unique Identifier

3

Status Event Category

Active v Project Manager Essentials

Show On Frontend

Attendance

Seioct the certificate users w

Certificate

recerve after
No Certificate

attending this event

Thumbnail

The thumbnail image shou

Upload Thumbnail

0 et exceed 500 -
Choose File | No file chosen

pixeis wide and 500 pixels high. If the Image’

uploaded has other dimensions, it will be

evized 8nd stretched accordingly

Registration Cost This events is FREE

elect the applicat

® This events has s COST
and provide the det

Default Price § {eg. 100,00}

120

© 112 group is assigned to more than one price, the system witl display the cheapest price

for the user

Group Price $ (eg. 100.00]  Group Assigned
o preccwmagy |

]

2]

8] = |
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6.2.5

6.2.6

oA WN

Event Session o

Click on the ‘Sessions' link & i8 9 8 X
Select a venue from the @ T el sl
drop-down €&

Select a presenter from EVENT DETAILS e e Semons

the drop-down

Add the date and time of Session 1 Details Veiie Presariter

the event oo 2 JEEES + s )
Set the maximum Pependenty o consccuron multile | Strt/ FinishDoteTime  Max Atendees

number of attendees dates at several venues. (4) O o - 0
Set the status. Active:

Eventis live on the Allow registration between Start and Finish Date

platform and users can 7]

register and attend. © - rwsesion

Disabled: Event cannot be

seen on the platform.

Toggle ON to allow

registration between the on
start and finish dates

If you have multiple sessions of the same event, click ‘Add Session’ and fill out the details. This can be
done multiple times.

Click ‘Save’ to save changes

Event Action Buttons

This allows the Event Details to be edited. Also, there is an option to ‘Tag this event to a skill', which
awards attendees these skills after they attend the event

Download Registration details

View Payment Data

Mark Attendance can only be done once the event date has passed

Duplicate Event

Delete Event

EVENT MANAGER o} =] ] @ jel $ X

Search Events « Categories Venues Presenters Payments Event settings
+ Addevent + Add venue + Add presenter S—

Below is a list of all Upcoming events listed on the site. To edit the details of an event click the 'Edit this Event' icon in the 'Actions’ column. Click the

Payment Data button above to view a list of all current registrations for all events on the site.

Total
Event title Sessions Added on
Registration
ﬁ rii @ |—‘_/| @ @ The future is Green Sessions (1) 05-Jan-2022 Active 2
Page: 1o
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6.2.7 Event Description

1. Click the ‘Events’ tab and click ‘Upcoming/active events’ from the drop-down
2. Click on the event title

EVENT MANAGER O\ m Eg ® 8 % X

Search Events = Categories Venues Presenters Payments Event settings
m +  Add venue + Add presenter

Below s a list of all Upcoming events listed on the site. To edit the details of an event click the 'Edit this Event’ icon in the 'Actions’ column. Click the

Payment Data button above to view a list of all current registrations for all events on the site.

Total

Event title Ses: 5 Added on Status

Registration

e future is Gr ‘ Sessions (1) 05/01/2022 Ative

To add a description, click on the ‘Description’ link
Add a summary

Add a description

Click 'Save’ to save changes

o kW

b EvEn =] 8 @ P23 $ X

@ Events * Categories Venues Presenters Payments Event settings

EVENT DETAILS General  Description  Sessions  Assign to Group ) Category

Event Description Summary

Provide general information on the event.

0,300
Description

B L|IB I U/x ¥ E & & 5

= = i 1 | = ™l =0

Styles - | Slze - A-B- ¥ B o- ®-|%. @ Source

oE=a
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6.2.8 Assign the Event to Groups

1. Click the Events tab and click ‘Upcoming/active events’' from the drop-down
2. Click on the event title

EVENT MANAGER =1
O, =] i8 ] a $ X
mmm&car:h Events + Categories Venues Presenters Payments Event settings

Below is a list of all Upcoming events listed on the site, To edit the details of an event click the "Edit this Event’ icon in the ‘Actions’ eolumn, Click the
Payment Data button above to view a list of all current registrations for all events on the site.

Total
Event title Added on

Sessions

3. Click on the ‘assign to groups’ link
4. Select the relevant groups
5. Click 'Save’

Registration

ADD EVENT p—«l Eg @ P‘ TJ .\

@ Events *  Categories  Venues  Presenters  Payments  Eventsettings

EVENT DETAILS General Descriplion Sessions

Recommend Event Assign event
Assign this event to any of the following

groups. This will show the event on

‘Recommended for you' for your users) Q Yo search, start typing &
v Human Resources
o 4 Recruit Job Posts

test

6.2.9 CPD Category

CPD Settings need to be enabled for the CPD Category link to appear. To activate this, navigate to the Settings
module, and select ‘CPD’ from the Platform dropdown.

1. Click the ‘Events’ tab and click ‘Upcoming/active events’' from the drop down
2. Click on the event title

EVENT MANAG

o o} B8
Search Events = Cak ries
D

Below is a list of all Upcoming events listed on the site. To edit the details of an event click the *Edit this Event' ican inthe *Actions’ column. Click the
Payment Data button above 1o view a list of all current registrations for all events on the site.

Funnt tithe
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Click the ‘CPD Category link - __________°

3.

4. Enter CPD hours —— . & 8 3

5. Select ‘CPD Category' = o

6. Click ‘Save’ to save changes EvENT DETAILS e i psigninGeugs PO Caegary
Assign CPD Categories CPD hours

0
CPD Categories

o CPD training

CES

6.2.10 Custom Fields
Custom fields allow you to ask the users questions regarding the event. If the user answers the questions
incorrectly, they will be automatically blocked from registering for the event.

1. Click the ‘Events’ tab and click ‘Upcoming/active events’ from the drop-down
2. Click on the event title

! f o} =) 18 9 e § N

Search  Events =  Categories  Venues  Presenters  Payments  Ewent settir
[+ e |+ asovense |+ rsaprsene

Below is a list of all Upcoming events listed on the site. To edit the details of an event click the 'Edit this Event” icon in the ‘Actions’ column. Click the

Payment Data button above to view a list of all current registrations for all events an the site

Total
Event tithe Added on

Registration

EDITING EVENT =] = ® a g a

@ o

3. Click on the ‘Custom Fields' link EVENT DETAILS o Do o :
4. Type your question
5 Select a question type Current Custom Fields No Custom Fields created
6. Select if the question is mandatory -
7. Click ‘Add Field’' to add another )
Add More Fields Type your question

q ue St| on Custom fields allow you to ask the users
questions regarding the event, If the user
8. Click 'Save’ to save changes

answers the questions incorrectly, t

b AL tically blocked fram regi

for
Field Type
° Select 2 guestion type.

Is this question "Mandatory"?

. Yos No
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6.2.11 Waiting List

This is where you can view a list of all the learners who have applied to register for the waiting list for this event,

as the maximum number of attendees has been reached. However, if you go back to the ‘Sessions' tab and

change the maximum number of attendees, you are now able to register the learner to this session by selecting
the ‘Add Attendee’ button when inside the Waiting List tab.

1. Click the ‘Events’ tab and click ‘Upcoming/active events’ from the drop down

2. Click on the event title

EVENT MANAGER B i @ & $ X

5 v Categories Venues Presenters Payments Event settings

Q,
Search Event:

Below is a list of all Upcoming events listed on the site. To edit the details of an event click the 'Edit this Event® icon in the 'Actions’ column. Click the

Payment Data button above to view a list of all current registrations for all events on the site.

Event title

3. Click on the Waiting list link
4. Click ‘Add attendee’ to add them to the event
5. Click 'Save’ to save changes

Total
Sessions Added on

Registration

EDITING EVENT E

i8 @ & $ X

Events = Categories Venues Fresenters Payments Event settings
| =

EVENT DETAILS General Descripti

Sassion Venue First Name Last Name Email

©

s ustom fields  Assign to Groups — Waiting list PO Category

I Date

Session 1 Mediasphere office 0% 0imas

6.2.12 Event Payments
1. Click on the ‘Payments’ tab

2. Once alearner has purchased an event from their portal the payment information will be displayed

oe@nowhere.con 15{01 ,'::-,;o Add Attendee

8 ® a $ X

@ Events *  Categories  Vonues  Presonters  Payments  Eventssttings

Track payments
processed for your (2
events

The Payment Data module keeps track of all

2ssful payments and invoices. While admin

ng an event, they are able to set a

his ensures the user must pay

prior to registering for the event.
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6.2.13 Event Settings
1. Click on the ‘Event settings' tab
2. Toggle ON to enable auto-register from the waitlist. This will come into effect when an events' session

max attendees are increased OR if an existing registration is cancelled, users in the waitlist will be auto-

registered to the event
3. Click ‘Save' to save changes

GLOBAL EVENT SETTINGS

Available settings Auta-register users from the waitlist o

Custamise the way your sits handles event

6] — |

6.3 Course Catalogue
The Course Catalogue allows you to add and sell courses via the Buy Courses module on the learner portal.

6.3.1 Adding a Course Category

1. Click on the ‘Categories’ tab
2. C(lick ‘Add category’

ALOGUE CATEGORIES = & &
e o

Organise your Q

coursecart into topic-

specific categories E L)

Once you have started creating engaging P

ars, it's time -7
porgani 0
Click the Add Cat
SEoRs w = °© @ 0o
' gue items Categories Discounts Payments More *

ADD COURSECART CATEGORY

3. Add Category Title

4. Add Category Description Cutegory.DetaiIs Category Title *
. Add a category for your coursecart by add na
5' Cllck lSavel tO Save Changes ;:l:::;jan: & short description {if

Category Description

(4

5] |
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6.3.2 Add Course Catalogue Item

1. Click ‘Catalogue items’ ) " - T S

2. Click ‘Add item’ Do E—

Start generating
revenue through the
Course Catalogue

The Course Catalogue lists all available courses

for purchase on the platform. Simply click Add
Item, Discounts and Payment Data to start

iscount coupons

populating available cour:

and track the sale of your courses

20 CATALOELE e m 5 © @ e

3. Add a course title [ — T W —
4. Set course catalogue status. Active

means the course can be purchased Generalinformation  counecaalogue Tite*

from learner portal. Disabled means the . . :

user be able to see the course on the course Catmoge st Course Catmoge Category

o Active *  Nocategory assigned o

portal.
5. Assign Course to the relevant category G v
6. Select tick box to ‘Show on Frontend’ Cart Cost o
7. Select if the course is free or has a cost ' ,d“o This coursecarthas a COST
8. Ifthe course has a fee, you can set a B Defauit Price e, 1000]

120

different price per group. To do this, click

add group price, enter a price and assign

to a group. This can be done multiple T

times " Findgroup x
9. C(lick 'Save’ to save changes

0 If a group is assigned to more than ane price, the system will display the cheapest price

far the user

6.3.3 Assign Courses D —_— T T
1. Click ‘Assign Courses' e 2B
2. Select all courses to be assigned to this

. Selection & HR Basics
catalogue item sstosmasipesioits | @wompiscerusitn sy
3. Click ‘Save' to save changes o i i s
Empathy

Active Listening

Paapls Managemant

CER
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6.3.4 Course Catalogue Action Buttons

1. Click Catalogue items
2. Action buttons include:

e Edit
e Download registration
e Delete

6.3.5 Catalogue Description
1. Click on the ‘Catalogue items’ tab
2. Click the ‘Edit’ button

- ]
TING CATALS " 11 iR b = @
3. Click on the ‘Description’ link o
4. Add asummary o i @
5. Add a description -
6. Click ‘Save’ to save changes 0:-::»--

okl

6.3.6 Adding Videos and Images
1. Click on the ‘Catalogue items' tab
2. Click the ‘Edit’ button

m uuuuu Catalogus items  Categorss  Discounts  Faymants  More v
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3. Option to enter the URL to an embedded
video (YouTube, Vimeo etc.). The learner
will see the video when clicking the ‘View
Details’ button (of the course) in their
portal Video

CART ITEM DETAILS el Deseripl [P

Video URL |Vimeo/YouTube

4. Click ‘Choose File' to upload the main 0...J“r ©
image for the course. The learner will see
this image when they click ‘Buy Courses’in OGS e
their portal e neme s U
5. Click ‘Choose File’ to upload up to 6 further ™ e (R
images. The learner will see this image(s) image2 —
when clicking the ‘View Details’ button (of e (Chogee ] o flechosen
the course) in their portal % — '"":h:m —
6. Click 'Save’ to save changes

...... om

6.3.7 Recommend (Assign Course to a Group)

Click on the ‘Catalogue items'tab [ R )

Click the ‘Edit’ button - . D e 2.
Click the ‘Recommend’ link =

AN S

2
ASSIgn Cart Item to a group(s) Cart Item title Author Added on
CliCk lSaVe’ to Save Changes e ® Work Place Health and Safety Mkt Irelard 14-Jan-3022

EDITING CATALOGUE ITEM =)
' @ iE S =3 @
Q Catalogue items Categories Discounts Payments More =
CART ITEM DETAILS Ceneral Description Video [ Images Assign courses Recommend

Assign to Groups

Recommend this course catalogue item to

any of the following groups. This will show Q. To search, start typing a group name..
the Catalogue Itém on "Recol ded for
you' for your user|s). - Human Resources

& Recruitment
People Skills

4 Recruit Job Posts
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6.3.8

AW

6.3.9

6.3.10 More - E-commerce Settings

1.
2.

Adding a Discount Coupon
Click on the ‘Discounts’ tab
Enter a code

Set the discount %

Enter an expiry date

Click ‘Add Coupon’

View Payment Data
Click on the ‘Payments’ tab

When a course has been purchased it will

show here

Click on the ‘More’ tab

e o - S (O] @
Catalogueitems  Cabegories  Discounts  Payments  Mare =
ADD COUPON COUPONS

Code

(2

Discount (1.99])%  Expiry dato

(3] ©

orz=s

Click ‘E-commerce settings' from the drop- o

down

You will be taken to the Payment Settings s

PAYMENT SETTINGS

PAYMENT GATEWAYS

Below are the payment gateways we offer as standard ta integrate with. Click on the configure button to add your credentials to get started

P PayPal
et

PAYMENT SETTINGS

Tax Settings
Add 2 Busi
Mumber, C
etc] to show

portal

Customise the currency and currency symbol

that will apply to all eCommerce ftems on the

site.

Assign and customise a tax percentage that

will be applieable ta all purehases made an

this site.

Alternative Login Page

Adjust the eCommerce login panel

&5 House Number

 invoices produced by the

se Stripe

Business Number

Business Number Label (to appear on all invoices):

A3 REN, GST Number, CRN, Compenies House Number et

Payment Currency Currency
Ausstralian dollar (AU +  Symbol

Include Taxon Purchases  Tax Text Tax Percentage

s GST 10 £

‘You can enter a textual
name for your tax G5T, VAT,
etc.

Display the eCammeree login panelin different areas:

Default {in the Middle] -

Display the eCommerce items in the order of:

Use your mouse to drag and drop each item into the order you desire.
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6.4 Content Publisher

Enhance the skills of your workers by adding or importing courses to your online training platform.

6.4.1 Categories
1. Click on the ‘Categories’ tab
2. Click ‘Add category’'

CALEHORES u) m & i2 & ®

Courses  AJdSCORMcourse  Importcourse  Categories  Marking  More v
€ | + Addcategory o | St

Organise your courses Q
into topic-specific

categories E -
Once you have started creating en g >
courses f rworkers (learner), it’s time to -

start creating categories to help organise them

3. Add a category title
4. Click ‘Save' to Save changes

D COURSE CATEGORY m

@ Courses Add SCORM course

ADD COURSE CATEGORY

Course Category Category Title*
Information o

Add the title of the new category

6.4.2 Adding a Course

1. Click on the ‘Courses’ tab CONTIREL R o m

Search Cosirses Add 500 ‘ enuire I |:.\'(:‘<|||r'.< Categaries
2. Click ‘Add course’ m -

Start creating courses

platferm. Emsure c e in your workplace

today. Click Add Course to start! n
u
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&

10.

11.

12.

13.

14,
15.
16.

Add a course title
Add a course unique identifier if
needed

Set the pass rate for the course

Add a search keyword to help learners
find the course easily

Assign a certificate

Assign to a category

Enter the training time needed to take
the course

Set Course Status. Published: Learner
will be able to take the course. Draft:
Learner won't be able to see the
course in the portal

Toggle Yes to email the manager a
copy of the course certificate once the
learner has completed the course
Select the group(s) that you want to
assign the course to appear on the
learner portal

When all Settings have
been filled out, click ‘CPD
Category' link

Enter the CPD hours
Select the CPD Category
Click 'Save’ to save
changes

ADD COURSE

ADD COURSE

Assign CPD Categories

ADD COURSE

Course Information

Create & new course by course

unique identifier,

and certificate

Assign to Groups

Assign th

e, status

group. By doing this

Courses

Course Title *

Course Unique identifier

(4]

Pass Rate
O

Assign Certificate

o Na Certificats

Training Time

Assign as mandatory:

»  Human Resources
» Recruit Job Posts
test

m o

Add SCORM course

CPD hours

@ 0

CPD Categories

Import course

Search Keyword

Assign To Category

O~

Course Status

@;usred

i8

Categories

K ©
Marking More *
PO Category

Category 1

Professional Reading

New Categoty
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6.4.3 Building the Course Skeleton
1. Click on the ‘Courses’ tab
2. Click ‘Edit course’

CONTENT PUBLISHER Q m m & 55 A ®

+
Search Courses Add SCORM course mport course Categaries Marking More *
* Addaune _

#E 0 A M B¢ @ Building Relationships with Customers

ompliance g Published -

3. Click ‘Add section’ to add multiple sections
4. Click to edit the section name, enter the section name, and then click the ‘save’ icon
5. Use section icons to build the course section as required. Section icons include:

e Re-arrange Iltems
- Add Section Page -0
EDITING COURSE: ONBOARDING [:1 E -

) . s}
e Add Section Practice Test - @ Comses||  AddSCORMcowse  Importoourse
[ Qe l s W s W

+ E‘_
000
o
O]

Practice tests are not
graded and will not affect
the learner’s overall grade Renamesection )
e Add Section Test
e Add Section Scenario
e Add Section Survey
e Delete Section

* 2 % 0E&® Rename Page

# % % [ [E & & RenamePage

6.4.4 Course Actions ltems

1 Cickonthe Courses'ab | S

2. Click ‘Edit course’ CONTENT PUBLISHER o, ug] o 4 iB 54 ®

Search Courses Add SCORM course Import course Categories Marking More =
-

# =0 A & 8 & @ Building Relationships with Customers

Published =

3. Use page icons to view your course. Page icons include:

e Edit this page - insert templates and creative assets through the CK Editor

e Re-arrange items - re-order pages in the section

e Move this page - move the page into
another section

e Duplicate this page - copy the page

e Preview this page - view the course from the
backend

e Import SCORM to this page - you must have
SCORM files to use this option

e Delete this page
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6.4.5 Creating Course Pages Using the CK Editor
1. Click the ‘Edit this page’ icon
2. Create pages similar to how you would in a Word Document using the CK Editor options
3. Click ‘Save’ to save changes or ‘Save and Close’ when finished

| w m t 8 (&1 @
D mm

# % % QE&E RenamePage

/ L B J U[w» & 485 | = w:mn—n?

Epes - Soe - AD XN EO-® ¥ E s

Insert conterit hare

ey ®

E3 o EX3

6.4.6 Creating Course Pages from a Template
1. Click the ‘Edit this page’icon
2. (lick the Templates' icon, select desired template and add page content
3. Click ‘Save’ to save changes or ‘Save and Close’ when finished

EDITING COLRSE: ONBOARDING m m - i85 = @

% Back _—

% 50 E & ® Renamepage

/. L BT U|=%» m|s am|s:: @ neacmaum=n0

Styles. - e A B- W Blo- 8- | % BSwure
Inrplries

o
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6.4.7 Uploading Images and Audio Files

1. Click the ‘Edit this page’icon

2. Click the image or audio button (depending on

which option you need)
3. Click ‘Browse Server’

4. Click ‘New Folder’ - it's best
practice for each course to
have its own media folder

5. Name the folder and click
‘Create New Folder’

6. Click the new folder

Click ‘Upload File’

8. Click ‘Choose File’ and select the
relevant file from your hard drive

9. Click ‘Upload’

~

10. Hover over file and click ‘Insert’

11. Select centre align (optional) and click ‘OK’

PowerHouse Upskill Administrator Guide - 7.3 009a

CREATE NEW FOLDER

jew folder name:

Bullding Relatichships with Customery

UPLOAD NEW FILE (IMAGES]

Chaose a file to upload

o Chaose File  No file chosen

ASSET MANAGER - FILE BROWSER

q Ferwent File Type
Selectall fle tyoes

s that are requived throughout the platiorm.

Image Properties x

VAL
MerGustomer Relationship. prg Browse Server

Altemative Tex!

wigth Height
742 Eel
Aligament

Mene Align Lent @ Allgn Center Adign Right

A
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6.4.8 Adding a Video

Click the ‘Edit this page’icon

Click the ‘Templates’ icon

Click ‘Page start, full-width video’

Click ‘Source’

Replace code between <div> and </div> tags with the
embed code for the video that you would like to use (as
highlighted in the image)

6. Click ‘Save & Close’

AW

6.4.9 Adding Rated Response Question

1. Click ‘Add Section Survey’ from the relevant section
2. Click ‘Edit this Assessment’

EDITING COURSE: PEOPLE MANAGEMENT m

o o] I8 “ ®
i arkin ore

% % @& @ RenamePage

% ® Hewr Survey Survey
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3. Click the it con if you would lie to N

add introduction text at the IR oo e BB O
beginning of the assessment @

4. Click the ‘Edit" icon if you would like to
add summary text at the end of the
assessment

5. Select ‘Add Rated Response Question

6. Click ‘Edit Question’ to add content to
the question

7. Enter your question or statement in
the bOX You can make amgvey Mandatary by selecting 'Require an answer' to any or all of the questions. Users will be required to answer the Survey.

8. Click ‘Add Option’ to add as many
ratings as you need. For example,

Intraduction Text Contant {this text will appear at the begining of the assessment] Status

, 2 Add Conter Disabled =

2 ] nt

Disabled~

If'Require an al r' is not ticked for any of the questions, the User will have the option to skip the Survey.

2 Type your guestion here Order:1
these can range from 1 to 5 or from ° e e e e e a e
Strongly Agree to Strongly Disagree * memza e
9. Click ‘Add Option’ to add as many T cle cls cA-@X|@O-O(8 Bl
guestions or statements as you need. plesseenter ourqueston (@)
Everything entered here will be rated
by the options created above
10. Click in the Model Response Box to y
add additional information about the Ratings (lickto rename)
11. Click 'Save’ to save changes Add Quesion

Model Response (type your correct answer below)

M %|B I U x x| k& &8 ;== £ 9 = -
Lw@ =0

Syles « | Fonl - Size -l A-B- 8| B o 8- %- [ souce

©

6.4.10 Adding a Test or Practice Test
1. Click to add a practice test or a test
2. Click the 'Edit" icon

EDITING COURSE: PEOPLE MANAGEMENT
o o 4 18 ] ®
Courses Add SCORM course mport course Categories Marking More =
4 Back —_

EEOEMmE

B[4 © = @ Rename Section
% % © & ®  Course Content

* 3 ® MNew Section Test Assessment
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3. Click the ‘Edit’ icon if you would like to add
introduction text at the beginning of the

assessment
4. Click the ‘Edit" icon if you would like to add

summary text at the end of the assessment vy o Gt gpm 1 st
5. Select from True or False, Multiple Choice, Short 2 acn

Answer or Re-order Question from the question I e m—

editor @4.0, ur question here ?‘::r:;: o
6. Click ‘Edit Question’ to add content to the question e R
7. Enter your question or statement in the box aw e e (A8 [X]3 0O 8 Bmm &
8. Choose your correct answer by clicking the radio Plae st susion (@)

button
9. Click to type your correct answer. This will be

shown after the test has been submitted
10. Click the radio button if you require the learner to )

achieve the correct answer T
11. Return to step 5 to add multiple questions and 5 & Mls 66 B 6 B B0 GEIo

when finished click ‘Save’ to save changes ke s

(5]
=] ] o |

6.4.11 Course Settings
After you've added a course, a few additional options —

can be configured in the course settings.

1. Click the ‘Courses’ tab
Click ‘Course settings' icon .

3. Using the drop-down menu, select the ~a e e
course Expiration type. By selecting this, your |
users will lose access to the course after a specified
amount of time has passed.

4. Using the drop-down menu, select the course Re-
Induction type. Select this if a user needs to re-submit a Recoduction usrevnmrye
course after a specified amount of time has passed. This : e
generally applies to users who complete annual re-
induction courses, such as Workplace Health & Safety.

5. Atraining-based skill can be acquired when completing a
course that has a skill assigned.

6. Click ‘Save’ to save changes

Assign CPD Hours and [

Categores

Tag this course to a skill

(s] — |
PowerHouse Upskill Administrator Guide - 7.3 009a All Rights Reserved 2024 © 54



6.4.12 Export Course

1.
2.

Click the ‘Courses' tab
Click the ‘Export’ button

3. Click ‘Export course’ and a zip file will download to your hard drive

CONTENT PUBLISHER o] m

Search Courses
+ A —

FEOANSBH @ ITPolicies

EXPORT COURSE

Export Course
Exporting a course will save all content,
assessments, to a single file that can be used

to import it again,

6.4.13 Add SCORM Course
Our platform allows the import of SCORM with pass or fail reporting capabilities. There are two options for
exporting SCORM. These files can either be added to the page, which allows for the addition of other course
pages, or as a separate course entirely, which will have the course sitting by itself. Should you wish to have more
detailed reports, it is recommended to use our platform to build your assessments.

m & 5 AN

Add SCORM course Import course Categories Marking More =

o=x=m

To populate a SCORM course ‘by itself' with no other course pages required, steps are as follows:

1
2.
3.
4

U

10.

11

12.

13.

14,

Click ‘Add SORM course’ tab

Add a course title

Add a course unique identifier if needed

Add a search keyword to help learners find the
course

Click ‘Choose File' to upload a SCORM file
Select the SCORM version

Select tick box for 'SCORM to open in a pop-up
window' when workers access it

Assign a certificate

Assign to a category

Enter the training time needed to take the course

. Set Course Status. Published: Learner will be able

to take the course. Draft: Learners won't be able to
see the course in the portal

Toggle Yes to email the manager a copy of the
course certificate once the learner has completed
the course

Select the group(s) that you want to assign the
course to appear on the learner portal

Click 'Save’ to save changes

PowerHouse Upskill Administrator Guide - 7.3 009a
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Course Unique Identitier Search keyword

Assign to Groups Assign as mandatory
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6.4.14 Import Course T
1. Click Import course’ e

2. Click ‘Choose File’ to upload the course @ e ace—— 2. DO
zip file from your hard drive or drag
and drop the course zip file into the IHPORI AEW COURSErs

box
. . Drag and drop files here....
3. Assign a course certificate from drop =

down box
4' Click 'Import a”, Mar.ln'..mrIea:e-sicohlegab_\-tet

M you would like to assign a certificate to the coursefs, please choose one fram the list below.
Assign Certificate

o Ha Certificate - l

o=za

6.4.15 Marking
1. Click the ‘Marking’ tab
2. Click the ‘Edit" icon for the course you would like to mark

MARKING ASSESSMENTS
’ ’ o o (ol i 4 ®
m Courses  AddSCORMcourse  Importcourse  Categories  Marking  More =

Worker
Submit Date ark Assessment

(Learner) ID

22/07/2021 s 18 Sarah Cook Sales Tactics and Approach Management_ Showcase - Assessment
22/07/2021 rd 11 Jason Holmes Sales Tactics and Approach Management_ Showcase - Assessment
22{07/2021 ’ 15 Rayna Greenburg Sales Tactics and Approach Management_ Showcase - Assessment
07/07/2021 ’ 13 Stacey Phipps Sales Tactics and Approach Management Test 1 - Assessment

3. Select if the answer is correct or incorrect R
4. Click ‘'Save’ to notify the user

Choose the most relative res

nse

User Answers : b] Review your current business strategy and tailor your approach based off successful business
development currently used

Carrect Answers : bl

rrent business strategy and tailor your approach based off successhul
y used

Q ren't you able to wine and dine clients to achieve an outcame? User Answer is ¢
© s
User Answers : Naughty
Correct Ansvrers.:
"t practice to constar funds to achieve autcomes, based on this hizting you
bottom line, prier to a potential return on investment.
Q4 Whatls the correctarder for a sales pitch and outcome? Uiser Angwrer Is 1

User Answers

Carrect Answers :
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6.4.16 More - Global Settings _

1. Click on the ‘More’ tab o
2. Click ‘E-commerce settings’ from the drop-

down
3. You will be taken to the System Settings Homepage Template Homepsgs Tempate

Change the heme page template.

SYSTEM SETTINGS Siohal

Visitor

Recruit integration

Redirect all home page visitors to the Communities homepage Instead

Username Settings Automatically generate a suggested usemame in "firstname.lastname" format (_
Modiy the behaviour of user forms

Force the user 10 use the suggested username
Allow managers to modify usernames

Allow businesses to modify usernames

Cookie Policy B I i=5|m

e your own cookie policy if

Vie use cookies to collect and analyse information to give you the best sxperi-
ence on our website. If you continue, we ll assume that you are happy to receive

all cookies on the website. To find more about our cookie use, see our Privac

Enable PDF Export aj

Allow courses to be ‘auto-marked' by Admin

candidate end visitor u

done inthe User Account area

6.5 Training Plan Manager
The Training Plans Manager allows you to bind courses together with the option to enforce prerequisites to
allow for foundational knowledge building.

6.5.1 Adding a Training Plan .0

+ Add Tralning Plans o

1. Click ‘Add Training Plans' Start grouping your

courses o v
Training Plans allow you to bind courses .. v
o h : -\ on to enforcy v

for foundational

grouping you

ting the Add Program «
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2. Add atitle for the training plan I

3. Select arecommended timeframe that you would like the = .
learner to complete the training plan in
4. Click ‘Choose File' to upload an image from your hard drive
5. Assign a certificate
6. Toggle Yes to show the certificate on the learner dashboard 9
once awarded °
7. Toggle Yes to ensure courses must be completed one at a time
8. Select a re-induction option if you would like the learner to re- Re-induction J’
submit a training plan after a specified amount of time has ’
passed. This generally applies to users who complete annual
re-induction courses, such as Workplace Health & Safety.
9. Addasummary -
10. Add a description that will be displayed to the learner @
11. Click ‘Save’ to save changes E
m:‘“::l ElB I %k E AN
ok

6.5.2 Tagging a Skill to a Training Plan
1. Click the training plan title

TAININ N fe) \_g

Search List Plan:
+ Add Training Plans

2. Click the general link T

3. Type in the skill(s) the learner will achieve after completing
the training plan S
4. Click ‘Save' to save changes

ooooo

Tog this Training Plantos @

okill

2ES]
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6.5.3 Assign Courses
1. Click the training plan title

| Q. (o]

# Add Training Plans

2. Click the ‘Assign courses' link —

EDI AINING PLAM I:zL
3. Select the course(s) that will be assigned to the o
training plan - B - 3

4. Click ‘Save' to save changes

el Courees u
rsto b
0

(6] - |

6.5.4 Assign Training Plan to Groups
1. Click the training plan title

I Q (=3}

+ Add Training Plans

2. Click the "Assign to Groups'link I

3. Select the group(s) you want to assign the e T—— ”
training plan to [« o )
4. Click 'Save’ to save changes -

Assign to Groups
sign this ng P

o

PowerHouse Upskill Administrator Guide - 7.3 009a All Rights Reserved 2024 ©



6.6 Framework Manager

The Framework Manager allows you to build a skilling and compliance profile for your job roles. Frameworks
feature required core skills for the role, the list of compliance and credential uploads and questions to assist in
profiling candidates.

The framework enables a company to compare candidates for different job roles. The data is then collected in
the Workflow Manager and stored in the Workforce Wallet. The Workforce Wallet provides a real time evaluation
of the where the candidate is at against the Job Framework.

Frameworks provide data on:

e The Pre-Screen/Onboard Workflows
e The Job Match Score
e The Work Ready Shield

Before building a framework, you will need to make sure you have already created:

e The required training courses (please review the Content Publisher section of the Admin Guide)

e The required skills and skills evidence (please review the File Upload section of the Admin Guide).

e The required compliance, credential and vaccination files (see the File Upload Section of the Admin
Guide).

6.6.1 Adding a Category
1. Click the ‘Categories’ button

FRAMEWORKS o [=3 w D
Frameworks  Skills  Fils Uploads
+  add framewark E8 categories k1

Start grouping your
courses and files

Frameworks allow you to bind colrses and

iance and credential files

2. C(lick ‘Add new’

3. Add a category name FOITFRANIEVORK CATERORES
To add multiple categories, go Framework categories
back to step 2

4. When finished click ‘Save’ to save
changes

6.6.2 Adding a Framework
1. Click the ‘Add framework’ button
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i

FRAMEW

Start grouping your
courses and files

Frameworks allow you ta bind courses and

mandatory compliance and credentizl fliles

n to enforce

0 cundational

2 building, Start grouping your
courses and files together by selecting tha Add

framewark buttan.

2. Add the framework title

3. To upload a thumbnail for the framework,
click ‘Choose File’ and upload an image from
your hard drive

4. Setthe status. Active means the framework
is live and ready for learners to complete.
Disabled means the learner won't be able
complete the framework when applying for a
job

5. Select the category that you just created in
the last step from the drop-down list

6. Click ‘Save’ to save the changes

6.6.2.1 Skills

=1 *4 ]
Fonmawerkn  Skills  File Uplasds
€ tack —
ADD FRAMEWDRE sxings riaton
Framework introduction Framawnrk titha
Zrovide aside 2nd ar image. e
Thumbnsil

" ChomseFile o e cosen
General Settings Status Catagory
Selec the Status 2nd Lma:-_.':;mﬂ:'!dn . . r—— e
his Frarnenrerle,

Ta manage catemories. plesse navigsie back to Framewnrks

o3

You can build all necessary skills required for the job role that the candidates and future employees can self-
assess against or achieve by completing online courses. This ensures you have skilled staff upon
commencement. Skills can be reviewed by a manager to ensure quality standards are met.

Please note that training-based skills (courses), self-assessed skills (file uploads, skills tab) and skills evidence (file
uploads, skills evidence file type) need to be created before you can complete the skills section. Refer to the
Skills, File Uploads, Content Publisher and Training Plan Manager sections.

1. Click on the Framework title

Framawarks Sklls

Status

® Al statuses

Active

Disabled

Framework
Calegaries

Al

Disanility Serviess

rezidentlal aged

Care [RAC)

valunteering

Allied Health

Clezners

@ Edit Categories

2. Click on the ‘Skills’ tab
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File Uplaads

Showing 6 of §

Sortby  Framewark Tithe
Frameworks
Activity Volunteer - Volunteering - | s | £ Care Worker - Residential Aged a1
Framework Cara [RAC) - Framework
Skills Compliance Credentials Skills Compliancz Credentials
g 1 0 10 1 0

Nurse - Residential Aged Care (RAC) | s | §
- Framework

Manager - Residential Aged Care | s §
(RAC) - Framewark

Credentials Skills Compliance

0 1 0 0 1 0

Occupational Therapist - Allied P
Health - Framewoerk

Skill: Compliance Credentials

Ej 1 0
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3. Click ‘Add skill' to add a self-assessed skill. This is where the user can assess themselves against desired
skill(s) for the role. A manager can verify the skill level and change/update it at any time.

£ Bl
a TRAMEWIRE
Ganerat

skils  File Upleads

SKILLS

Self Assessed skills

Clgler and Laundry Assistant - Cleaners - Framework

Wiars Histar, ok Match kReady Shicld  Workhows

Dont forges to click 'Save’ beloa I you make any changes

okxz

Add e skill the user should ssess Demselves

kil level and

sl te e frame

against

position
Click ‘Add skill’

To add more skills, click ‘Add skill' button

Choose a skill that the learner can self-assess

Set the skill level that you require for this

and

wark,

ADD SELF-ASSESSED SKILL

You can 3dd 3 self-assessedshilltathe choose a skill

o Please Select

framework.

Far the seff-assessed skills, please indicat Choose a kil Level

o[ Please Select

the skill level required.

Cancel

oz

again

£ Eit
FRAMEWDRK
Cleaner and Laundry Assistant - Cleaners - Framework N
r Skills ile Lipla: Worlk Histary Iob Match Wark hirid
SKILLS Dont forget to click Save’ belowf you make sy changss |

Self Assessed skills
#dd & skill the wser should assess themselves
on

suels - Baslc. Intermediane and

There

wl

ity Lhie skl el an
it 2z amy time

changeiupdste

o feld 2 el
click an ‘Add Skl

Click on the selfassessed skill ttle 1 edit

oEEZN

Self-assessed skills 1

Sate Chemical Handling

8. Select the training courses / training plans that you would like to assign. (View the Content Publisher and
Training Plan Manager sections for more information)

Training kased skills

ave the required shills,

or by skill o skill categories

Atraining based skillis acquired when the
trzining thet has thet skl sssigred, has been
completad

nthe

Vou can add and edit your evens in the Event

Hangger.

“ou car
Wehin.

your webinars inthe

Plans
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9. Select the skills evidence files (File Uploads) that
will enable the candidate to upload evidence
showing that that they can perform the skill
properly. Their manager can then review and
confirm that the learner has the required skill

10. Click ‘Save’ to save changes

6.6.2.2  File Uploads

Please note that you will need to create the required
compliance, credential and vaccination evidence that's
required for the role in the File Uploads module before
you can add them to the framework. (View the File
Upload section more information).

1. Click the ‘File Uploads' tab

2. Select the required compliance files required for
the role

3. Select the required credentials files required for
the role

4. Select the required vaccination files required for
the role

5. Click 'Save’ to save changes

6.6.2.3 Work History

Work History is where you can add questions about the
candidate’s work history that are relevant for the job. The
best custom field to use for the Work History questions are
drop-downs as these can be scored in the Job Match Profile.

1. Click the 'Work History’ tab

2. Click ‘Add custom field’

3. Select the question that you want to add from the
drop-down box

4. Click ‘Add field’

Please note, if you haven't already created a question, you can

do so by clicking the field editor link. (View the Custom Fields
section for more information).
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5. Click ‘Add custom field' to add multiple questions

6.

6.6.2.4

The Job Match Score appears in the Candidate Pipeline and
creates a score based on specific questions that relate to the

Click 'Save’ to save changes

FRAKENONE

Laundry Assistant - Cleaners - Framework

kst Wi Sty

WIS HIELOHY FHOHLE

Work History Profile
08 QUERIING IECUEEE 2 Cater
=0y thzt are reevant for

Job Match

job description. For example, if you need someone

experienced, you could ask “Do you have more than 3 years'
experience in this industry?” Each question can be given a
percentage weighting so that the positive responses to key
questions will provide a higher job match score for the

recruiter to view in the pipeline.

The job match works by asking candidate a series of yes or
no questions. Each question is scored relating to the
importance or desirability of the answer. The questions

need to total 100.

Please note that the responses can be added to the

candidate database and reports can be generated on this

data.

1.
2.

3.

6.6.2.5

Click the ‘Job Match'’ tab

Select the items you would like in your Job Match

and rate the importance as a percentage. All
selected items must add up to 100%
Click 'Save’ to save changes

Work Ready Shield

e +24d tustam ik

D2 you havs expercnes <leaning In aged cars Rcllitizs?

Job Match profile has.
v P

successtully been updated.

& et
L e
d Laundry Assistant - Cleanee Framework

skils  Fileuglosds  WorcHistory  JobMatch  WiorkResdyShield  Workflaws

JOR MATCH PROFILE o E— o 3
ot forget to elick 'Save! below If you rriske any shenges

Job Match Profile

30 you have » driving license?

Do you have more than 3years experience

working in Aged Care

& oD 19 Certificate %

Flu Vaceination Certificate

Safe Chemical Handling 5

Carpet Cleaninig

Infection Contral

oEa

The Work Ready Shield allows you to specify the tasks or uploads that the candidate requires to start work

immediately. It is expected that these tasks or uploads will be part of the pre-screening selection. The Work
Ready Shield allows the recruiter to target the exact files and information that is vital so that the person can be
rostered or commence work immediately.

For example:
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Covid 19 Certificate
Flu Vaccination Certificate
Police Check

Relevant Training courses (Certificate Ill or First Aid certificate)

All Rights Reserved 2024 ©

64



1. Click on the ‘Work Ready Shield' tab

2. Select the items that are required for the
candidate to be work ready

3. Click ‘Save’ to save changes

6.6.2.6 Workflows

You can assign a pre-screen workflow, an onboarding
workflow or both in this section. You can either select
from existing workflows (by selecting from the drop-
down lists) or create workflows based on items in this
framework by clicking the 'Quick add' buttons.

For more information on creating a pre-screen or an
onboarding workflow view the Workflow Manager
section.

1. Click the ‘Workflows' tab

2. To add a pre-screen workflow to the
framework, select an existing pre-screen
workflow from the drop-down box or click the
‘Quick add pre-screen workflow’ button

3. To add an onboarding workflow to the
framework, select an existing onboarding
workflow from the drop-down box or click the
‘Quick add onboarding workflow' button

To add a pre-screen workflow and an onboarding
workflow, fill out both sections.

4. Click ‘Save’ to save changes
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Shills File Uploads Work History ob Match ‘Work Ready shield Warkflows Assign

ASSIGN WORK READY SHIELD ITEMS
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6.6.2.7  Assigning a Framework to a Group

When you assign a framework to a user group it means that each candidate in that user group will have the
same framework assigned to them. For example, if there is a user group for cleaners, each cleaner is assigned
the cleaner framework automatically in the group.

1. Click the ‘Assign’ tab T

2. Select the group(s) that you would N
like to assign the framework to ﬂ Cleaner and Laundry Assistant - Cleaners - Frameworko -
3. Click 'Save’ to save changes cpbads  WorkMisory  cbWatch  WorkSesdySheld  orows  Assign

ASSIGN Dant farget to click ‘Save’ below if you make ary changas

Assign to Groups

The selected groups will be requirad to

cornplets all the Skills, Compliance ang QL Tosearch, start typing  group name..

Credentials selected 51
¥

Aged Care (RAC)

Successiul Candidales Group

ok
6.7 File Uploads

The File Uploads module allows you to keep your organisation compliant. It allows your learners to upload
certificates and other important documentation.

This module is part of the building blocks that helps bring together the Workforce Wallet, particularly the ‘skills
evidence' section.

Best practice in building your foundation is to ensure the ‘Skills" module is populated with relevant skills. It's

important for you to have a full list of skills populated prior to adding ‘Skills Evidence’ within File Uploads, as the

Skills module allows candidates to provide evidence toward a certain skill set. For example, learners may be
required to upload evidence, showing that they can perform a certain task.

6.7.1 File Types
Throughout the File Uploads module there are five file types. These include:

. General . __ o

. Compliance mm Famets Sl _Flktlouds  Cogar
e Credentials

e Skills Evidence

e Vaccinations B

All these file types help candidates build their [ e s e |

professional Workforce Wallet, ensuring best
suitability for employment.
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6.7.2 Categories

Once you have selected the file types you wish your users to upload to their worker (learner) portal, it's time to
start creating categories to help organise the file types listed.

1. Click on the ‘Categories’ tab
2. Click ‘Add category’

3. Add a category title

4. Set the status. Active: Category is live on the
platform and users can upload their files.
Disabled: Category cannot be seen on the
platform.

5. Click ‘Save’

6.7.3 Adding a File

When adding a file for the first time you will only have
the option to add a general file.

1. Click on the ‘File Uploads’ tab
2. Click ‘Add General File'

When adding subsequent files (general, compliance

credential, skills evidence, or vaccination) your screen will

look slightly different.

1. Select the ‘File Type' you need
2. Click 'Add file’

Shewing 3 ol 3

General Files
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Organise your user .
upload file types S

ADD CATEGDRY

Category details Categary Mamn *

Categary Status

o Enabled

CATEGORIES t8 o o i
romeorks s FisUplesdts (SRS

(s] |

Allow your users to
upload files to the
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3. Enter the File Name &

4, Select the category

5. Set the file status. Active: File is live on the
platform and users can upload their files.
Disabled: File cannot be seen in the user's
portal.

6. Addasummary

Toggle ON/OFF if an expiry date is required o

8. Toggle YES/NO if the manager should advise
that they have viewed the original document S—

9. Assign to the relevant group(s) i

10. Click 'Save’ Y

File details File Name *

File Status™

~

Assign to Groups

6.7.4 Adding a Skills Evidence File Upload
1. Click on the ‘File Uploads' tab
2. Select ‘Skills Evidence’
3. Click ‘Add evidence file’

showing & of 1
Compliance . .
Evidence Files

Credertlals
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4. Enter the File Name

5. Set the file status. Active: File is live on
the platform and users can upload
their files. Disabled: File cannot be
seen in the user’s portal.

6. Add asummary as to why the learner
needs this skill

7. Toggle ON/OFF if an expiry date is
required

8. Toggle YES/NO if the manager should
advise that they have viewed the
original document

9. Assign to the relevant group(s)

10. Tag this evidence to a particular skill(s)

11. Click 'Save’

6.8  Skills

) FILE 8 w D

ADD FILE - EVIDENCE

Frameworks Skills.

File details

File Name *

You can also provide a summary of the fi .
'ou can also provide a summary of the file Flle Status*

and why the user needs to upload ¥
) ) o Enabled
Evidence Files require a Manager to review

and confirm

. Eg: Learners m

required to upload evidence showing that Summary

they can perform & specific task,

Evidence Files must be assigned to a Skill soo
when an Evidence Flle has been approved by
their Manager, the Learner will be assigned

the skill. You can add and edit skills in the 0 /a0

File Settings

Indicate whether the file requires an expiry

Expiry Date Required

date as mandatory

o Manager should advise that they have viewed the ariginal document
Yeu can also allow your managers to advise

al document has been viewed,
L

Assign to Groups

’ Human Resources
» Recruit Job Posts

test

Tag this evidence file to a
skill @

An evidence based =

can be acquired when
uploading a file eproved by their

Manager thatha kill assigned.

You can add and edit the skills by visiting the

o Ex

The Skills Manager is located inside of the File Uploads Module. This is where you can add self-assessed skills
the management hub for skills that you can then apply to pre-screen workflows, frameworks, and more.

6.8.1 Adding a Category
1. Select the 'Skills' tab in the Framework
Manager
2. Click ‘Edit Categories’
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FRAMEWORKS ) e ()

Frameworks Shills File Uploads
s m -

Generate verified,
evidence-based skills
data on your users

The Skills Manager is the management hub for

<ills here and sart them by creating

ingful skill categories. Once you have
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3. Click ‘Add New'

4, Choose a colour to represent the category

5. Enter a category name

To add additional categories, go back to step 2

6. Click ‘Save’ to save changes

EDIT SKILL CATEGORIES

Skill categories

Color Name

o v e.'ul-.[u'u_:

6.8.2 Adding a Skill

1. Select the ‘Skills' tab in the Framework Manager

2. Click ‘Add skill’

FRAMEL 5

m 1 Import skills

Search Skills

@® Edit Categories

3. Add a skill title

4. Add a description

5. Set the status: Live mean the
skill is ready to use. Disabled
means the skill won't be seen
on the platform

6. Select a category from the
drop-down box

7. Click 'Save’ to save changes

] 7 O

Frameworks Skills File Uploads

Generate verified,
evidence-based skills
data on your users

The Skills Manager is the management hub for
skills that you can then apply to Pre-Screen

SKIL

Creating new skill
GENERAL
Skills settings Skill title *

Prowide title and a short descrigition for th
skill. You can also assign it to a skill catego

to make it easier to find.

Description

0,300

Status Category
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6.8.3 Importing a Skill
1. Select the ‘Skills' tab in the framework manager
2. Click Import skills'

AMEWOR

FRAMEWORKS 2 B %3 )
Frameworks Skills File Uploads

m & Import skills —

Search Skills

Generate verified,
evidence-based skills
data on,your users

The Skills Manager is the management hub for
skills that you can then apply to Pre-Screen

® Edit Categories

3. Download and fill out the CSV template
4. Click ‘Choose File' to upload and select the completed CSV file from your hard drive
5. Click 'validate & Import’

IMECHT SKILLS =] T o

m Framuwarks  Gkills Fila Uplasds

BULK IMPORT SKILLS AN CATEGORIES

Pleaze select an LMS compatible TSV file to import. You caq obtain the seguired template by clicking the "Downlosd CEY Tamplate” link t2loe.

Meaximum flle size: 530 M E

o Chease File | Ne flle chasen
o Dovnload C5 Terrslate

Categories:
IF youiwish ks creat
sestemn finds &
and te skillw
Please Note: Fo

catepories to the skills you 12 imparting. plesse sdd the name of the catagary in the ‘categon column. If the
I the same name, it will aszign the skill to that categony. 1Tt L found, & new category will be crested
Igned.

w categorles, re coleur will be assigned, you can update thiz Inthe 'Sd R Categories area

uplicates:

Ay duplicate, o 8.raady exlstng skilk will be lgnored ang vou will be notified of these at the end of Import.

cancel o Validate & Import
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7 Communication

7.1 Links Manager

This module allows your users to access links to important websites from their worker (learner) portal. As an
admin, you can add links to other websites, files, pages etc. and assign those links to specific groups. The users
within those specific groups, will be able to view the links by accessing the ‘Links' tab on their worker (learner)

portal.

INKS AGER

1. Click the ‘Add Link’ button

2. Add a link title

3. Provide the full URL (including
https://)

4. Type in the name of the person
creating the link

Bookmark the
PowerHouse Hub portal

This module allows your users to access links to

important websites from their worker (learner)
portal. As an admin, you can add links to other

etc. and assign those links

to specific gr The users within those
specific groups, will be able to view the links by
accessing the ‘links’ tab on their worker
(learner) portal. Select the Add Link button to

start populating some links.

ADD LINK

LINK DETAILS

Basic Link Information Link Title *
Provide the full URL (including the "http://"}
far the link you wish to include.

Link URL *

O

General Settings

Provide the general settings of the link,

Author *

\
e
:n’ﬂ‘!'?

Status*

Published

Select the status from the drop-
down box. Published means the
learner will be able to view the
link on their portal. Draft means
the learner will not see the link in
their portal.

Add the publish and removal
date of the link

Assign the link to a group(s)

Click ‘Save'
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o Admin Admin - o

ncluding the author and status.

Date Range Published Date Removal Date
Add the published and removal dates.
G 10/02/2022 28/02/2023
Assign Link Assign to Groups
Assign this link to groups.
o » Cleaners
Laundry Assistant

» Recruit Job Posts
¥ Residential Aged Care (RAC)

Suceessful Candidates Group
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7.2 News Manager

Broadcast company updates and announcements to your users through the News Editor. You can also choose
to email updates to your staff with the click of a button. Simply write your news update, consider adding
relevant links or images, then assign it to user groups.

7.2.1 Adding a News Category

1. Click on the ‘Categories’tab I
2. Click ‘Add category’ & -

Organise your news

articles with categories .

3. Add a category title
4. Add a description
5. Click 'Save’

0
oEx
7.2.2 Add News
1. Click on the ‘News' tab ‘ B &
2. Click ‘Add news' Do =

Keep staff informed (TR g 1
with news stories

@
q'amﬂ °°

ite .‘ """“l"‘ el | 3 —— '

= 12

3. Add atitle ‘
4. Set the status. Published: News article is live and can le ma )

be viewed. Draft: Keeps news hidden from users
5. Add a publish and removal date. Learners won't be

able to view the news article until the selected lsgisieossi D 0
publish date and won't be able to view after the 2
removal date © e
6. Toggle YES/NO to email news to users. This is useful
for important news updates Qs
7. Click ‘Choose file' to upload a thumbnail image 0

Display Settings

i J Becommenthed $ize: 100€100 piae
d o e Noe choren
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8. Click the ‘Description’ link

9. Addasummary

10. Add content using CK Editor options to make the
article engaging

11. Click the ‘Assign to Groups' link
12. Assign news article to the relevant group(s)
13. Click 'Save’

7.3 Document Library

Store and distribute your key files, policies and documents
to your users with the Document Library. Simply upload
your files, add a description and assign the files to a
category and your user groups.

7.3.1 Adding a Category
Click on the ‘Categories’ tab
Click ‘Add category’

Add a category title

Add a description

Click 'Save’

oA wnN =

ADDNEWS

9

News Content Summary

gttt your e 0y In the ‘Content’

sectio o

@ LB f Y %« k248
p= = # 9 - & ZeWlm=0
W -G - A-B- X B O- M- % @sae

Ingart news content here

ADD NEWS

Assign to Groups Assign to Groups

Rssign this news artic

e »  Recruit job Posts

rest

o3

Organise your
documents
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7.3.2 Adding a Document
1. Click on the ‘Documents’ tab
2. Click ‘Add document’

[ Il-e RAR
+ Add document

Upload your files
Store and distribute your key files, policies and

docume th the Document

Library. Simply upload your files, add a

description anc

n the files to a category and

your user groups. Click Add Document to get

started

Documents action buttons allow you to:

Edit the document

[ ]
e Download the document
e Delete the document
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3. Add a document name _
4. C(lick ‘Choose File’ and upload the m N -
relevant file from your hard drive
5. Add a description AoppoCuMET
6. Click to add a category _
Document Settings Document Name *
7. Add a publish and removal date. This is ] S ;)
ideal for when contracts are running R
out. To avoid document overlap set the oc”I.m“L
publish date to when the old contract .
has expired.
8. Set the file status. Active: Document is &)
live and can be downloaded from the
platform. Disabled: Document is hidden N
from users. o -
9. Assign the link to the relevant group(s) PublishDates  RemowalOate  Staws-
10. Click ‘Save’ 7 pee &
Assign to Groups
prisunkvainiig R ——
ol
7.3.3 Document Library Actions _________________0 0
1. Click on the ‘Documents’ tab p—— s i
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7.4  Workforce Insights

This is where you can choose from pre-made surveys to get insight from your workforce. Surveys can be sent as

a one-off or automatically sent after a selected number of days.

1.

2. Click on the spanner icon to view the survey settings

7.4.1

Click on a survey title to view the survey

WORKFORCE INSIGHTS

+ AddSurvay

2

A,

a4

Title Result

Employes Satisfactio ‘

niplyee xil Survey
nipslaye Nel Prosneder Scone Suraey [sMPS]

Customer Net Promoter Score

Sentiment Check (Mood)

nitiative Check (Employee Reactions)

tisk Assessment: Warkplace Hazards

Survey Settings

Toggle ON to repeat the survey, then select repeat
frequency and start date

Assign the survey to the relevant group(s)

Select where you want the survey to be seen on the

learner’s portal

Toggle ON to show group results after completion
Click 'Save’ to save changes
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&
Surveys

Participation Status
ho Users Assigned I'ublished
Ko Users Assigned Published
Moy Usieerss Assigrieed Pubilisher]
Mo Users Assignad Fublished
Ko Uscrs Assigned Pubilished
Mo Users Assignad Publishad
Mo Users Assignad Fublished
Wi Users Assigried Pubilished

SURVEY DETAILS

Survey information Survey Title *
Flesse provide basic sureey information
Emplayee Satisfaction

Survey Status *

Pubfished

Miln Image

Choose File  No file choser

Repeat Survey *

e hssign To Groups *

Community 1 - Povserhaiise Hisb 2 - Sub Pool 3

uman Resouroes

Recruit Job Posts

© Recruitment

Teacher

—

Shaw Si

© Surveys Page
& vashboard

On Login

Show Group Results After Completion

o

CEA
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7.4.2 Survey Report
1. Click on the ‘Report’ tab
2. Review the results of your chosen survey

7.5 User Dashboard Banner

UECREFORT  EMPLOVEE 54 v, ©

Assigned Ouersll Resul Faticipation

Racrummers, Human Sescurces, Information

— B

RESULTS CVER T1M KEVWORD CLOUD

P—

The Dashboard Banner module allows you to feature courses or news items, or external links.

1. Click ‘Add image’

DASHBGEAR: RANNER MANAGER

Add Images to your
Workers (learner)’
Dashboard

Feature Courses

ews ltems, or create
external links. Click Add Image to start!

2. Addimage title

3. Click ‘Choose File’ and upload an image
form your hard drive. Recommended
image size is 1400x420 pixels

4. Add animage caption

5. Click the drop-down box to link the image.
Options include a course, a news item or
an external link

6. Assign the banner image to a group(s)

7. Click ‘Save’
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ADD BANKER IMAS c

ADD IMAGE

Dashboard Banner Image

s 5 e bes W lmo

1400 % 420 pixels.

mage Titla ®

Image File *
o Chocse File | Wo ik chosan
Allowed file types: JPG, JPEG, PR, GIF, SUG

Imags Caption

Add a Link to the Image

At = link tm shove to Warkers (leamer on
o Please Chose - |
their dashboard. f you link 3 course ar news

Link Image to an er

same groups ACourse
A Hews ltem
An External Link,

Assign to Groups
Axsign this banner image 1o 8 group, only
mages axsigried b ussre prowns will disalay Q Tosearch, start typing  group name.

an the fierker |Learner| cashbeard

Husman Rescurces

sarme groups & the chosen item

=3 ol ~ |
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7.6 Dashboard Surveys

Dashboard Surveys can collect valuable data for your organisation. Create short polls and surveys that display
on each worker (learner) dashboard. Once the worker has responded to the poll or survey, the system
automatically collects and analyses the responses.

7.6.1 Add a Poll (True Or False Question)
1. Click ‘Add poll’

Collect valuable data

Craate short pells and surveys that display on

2. Click ‘Edit' to add questions

3. Click to add true or false question _
4. Click the ‘Edit question’ icon @ ' o
5. Click in the box to type your question
6. Choose the correct answer by clicking on the I p—
radio button °9 ey EE
Click in the box to type the correct answer U,
8. Go back to step 2 to add additional questions.
When finished click ‘Save’ (5]

Morel Respanse [type your correct answer below)

- B LIBIT U < x == =2 ;7; o9y | = -

T =0

toy p

o=
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7.6.2 Add a Poll (Multiple Choice Question)
1. Click ‘Add poll'

2. Click ‘Edit' to add questions

EB C
Surveys
et m —
DASHBOA LLS

& % @ NewDashboard Poll

3. Click to add multiple choice question
4. Click the ‘Edit question’icon
5. Click in the box to type your question Zwgy T
6. Click in the box to type your multiple-choice S gErrEmmEEsEaE s
questions. Press the [enter] key to type the next e s - AD|X B o =% B
multiple-choice answer. You can add as many o

answers as you need
7. Select the tick box next to the correct answer
Click in the box to type the correct answer
9. Go back to step 2 to add additional questions. o o

When finished click ‘Save’

o

Model Response (type your correct answer below)

M LIBT U =xxk&48 3= % 1| -

LW =0

,
oEx
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7.6.3 Add a Quiz (True or False Question)

1. Click ‘Add quiz'

Collect valuable data 2N

Create short polls and surveys that display on '

worker (learner) has respon

7, the system automatically c

2. Click ‘Edit' to add question

! &

Surveys
D =

DASHBOARD ES Add Quiz Surv
& (®  New Dashboard Quiz

Click to add true or false question

Click ‘Edit question’ %%“ """"" o

Click in the box to type your question

o AW

Click on the radio box to choose your correct W s A8 R(R O- D% B
a n SWe r Please enter your question
Click in the box to type the correct answer &)

8. Go back to step 3 to add additional
questions. When finished click ‘Save’

Angwers [choose your carrect answer by elicking on the radia buttan)
Fal
Mods| Response [type your cormect answer below)

(L BT U x» E® 48 = 9 = -
Ewm=0
- s -|A-B- 3% B O B- | %- [ soume

o] — |
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7.6.4 Add a Quiz (Add Multiple Choice Question)
1. Click ‘Add quiz'

Collect valuable data A B

DASHBOARD ES
o™ @ Mow Dashboand Quiz

3. Click to add multiple choice question 2 gl vt aueston hre orderis
4. Click ‘Edit question’ 'wﬁ\o LB Uk w[esm - weem e
5. Click in the box to type your question e e e
6. Click in the box to type your answer. Press
the [enter] key to type the next multiple- e
choice answer
7. Select the correct answer ==
8. Click in the box to type the correct answer s ype your ansmernere pres Ente] ey for e answer
9. Go back to step 3 to add additional i ¢

questions. When finished click ‘Save’

Model Response (type your correct answer below)

B L B I U x » k& &8 = £ 1 |- -~

sy - | s | A@ R B O M- @ sws

&) ~ |
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7.6.5 Add a Quiz (Short Answer Question)
1. Click ‘Add quiz'

Collect valuable data Al

T short polls and surveys that display on

EDITING SURVEY: NEW DASHEOARD QUIZ E
3. Click to add short answer question D -
4. Click ‘Edit question’
) ] . @ @ § QUESTIONS EDITOR
5. Click in the box to type your question eseu svetion e
6. Click in the box to type the correct
@ L|B I U % x| k&% & B[z = " = -~
answer LwmE=Q
7. Go back to step 3 to add additional o e mE R e EEaee
questions. When finished click ‘Save’ P'cagwruwwmic"
Medel Response (type your correct answer below)
ELIBJI U X =248 := " o= .
LwfE=0
Siges -  Sie A B o ™| %. @ s
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7.6.6 Poll and Quiz Settings

1. Click the ‘Settings’ icon

2. Click to edit Poll/Quiz title

3. Option to present questions in the order they were created or to randomise questions

4. Set Status. Published will set the Poll/Quiz live. Draft will stop to Poll/Quiz from being seen by the
learner.

5. Assign Poll/Quiz to groups

6. Click ‘Save'

BOARD SURVEYS A

D —

DASHEOARD POLLS
¢ @ Pl

POLL SETTINGS

To edit this Poll, please update the details below.
Poll Title*
o Poll

Question Order

Present all questions in order as created

Change Status
o Published

sign to Groups
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8 Administration

8.1

Email Templates

Email templates are pre-created emails that the platform automatically sends once an action has been
triggered. For example, you can automatically send a welcome email to a new user. All templates can be edited

you need to change the wording Y )

1.

8.1.1

Click on a letter to only display the Remke]
templates names starting with that letter

The description field describes what the ?ﬂ L
template is used for

Editing an Email Template
Click on the template name

Only administrators can view the email description. It gy

is advised that this text isn't changed
Only edit the email subject text. Don’t edit the code,
which is anything in brackets or directly after the
brackets {} for example {site_name}:

Only edit the email content text. Don't edit the code,
which is anything in brackets or directly after
brackets {} for example {password}

Click 'Save’

Email template

8]~ |
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8.2 Certificate Manager

The Certificate Manager allows you to create your own custom certificates. These can then be assigned to

courses, events, and webinars.

1. Click ‘Add certificate’

CERTIFICATE MANAGER

+  Add certificate

o,

Search

&

Certificates

2. Add atitle
3. (lick ‘Choose File’ to upload a background image
from your hard drive. The background image
must be a valid image file (.jpg, .png) and should
be the same width and height as defined in the
red box below
4. Edit the certificate content (intermediate to
advanced options)
e Text - edit text, for example, ‘This is to
certify that'
e Font - change the font name between the
brackets, for example, | Arial |
e Size - change the font number between
the brackets, for example, |16
e Colour - change the Hex code between
brackets, for example, |#alala1|
5. Click 'Save’

6. Click the ‘Download’ button to view your
certificate
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ADD CERTIFICATES

Certificate settings
Add a certificate by

bachgrourd image

Background image *

o Chouse File | o file chasen

The background image must 2 valid image fie | jpg, ang)

an height 23 defined below

Comtent*

Certer| 32 ce2d 1/ B{S0 Certificate of Comphtion
0 A1 N1 DTS I8

Cardar|Anal 15

@

Cerer|Arial 20

#a1a1 £ cortify that

D #0000 B! B!

any Hame
afatal [N succisshilly comgheled the
#000C0(B 176 {cours=._bitle]

and showld be the same width

Dimensions Wigth*

210

detzutt: 200mm|

idetault: 357mm)

Latt Margln *
B

Dedzult: 20mm

Configuration Instructions:

Tap Margin * Right Margin *
] m
Default: smm Default: 20mm

Lime Structure:  ALIGHMENT|FONT]SIZE|CC OSTIONY[TEXT
Possibde Funts:  Arial, Courier, Helvetica, Symls

Variables:

The range al variables avsilaiile are detarmined by where the certificate is ssign

ICATES (§12E: ZL0W X 297TH]:

{praf
Jeod_hoursh

TRAINING PLAN CERTIFICATES |SIZE: 210W X 207H):
{leamer_name}

{epd_hoursh

ICATES |SIZE: 210W X 257H):

{cpd_hours}
OMBOARDING CERTIFICATES [SIZE: 210W X 207H):

{warktiow_itle]

ZE: 150W N 90H:
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8.3 Group Branding

The Branding module allows you to assign a different logo and colour scheme that can be assigned to a specific
group.

1. Click ‘Add brand’ Customise your site to

reflect your business

Customise your PawerHouse Hub portal

hing you can cha

ur ideal onlin

ining platform, Star

2. Add abrand name

3. Click ‘Choose File’ to upload a brand
logo from your hard drive

4. Set Status. Active is live. Disabled

ADD BRAND

means the brand won't be seen by

the users Brand details Brand Name *
5. Select a colour scheme by using the NS 2

pre-set colour palette or by click in Brand Logo

the primary / accent colour box O [Gos=rieinomechomn
6. Assign the logo and colour scheme ::’:dm”"'mm"mW o

to a group(s) 0 - -
7. Click ‘Save’

Colours Use pre-set colour palette

In this example, when logging in as a © rrinar .
member of the Human Resources group, - -
you will see that the logo and colour m—
scheme has changed. — —

Resat colours to default

Assign to Groups
Choose the group(s] that you want this
branding to appear for. Q Tosearch, start typing a group name

Mote: Any group that already has a brand

assigned to it will not display here

¢ & Human Resources

People Skills

b Recruit Job Posts

£

(7] -
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8.4  Visitor Manager
The Visitor Manager module allows you to create temporary account for users who require site-specific
induction courses.

8.5 Training Records

This feature allows admins to have a comprehensive insight into all users’ external training activities. Once the
worker has imported external training records, the admin can view and accept or decline external training
records.

8.5.1 Adding an External Training Course for Review
Workers can add external training certificates to their Training Record by following these steps:

1. Click ‘Add / edit training’

TRAINING RECORD E r_gl

List Records  Add [ Edit Training

TRAINING RECORD

Each training activity that you complets will be added to your Training Record. To add an extemal training activity, click ‘Add Training’ and fillin the
required details. It will be added to your Training Record cnce approved.

1st January 2022 - 31st December 2022 - Print All Records

Watch your training
record grow
This feature allows you to gi

Vig HHEH
E . u |
= your Manager a Il
comprehensive insight into all your internal and
external training activities. To start adding

external training activities to your digital training
record, press the Add/Edit Training button. '
2. Edit the date when the training was completed
3. Enter a description of the training
4. Upload a document relevant to the training. This field is mandatory
5. Click 'Add’
ADD TRAINING B,

List Records Add | Edit Training

Description Documentation (Maximum file size: 500 MB) Edit/Delete

r:o :-..c:l'-_-".-,-o o | Choose File | No file chosen o “

Cancel
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8.5.2 Accepting Training Records
1. Click Training Records’
2. Click on the hamburger icon
3. Click ‘Edit / view record’

4. Click the link to download
documentation for review

5. Edit the activity date (if required)
by clicking in the text box

6. Edit the activity name (if required)
by clicking in the text box

7. To approve the training record,
click in the drop-down box and
select ‘Approved’

8. C(lick 'Save’ to save changes

EDITING TRAINING RECORD

APPROVE TRAINING RECORD

User Details
Users details. Click the file to download a
copy.

Training Record Details

Edit the training record by amending these

flelds If required

Approval

Update the Approval status to Approved for

this record to show in the users Training
cord list.

ol

Training records

User Name:

Joe Thomas

User Email:

joe@nowhere.com

Documentation:

o Manager employee relations certificate.png

Activity Date:

o 01/12/2021

Activity Name

o Managing Employee Relations

CPD Category:

CPD Hours:
0.00

Approval Status:

Qe -

Pending

Approved

o3

When the worker clicks ‘Add / edit training’ they can see that their training record has been approved.

8.5.3
1. Click Training Records’
2. Click the hamburger icon
3. C(lick ‘Delete record’. The
Training Record will now be
deleted from the user’s portal

8.6 User Accounts

pegnowherecom 10012022

2 EditView Record

o'—\ Delete Record

This feature allows you to create users at various user access levels. You have the option to create
learners/workers, managers, businesses, and administrator accounts.

Delete a Training Record _J

) nI][

It's important that you understand the hierarchy order of user types and what access they have on the platform.
You can also change the name of the user accounts to suit your business acronyms.
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Administrators

Administrators have the highest level of access on the platform. Administrators can grant permissions to other
users on the platform and edit any fields required. As an administrator you can also restrict other users'
accessibility across all module functions so they can only access what you want them to.

Managers

Managers are assigned based on the group structure, which is important when managers are seeking to run
reporting on certain content. Based on the group structure managers are assigned to, they have authorisation
to oversee all learner and candidate users and are responsible for all management of those users.

Employees/Learners

Learners strictly use the platform to complete set tasks/courses/events/workflows etc. which build into their
Workforce Wallet to compile a detailed overview of their professional profile and development. Learners, just
like managers, are assigned to a group structure so reporting and delegation of tasks are distributed correctly
under each group.

Candidates

A Candidate user is only created automatically when they apply for a job within the Recruitment Module and are
in the phase of being screened for suitability by management. Once successful, this user is transitioned
automatically into a learner user license.

User Creation Tip

For bulk upload of user types, this can be done by ensuring all relative fields are replicated and pre-filled in a
CSV spreadsheet ready for upload. If you are choosing to bulk upload 20 users or more, you are permitted to
send the spreadsheet to our Support Team for uploading.

8.6.1 Add a User Account
1. Click ‘Add User’

2. Select User Type (Worker (Learner), Manager, Business or Admin). The below screen shot shows required
information when creating an admin account

3. Select Status. Active: the user can access the platform. Disabled: The account is not yet live

4.  Complete General Information (this will change when a different User Type is selected).
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B

ADD USER

Account details

Post code [ Tip code

44
‘General Information Role Title
Provide 35 much detall 3s you can about this
Mr -
First
Last name * Address (Line 1)
Address (Line 2 Suburb | Town
ity State { County

Country *

Please ialect -

Fhane

il address *

You have the option to upload a profile picture
Create a link between two or more user accounts
providing the user the ability to easily switch
between accounts from the menu in the top bar
Create login details for your new user (note that the
password must be more than 6-12 characters)
Assign the user to groups. By doing this, you are
allowing the user accessibility to all course materials,
events, webinars, documents etc. assigned to those
groups

Click ‘Create’

PowerHouse Upskill Administrator Guide - 7.3 009a

o Profile Picture

Add the profile picture for this user

O vink Accounts

menu in the top bar.

) rogin Details
Create login details for your new user [note
that the username must be more than three

3) characters long).

o Assign to Groups

Assign the user to

are allowing
course mate

documents e

Business

Manager

Warker (Learner)

Username *

Password *

Canfirm Passward *

Saloct Group

Q Hd

Human Resources

OEX
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8.6.2 Assigning User Groups

Click on a user from the User Accounts page

£ " p
Showing 8 of 2
Users
User type

® Alusertypes

2dmin

8.6.3

Sotby  LastnamedZ

Click ‘Assigned Groups' within the Profile Summary.
Select the relevant groups/subgroups you wish to
assign or unassign to the user. By assigning groups to
your user account, you are giving the user access to all
courses, news, webinars, documentation, and events

within that group

Click 'Save’ to save changes

Impersonate User
Click on the hamburger icon next to the user that you want to impersonate

Click ‘Impersonate user’. A new window will appear and allow you to navigate the platform and see

1 HOLLI DRIAS | B

PROFILE SUMMARY

Halli Brian
H Mg

INFORMATIIN

T TS wores

Assigned Groups

Azsign the us

CONTACT DETMILS

& Australin

IVPLESORATE L3

+ B Human Resources

Recruie Joh Posts

Assigned Cpd Grou
Ear herit £

561 6an ooy Group
Setting, please select the cpd parent grova

for ths user,

Ne cpd grovps avaliabie

OER

exactly what that user sees. This can be used to test any settings made to the account or help problem
solve if a user is having issues with the platform.

Shawing8 of 8
Users
User type

User account
& All user types

Admin

Manager

Business

Worker

Candidate é .
Status

®  All statuses
Active

Disabled

8.6.4 Admin Permissions
This module allows you to restrict or allow admin’s ability to access specific modules in the left-hand navigation.

You can select the modules you wish to give the access to in the permission scheme and then assign that

scheme to an admin.
PowerHouse Upskill Administrator Guide - 7.3 009a

Login name

admin =

o]

Forms & Labels =

Sort by Last name A-Z =

Usertype  Status
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Click the ‘Add Permissions’ button to get started

1. Click the "Admin Permissions’ tab [+ rcapurmiion 123 esion
2. Click ‘Add permission’

Customise module

access for your admins ’
T ) allow to restrict or allow
, .

fic modules. You f A
- N2/

I—‘-,ulw ssions button to get started o Ei

3. Add permission scheme title
4. Select the modules that this setting allows @ i [N . atbis e wa
5. Click ‘Save’

EDIT PERMISSION SCHEME

Permission Schemes Permission Scheme Title
Control what your Admin users can do on thy

Permission 1
admin tal. Acc dividual modules

granted to

Landing Page Module
& Admin Dashboard

Allowed Modules

© App Store
© Assessments

© Assessments

@ Asset Manager

Branding

Certificate Manager
Course Catalogue
Course Editor
Dashboard Banner
Dashboard Surveys
Document Library
Email Templates
Events

Framework Manager
Group Management
Menu Shortcuts
News Editor
Recruit Handover
Reports

Scheduled Tasks
Settings

Support

Training Plan Manager
Training Records
User Accounts

User Uploads
Visitor Manager
Web Content Editor
Webinar Manager
Workflow Manager

Workforce Insights

OEEE
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The permission scheme you just created can be assigned when adding an admin user type (shown in the image

below).

ADD USER

Account details

Select the type of user you want to create... M
v ¥ Admin

Mote: The fields below may change depending
whether or not they're linked to a business so it is a

8.6.5 Import Users

You can import bulk users onto the platform by
uploading a CSV compatible file. This is suggested
when you are adding 20 or more users.

1. Click the ‘Import/Export’ drop-down box in
the top menu panel

2. Click Import Users'

3. Download CSV Template and fill out the form

with all user information

Upload completed CSV

5. If you haven't added a password for each
user in the CSV, select an option from the
drop-down box

6. Click 'Validate & Import’

8.6.6 Export Users

A spreadsheet will be generated for you containing all
users that match the selected criteria. It is not required
to specify any of these options; they exist purely to
provide further granularity.

1. Click Import/Export’

2. Click ‘Export Users' from the drop-down box
3. Select the relevant user type(s) and group(s)
that they are associated with

Click ‘Export’
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User Type * \Vermission Scheme (Edit) Status *

- Permission 1 Active i

e of user you are creating, and

you select all options above first.

FAPORTUSERS 2 ® & i5 ® C

UserAccounts  Admin Permissions  Import/Export = Forms&Labels = BuyMore Users  More ~

B ImportUsers

o B ExportUsers

EXPORT USERS

Cconfiguration

A spreadsheet will be generated for you

Select User Typels)

Waorker
contairing all users that matched the
selected criteria Manager
. Business
Itis nat required to specify any of these
options, they exist purely to provide furthel Visitor
granularity. Admin
Candidate

No users will be removed from the :.;:EE,

Select Group(s)
Q. Tosearch, starttyping a group name:

b Human Resources
» Recruit Job Posts

test

€ B ® 2 ® ®

@ Userhccounts  AdminPermissions  Import/Esport Formadlsbels = GuyMoreUsers  Mare =
o @ importi

IMPORT USERS @ ExportUsers

Please select an LMS compatible CSV file toimport. You can obtain the required template by clicking the "Download C5V Template” link below.

Maximum file size: 500 ME

o Choose File No file chosen

o Download CSV Template

Group Assignments:

5 within the import template itsetf, however first you must abtain the required group

plate and provide a particular user with that group key (separate multiple groups

with a comma). For example: group-key-1

CPD Group Seftings:

Each user will only inherit 1 CPD Group Setting, please ensure you have assigned 1 CPD Group for each user.

Duplicates:

Any duplicate, or already existing accounts will be ignored and you will be notified of these at the end of import.

Blank Password Handling:

You are able ta specify a password for each user within the CSV file, optionally you can leave this column blank but if they are blank we should

o Please Select -
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8.6.7 Manage Custom Fields

This feature allows admins to create custom fields for users that can display in registration forms, reports, user
profiles and more. Robust configuration options capture almost every possible requirement and seamlessly
integrates into our SSO solutions, requiring little effort on your part.

1. Click 'Forms & Labels’

2. Click ‘Manage Custom Fields’ from the drop-
down box

3. Select‘Add Field'

Select the type of field you want to create

Give the field a name

Add a description

Toggle Yes if you would like the fields to be

included in reports that are created

8. Toggle Yes if you would like learners to
complete the user fields under Edit Profile
where they can complete these manually

9. Click ‘Create’

No vk
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Customise the data
that gets collected
from your users

s feature allows admins (admin) to create

GENERAL INFORMATION

Field description Type *
lease provide the typs of fisld you v;ar?'.no e —
crsate, along with a title and an opsiana
description that can be displayed as help
test.
Fyau're not quite ready to publish the field o Ay Cu

¥0u £an set the stat

Titha *

back later 1 enable it Description
f d, the content below will be displayed below the field, typically useful for
ng helptul infarmation about the field

Display & Permission
settings

Hers you can specify where you want the

@ srovinrepons Showiouser profles (s

field to appear, you can add it to ang or mere

registration forme, show the field in your

users profiles, allow you

and more.

sption to b n autamatically populated

wihen the user signs in with Single Sign On
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8.6.8 Manage Forms

After User Fields are created, you can build a custom form
for your users to fill out. There are 3 Active forms to create
for learners, contractors, and business users.

1. Click ‘Forms & Labels’
2. Click ‘Manage Forms’
3. Cllck lAdd form’ ACTIVE BUSINESS FORM

The curme:

Detaulz Farm &

USER FORMS

4. Add a page heading o 8 &

Add a form title =D —

6. Select the form type. Choose from Worker,
Contractor, or Business

7. Select the ‘Publicity’ option from the drop-down

U

box
8. Add an introduction Tt o e
9. Assign the registrants to specific groups - =
10. Click ‘Add Standard Field’ to add a default field to (5] s sl -0
your form e —
o e L 81 W % R 2w

Group Assignments Aato-avsign the following groups:
( Can automEticay assigh regeitrants &

pecific grovo
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11. Click ‘Add Custom Field’ to add or create a
custom field to your form
12. Click ‘Rename’ to change name of field

Click ‘Remove field' to delete field from the form o”

13. Click and hold the hamburger icon to re-order
the fields "
14. Click ‘Create’ once the form is complete
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8.6.9 User Labels

You can modify the labels that are used to represent each user type. These labels will immediately appear in all

areas throughout the patform, s

More ~

USER LABELS 3 E EE
Note: To reset a label back to its default, leave it @35
blank. Custom names won't be applied in L e o el
Certificate variables or Email Template User Labels E—

va ri a b | es Yfou can modify the labels that are used to
‘ represent each user type and thess [abels will
mmediately appear in 2ll areas throughout Al Admin Admins

the platform.

1. Click the ‘Forms & Labels’ drop-down
box in the top menu panel

2. Click ‘User Labels’ e s wower Worker Workers

3. If you would like to change the user

applicd in Certificate variables or Email

type label, click in ‘Singular name’ and o e
‘Plural name’ fields, delete current i Contractor Contractors
name and type desired name . B
4. Click ‘Save' to save changes - o
Cancidte Candidtes

8.6.10 Buy More Users
1. Click ‘Buy More Users’

A ® E4 2 ® ®

m User Accounts Admin Permissions Import/Export = Forms & Labels = Buy More Users More *

2. Fill out the form
3. Click ‘Submit’ and one of our friendly team members will be in contact with you shortly

CONTACT POWERHOUSE HUB

Purchase Additional First Name * Last Name *
Accounts

Email * Phome *

W 61 - 412 345670

‘, Number of Accounts *

License Requirements *

= CE

8.6.11 More
1. ‘Username setting’ will take you to System
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2. ‘'Registration setting’ will take you to System

Showing8 of &
Searc Sortby  Last o 4, Registration settings
Users

8.7 Group Management
This module allows you to add your users to hierarchical groups along with multiple group managers. Within
each group, all users are given access to the same courses, news, events, course catalogue items etc.

8.7.1 Adding a Group
1. Click ‘Add group’

GRO l:o_:\: EMENT O &
Search  Groups

Build unlimited

hierarchical groups

This module 2 you to add your users to

hierarchicz Ips alon tr P By r

tlu_:,'\-.I:J Group button to begin! 3
te

ADD GROUP &
2. Add a group name and the group key 40D GROUP
will automatically populate
Group Details Group Name *

3. Add a short description. This is only _
o ] T:.Ja:det.'e:.guﬁr.u:.eitgrt_n.eg-c.pfame.o
visible to admins i s om
4. Toggle ON to enable a group limit and o e
then enter the maximum number of
workers that managers can assign to
the group O
5. Click 'Save’

Short Description

Manager Group Limits Enable Group Limit
You can seta limit for a group to ensure a m
Manager can only add/azsign a maximum
amount of workers to this group. Warker Limit
L]

Maimum amaount of workers that managers can assign to this group.
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8.7.2 Adding a Subgroup
1. Click the hamburger icon
2. Click ‘Add subgroup’

+ Add group

Total Groups: 1

w

Add a subgroup name

assign to the group
6. Click 'Save’

Managers
* Users @
imanager)

Add a short description. This is only visible to admins
5. Toggle ON to enable a group limit and then enter the maximum number of workers that managers can

SUB GROUP DETAILS

Sub Group Details

To add a new sub group, enter the group
nams, The Group Key will automatically
populate. Add a short description of the
group, if required

Manager Group Limits

¥ou can set a limit for a group to ensure a

Manager can only add/assign a maximum
amount of workers (learner) to this group.

PowerHouse Upskill Administrator Guide -

Groups

Sub Group Name *

(3]

Group Key *

Short Description

o

Enable Group Limit

Worker (Learner) Limit

L]

Maximum amount of warkers (learner) that managers (manager! can assign to this group.

@] |
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8.7.3 Assigning Assets to Groups
1. Select the group that you want to assign an asset to
2. Select the required asset. Options include:
e e )
e Assign Branding P — 2 |BE

° i warch | | Groups
Assign Course Cart s e

e Assign Courses
e Assign Events e DB AUB BB XBE
e Assign Training Plans S - Managers

e Assign News "
e Assign a Webinar
e Assign Users

(manager)

For the below example the ‘Courses’ asset was selected.

3. Select the courses you want to assign to the group
4. Click ‘Save' to save changes

GROUP MANAGEMENT Q &

Search Groups
+ Add group —

Assign Items to Selected Groups (and sub-groups):
{Human Resources, Recruitment)

NB: This functfon only assigns selected groups to new items. It does not unassign.

8.7.4 Edit Group

| dickonthegrouprame I NN )

GROUP MANAGEMENT 0. =2
2. Make the required changes Search  Groups
=

3. Click 'Save' to save changes

Total Groups: 1

[ ] Group name Description
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8.8 Asset Manager
Create new folders, upload images and files and view all your existing files within the platform - all in one place.
Start managing your portal’s assets by selecting the appropriate folder and uploading the relevant file.

1. Create a new folder

Sarch A

BIRCCTORY LIST

The fsses M3n2ger oo SIS y30 13 LPieae 20d ergarize flas tat ans equired trraughaut te platherm,

Eunen Fakle !

..........

2. Click on the folder you've just created, =
select;'Upload File’ and choose a file to
upload from your hard drive

3. Once the file has been uploaded you can
download or delete the file

8.9 Scheduled Tasks

A scheduled task is a job that runs at an interval automatically behind the scenes. The list below shows the

currently enabled/disabled tasks on your platform. _

1 . Cllck tO D|Sa ble and then C|ICk agaln tO :‘J l:i_i:-;:.v;-x;:wb!' at runs at an interval automatically behind the scenes, the fist below shows the currently enabled /disabled tasks on you

enable any schedule e e -
2. Click 'View log' to view the log Sy _ : % .
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9 Platform Manager
10.1 Web Content Editor

The Web Content Editor allows you to manage, publish and edit the information displayed to customers on the
public area of your training portal.

10.1.1 List Pages

1. Click the ‘List Pages’ tab

2. 'Edit Page Detail' - This will open your page content in an editor which allows you to edit your page
content and apply styling

3. ‘View Page Content’ - This will open the content page so you can preview how the page looks in the
frontend with all the styling elements applied to it

4. 'Add Sub Page’ - This feature will allow you to add a subpage which will be displayed in both the backend
and fronted of your site. Adding a subpage to a top menu page will automatically add a link to a
dropdown feature in the frontend

5. ‘View Page Archives’ - This will open a list of archived versions of the selected page. You can also use this
feature to save a copy of an old version of your page before making any changes to it. To do this simply
go into your archived pages and click the ‘Duplicate’ button

6. ‘Delete this page’

‘ | Q & a
%

List pages

10.1.1.1  Adding a new page
1. Click ‘Add page’

8 A & a
List pages Communities Submit sitemap Slideshow manager
X Re-order pages
m A B C D E E | H | J K L M N o] P Q R S T U Vv v X Y z
Title Status Date Modified
2082 B8 Hom Published  July 28,2015 11:08 AM
cOERE® Privacy Polic Published January 25, 2022 02:45 PM

cO0BBE® v Published December 16,2020 11:53 AM
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2. Add a page heading

Type the URL of the page

4, Toggle YES and add a
redirection URL if you want the
page to redirect to an existing
webpage

5. Set the status. Published
means the page can be viewed
on the frontend. Draft means
the page won't be seen on the
frontend.

6. Setwhere you want the page
to display by toggling YES in
desired locations

7. Click ‘Save’

w

Once you have finished you can add
meta and content to the page

8. Click the ‘Meta link’ to add
meta keywords and meta
description

9. Click the ‘Content’ link to
populate the page content

NTEM E

ADD NEW PAGE

Page Details
Create a new website page by adding the

page heading, The page name, or URL

address, will automatically populate based

on the heading.

Page Display
Tick the page links to set where you would

like your new page to display

PowerHouse Upskill Administrator Guide - 7.3 009a

Page Heading *

(2]

Page Name (URL Address) *

6

k Page Name

Redirection Page?

Redirection URL (address)

Status *

o Published

Show in Main Menu

(6

Show in Left Menu

Show in Sitemap

Show in Footer
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10.1.2 Communities
The communities tab will only be present if you have the Recruitment Module enabled.

1.

Click the ‘Communities’

tab to go to the home
page

Click in the CK Editor to

edit the introduction
text

You can use the styling
buttons (if required) to
fully personalise the
introduction text

Click ‘Save Changes’
Click the ‘Edit’ icon to
edit an individual
community

Click the 'View page’
icon to view the
frontend of the
community

Toggle Yes to enable a
redirection and type in
the redirection URL (if
required)

Click ‘Save Changes'

Click 'Sync communities’
to update all changes on

the frontend

& Sync communities

MANAGE YOUR COMMUNITIES

Primary Content

Edit the cantent displayed on the home page

of communities.

Your communities (8)
Edit the cantent displayed within each
community.

] Al ] a

List pages Communities Submit sitemap Slideshow manager

View Page

ntent
L BT U|x x === = 3|;= = iE 99
- LW m= 0
Styles - Fonl - | size -A-B- 6 B o-®-
i - [ Source

Welcome to our Talent Community

Your Personalised Career Pathway

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem
Ipsum has been the industry's standard dummy text ever since the 1500s, when an
unknown printer took a galley of type and scrambled it to make a type specimen

book. It has survived not only five centuries, but also the leap into electronic type-
setting, remaining essentially unchanged. It was popularised in the 13605 with the

releass nf | etraset sheets containine | nrem Insum nassases. and mare recently

A

o=z

Future Wark

Community Namas

4 I: Allied Healt 0 1

2 [J Cleaners

Redirection
If you prefer, you can redirect everyone
accessing communities to an alternate site.

PowerHouse Upskill Administrator Guide - 7.3 009a

20 Food Preparation i :
¢ Home Care (HCP

20 Nusing 0 (
2 Residential Aged Care (RAC)

¢ Volunteering ) 1

Enable redirection

edirect URL
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10.1.2.1  Styling a Job Post

Click the ‘Edit’ icon in step 5 of Web Content Editor (above) to be taken to a specific Community.

1. Click on the ‘Edit" icon next to the job post that you would like to style

FOIT COMMUINITY

COMMUNITY HOME

Cleaners
Sdittoe cootent o splaves horthe pages of

this communit

Lescription:

it Inciude: Cieaning, stocking anc s aplyng ces grarsd s
5. v2CUUmIing, monping, clesning e lirg verds, restroom clesning

DBanner Content
This conters s saluyed an toacf the borazsalthin sach camrunity page.

DI J0E DELAILY

Laundry Assistant

Edit the cantet lspiayad ar bls [,

Lozation

Awralia, QLO, Snisbume

sertption
W|%|B T ¥ %« x=am|=:= E M

= o m CTH@EEQD

B v Fom - | s - AA R R oo

[ -

PHH Agec] Care A CURCtly seeking Coancr and Launery Ssslsrands b el e

te3m an = partbrs o cazual Jasiz,

ranment sc that senors b

e s al e o a5

t poasible standards atzleandl-
isirs safety ol nin-

Reporbing b the Hosekecping SUpervbar, The Clanee 2od Laurdry Sesstant wil -

Pl
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10.1.2.2  Editing Jobs Content
On this page, you can edit the content displayed for the
‘jobs’ page of this Community.

1. Click 'View page’ to be taken to the page you are
editing

2. Click the box (use the CK Editor if necessary) to
change the content that is displayed on the main
jobs landing page for this Community

3. Click the box (use the CK Editor if necessary) to
change the content that is displayed when a visitor
submits their CV for a job within this Community

10.1.2.3  Editing Future Work Content

On this page, you can edit the content displayed for Future

Work postings for this Community

1. Click ‘View page’ to be taken to the page you are
editing

2. Click the box (use the CK Editor if necessary) to
change the content that is displayed on the main
future work landing page for this Community

3. Click the box (use the CK editor if necessary) to
change the content that is displayed when a visitor
wishes to register their interest for future work
within this Community

4. Click ‘Save' to save changes
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Jobs Content Main conter

splayed on the mam Jobs laNdIng page for s comenunity

thisct

L BT U« xRS m s )
- mEWmE=0

sm - | o - | s - A-D-H B Oo---

View our Current Job Ads and Apply Today

View our current list of job roles and filter by work preferences and Lo

caticn. Select View Job for mare details including the job description.

To apply for a job, selact Apply Now, add your details and upload your
O and we wlll contact you.

! WFer 3 ¢ U
k& am "
* aA-@- B o-=-

Apply for a Current Job

We welcome you to apply for this current job listing. Mter reviewing
the position description, please complete the form below, uslozd your
O and select Apply.

FUTURE WOAK o S

Content

Edit the content displayed for fu

page of this community.

oo A-B@- o
- @ o

Welcome to our Future Work Registration

Page

On this page, we invite you to register for a Future Work Role, You
can select one or more of the job rales below, read more about the
role, review the position description and then register by adding
your details and upleading your CV. We will contact you when jobs

fior this role become available in your ares.

Register today for Future Work Roles in
organisation

To register for the following future role, please enter your name, email

and upload yo tsct Ragister and you are done! We vill email

you to complete the reglstration proces

o] = |
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10.1.3 Submit Sitemap
By submitting the structure of your site to search engines you are indexing it in a better way. It is recommended
that you perform this action after adding new content or updating existing content. This action can be
performed only once per hour. Sending your sitemap to the search engines will not guarantee a higher ranking
on the search results, although it might have a positive impact in the long term.

1. Click the ‘Submit sitemap’ tab
2. Click ‘'Submit to search engines’

hat you perform this action after adding new content or upd

¢t sitemap to search engines will not guarantee a higher rank, although it may have a positive impact in the long term.

10.1.4 Slideshow Manager
1. Click on the ‘Sideshow manager'tab | Y

2. Click ‘Add banner’ Loesgye e

Toggle ON to enable banner

Add a banner title

Toggle ON if you want to show the banner title
Click choose file to upload your banner image
Add a banner caption if required

Set the banner title or banner caption font colour
9. Add a banner link if required Sonnerimase —
10. Set the banner duration

11. Toggle ON to show banner layer
12. Click 'Save' to save changes

Banner Enabled Enaile Barinar

Tour cument [lome Fags template: | e

© No AW
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