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Welcome

Congratulations and welcome to the etrainu Learning Management System (LMS). Your
etrainu account will be your personal training record management system. All courses that

you complete using your etrainu account will stay safely online and are accessible 24/7.

etrainu offers a range of accredited and non-accredited courses varying from hospitality
through to retail and business based courses. To see the full range of courses on offer please

visit www.etrainu.com and review the courses and pricing pages.

If you are an employee of a company that utilises the etrainu LMS, you will have the ability to
share your certificates/statements of attainments and records with your employer for your
employment requirements. This feature is detailed later in this user guide in the Partnerships

section.

This guide has been designed to help you become confident in navigating and utilising the

etrainu LMS to its maximum performance.
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Logging On

1. Go to the etrainu website: www.etrainu.com/training

LOg In 10 access your

training

Dont have an sccount? Sgn by

-

» . W
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2. Type in your username and password in the bottom right hand corner and click “Sgn Ir’. Your
username was created when you first accessed the site, something that was familiar to you. Your

password should consist of at least four characters long.

Log in to access your
training

Doan't hawve an acoount? Sign Up

CeWOE

m cant Sign "
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Forgotten Your Password?

If you have forgotten your password, the “/ | Y Q (i 2¢&ink Anyassidt ybu to reset your password.

1. Clickthed / Iy Q (% lidk hedtyo the $gn in button.

Log in to access your
training

Dan't hanne an account? Sign Up

2. You will be presented with a prompt to enter your email address or user name. This is the email
address you have linked with your etrainu account.

Please note if you have more than one account that has the same email address this will not
work. You should then enter the username for the account you want the password to be reset
for.

Forgot Username or
Password?

No problem, We'll send you a link to
reset your password.

USERNAME OR EMAIL
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3. Enter your email address or username in the field provided and then click “Senck.
4. A password reset link will be sent to your email from the email helpdesk@etrainu.com .

A password reset link has been
dispatched to your email address.

No problem, We'll send you a link to
reset your password.

USERNAME OR EMAIL

A

5. IntheemailclickonawSaSid tl aagz2NRE

Welcome to etrainu, Etrainu Participant. Email not loading? Click hare

Password Reset

Hi Etrainu Participant,
Your username is etrainuparticipant.
A password reset has been requested for your account.

If you did not request this email, please ignore. Your password has not been
changed.

S
( Reset Password

Thank you,
the etrainu team.

If you would like further support please visit our help desk centre.

etrainu’

COM
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6. You will then be prompted to enter in a new password and thenclick @ { | .3 S ¢

Please enter the new password for
your account.

PASSWORD

COMFIRM PASSWORD

NOTE: Your username and password security are your responsibility. Ensure you keep
your password private. If you cannot remember your username, please contact our
help desk on helpdesk@etrainu.com
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Managing Your Personal Account

It is important that your personal details are keep up to date. You can edit your personal information

by following the steps below.

1. Click on “Accoung from the menu bar up the top right hand side.

Home  Training Library My Training Help .

7

2. From the drop down menuclickon@ 9 RA G | 002 dzy (i ¢

Home  Training Library My Training  Help  Account

Edit Account
Logout

3. Make any relevant changes / updates.
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Edit Account Information

Edit Account Information for Elrainu Parficipant
i vl Funied 3 vkl i ORIV I ST 1D SRR TR e B .
Pitirtas B0 #10RINALOHT 40y U @i SaFe HSE 50 Chat thEse MESIagEs Bne ot marked &5 span

Accourt Infermation

Wpermare & abainupartia pasl
for 4 LrigeE LA
Pidwer + 00000 s -
PALS] D M bEdrd & TP
Personal Information
Tishe: & [
First Mame & i
S - —
your B A
Wi Mame:
Last Nare: o FamicipaTt
i s . i
your Saaterrenl of Mmaee
GEndEn & Wisle @) Fempls

4. Click “Savet Save

NOTE: All fields marked with a red asterix (*) is mandatory required information.

etrainu Participant User Guide Page8 of 23
Date: 31/03/2017
Version: 20



C.D etrainu’

.COM

Purchasing courses

This feature allows you to purchase additional online courses using your credit card. You can access
additional training via the Training Library from the menu bar.

1. Clickond ¢ NI A y A yirdm theménbamidie top right hand corner.

—_—

Home (Training Library My Training Help  Account

2. Under the heading “Course” select the item you would like to purchase.

Courses
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3. Click on dPurchaséfor the course you would like to purchase.
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Thin Sundle contsirs the following mournae:

1. Pravide Responsiahs Sereice o Aloshol - National (HTHEABIOY - Fou Srebdy Bave sccess 15 1his course.
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4. Typeinany promotional codes you may have. Enter your credit card detail in the space provided.
You must then place a tick in the box agreeing to our terms and conditions regarding the course
you are undertaking (this is only applicable when purchasing nationally accredited training).

5. Clickdt N2 OSaa. tleySyiaé

Pay far your course
Ty i w5 i 5, s e

P Wb ek g —
hamoral
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6. Once the payment has successfully processed, you will be advised that the purchase is complete
and you can then begin your training by clickingond D2 TN A VA Yy 3 €

etrainu’
.COM
o @ .

START
TRAINING

Purchase Complete
Thank you for choosing etrainu

Your payment was successful and your receipt has been
sent to your email address:

jordanrowney@etrainu.com

You will now be directed to your online training.

( GO TOTRAINING )
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My Training page

As a participant, the “My Training page is the most important area of our e-learning site. The “My
¢ NJ A yaBeysJalr gateway to all your training needs. All training that has been allocated to you
will be displayed here.

Click on the “My Training’ tab from the menu to view your training.

The “My Training page has a number of features; these are explained further on the next page.

my training your registened training and progression

iy Rrarnrg
Filier tralnieg by F e s by u ‘Growp raindng by Cioup ey By n Shaow Expined Traning: m
Truining Courss Code Buredm Crdas i tihzali Cariifat Slmbie Progrexa
= Frowider: stninu - Accredfed Training - ATOFA 1345
= Providha fispossble Gambling Servics - National SITHGAM AT ] COMPLETE [
4 Participae in Safe Fond Handing Fraciices STXFEAT Farticipate in Sale 1 ROT BTARTED %
Food Hardling
Practice
= Peorvich Rusizonsible Service of Alzochol - Hasosal SITHRAB2 REEASRET 1 RO STARTED %
Foagdality
Packagn - Mabionsl
= lse Hygienic Practices far Food Safely HETEFSA101 Llne Hygenic 1 HOT STARTED: 0%
Fractices for Fong
Safey
4 Powithe Respaonsible Bambling Bervices - National SITHCAM N [HEARBG ‘s RWOT BTARTED 2]
Fispataliy
Package - Maonal
= Ladgueige Liefisy asd Mo sy Guit ETULL KA BEARED 3 COMPLETE [ T
Haspitality
Package - Mationsl
[0 Cournsg)
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Show Expired

Trainin
Filter Training by: g

This will assist

|
|
|
I
Tick this box to :
|
|
|
I
|

-\
-

Provider

| |
1 |
1= 1 1
[ 1
P ) I /I display your
11 youtofilteryour .
| o " / expired
! training by / -
[ leti ! mm e - / training.
1 1 . P
I compietion , 1 Group training by | g s========--
; : status, i.e. : e - : | —|9’mc Training Library ~ My Training  Help f—‘\ct:our‘:I : Progress
: ! Completed or In I // 1 This orders your : 1 11
1 Progress. 1 1 . / 11
,' " I ,/ ; training by : /I | | Thisshowsata
o . ! : providers or I , I' : glance the progress
my tralnlng ydur registered training and progression R i bundle. ! ) 1 youhave made on
" ,/ | : I' ,' | particular course,
[ ,' b 7 I ! training plan or
! / ! . : bundle
- I , / I .
My Training b , /, P
1 ‘ I
Filter training by: Filter training by... Group training by: Group training by... B2 show Expired Training: 1
1
1
Training Course Code Bundle Order Bundle Certification Certification Status Progress e
~ Provider: etrainu - Accredited Training - RTO#31345
,/| + Provide Responsible Gambling Services - National SITHGAM201 COMPLETE o 100%
’
’ + Provide Responsible Service of Aleohol - National SITHFABOO2 Provide 1 ‘\ NOT STARTED 0%
/’ Responsible \
/ Service of Alcohol \
’ 1
’ + Language Literacy and Numeracy Quiz ETULLNACO001 Provide 2 1 COMPLETE S 100%
)/ N Responsible 1
P \ Service of Alcohol :
’ \
’ (3Courses) __~- ; | I 57%
|
1
1
1

Training Course . T
9 Bundle or Public Certification

This is the name of the Bundle / Grouped Training

! I
) I
| I
1 |
I : This is the individual and grouped
: provider of the training, i.e

I
: |
1 |
1 1
1 1

training course. Any Grouped

1
1

1

1

1 When you have completed training which
I

I Training that contains more than

1

1

1

1

I

1

has a certification attached it is emailed to
you and additionally you can view it here at

etrainu — Accredited Training If a course belongs to a group of training, its allocated bundle

one course allows you to click on name will appear in this column.

— RTO#31345 i icki i
the + to expand and view all the :gr\:t?ni t;t zg:tl:fi:?“zhe PDF icon. You
_______________ courses which are part of the A Bundle is any two or more courses that have been ‘bundled’ P '
group or grouped together so that you receive all courses at the same I

time. Your Induction is an example of a bundle.
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Accessing Training

To access your training courses, complete the following steps.

1. Click on “My Training’ from the menu bar on the top right hand side.

Home  Training Library Help  Account I

2. Select the provider who distributed the training by clicking on the + next to the provider name.

3. Click on the name of the training course you wish to undertake and the course will open.

my train ing your registered training and progression

Fy Training
FiRer rabning B F ler Disrning by B Geouptraining By Goous lisig by, B Show Exsired Training:
Training Cosrms Cads Aundis Dreer Bunzle Cortficatizn Cartifcaron Statux Frogress
Proveider: et - Ace riafived Tisirdng - ATO#31 345
¢ PO etk P SITHEAMDIN i COMPLETE o o
Beovide Regpongitle Service of Acchol - National > SITHFABDIR Frowide 1 WOT STARTED %
Besponsible
Sarwizi off Alerhi]
Lasgeages Litesscy and Numeracy Quis ETULLKADE01 Prowide 2 COMPLETE T s
Responsible
Serwize of Alcohal
{3 Courai) I 7

4. Depending on your course design you will either have the My stages screen or it will take you
straight into commencing your training. If you havethe @ a & { {creéhSlidkdn the stage
you wish to complete e.g. your first stage to begin.

My Stages:

Stages in Provide Responsible Service of Alcohol - National

Current Stages

ORDER STAGE NAME STATUS
1 ( Introduction ) No Assessment
Not Started

2 Legislation

Straight into the course:

14
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Welcome
to Basic Food Handling

Teday you wil learn cbout the basic procedures used
in food hondiing and how to minimise the risk of

contamination
This module outhnes:

* Workploce and personal hygiene
“ Food hozards and contamination
* Food handling sechniques

At the end of the medule you will be drecwd 1o
complate ¢ shon onlinge asiesument i st your

ko
rowledgs Begin Training >

e = —

5. If you have the “My Stages” view, the & a & { fcrkeRdpgear. Click on first the slide name in
blue writing and begin your training.

My Slides in Legislation

Current Slides

ORDER SLIDE NAME STATUS

1 [=| Introduction

2 The Liquor Act

6. Read through each slide carefully. Click on the button to progress to the next slide.

15
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Learning Strategy for this Stage

C.> etrainu

Provide Responsible Service of Alco

e b the workplace and the Irplcations of any telres to e

7. Once you have reached the last slide:
a. If you have a course that takes you to My Slides you will get the below
. Ifthereisnod ¢ I 1 S | & Bufich i ¥Sogttbra right hand corner of the

Click here to return to Stages
button to move to the next stage.

screen, click the

NOTE: WESSSESE hutton

will appear here if an
assessment needs to be

completed.

Ready to Go!

C.D etrainu

Provide Responsible Service of Alcoh

A l"'n‘_lg' -
W g ?

You are now ready to commence your SITHFAB201 PROVIDE RESPONSIBLE SERVICE OF ALGHOL course.

Il. If there is a “Take Assessment” button in the bottom right hand corner of the
screen, click the WELSASEIE button to take your assessment.

16
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Il 11" Dk e o S

b. If you go straight into your course you will get a take assessment button within the module.

Congratulations

C(:?ruiulahons, you hove completed the Basic
Food Handling troining module.

T you hove learnt how 1o properly store,
handle and prepore food in order to maintain
heokh and scfoty.

17
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Assessments

Various forms of assessments are incorporated throughout training courses to reinforce your
understanding of the content and competency in completing the training.

Assessments can occur intermittently throughout or alternatively at the completion of a course.

1. Once you have clicked the Take Assessment button, read through the questions and select your
answers by selecting the checkboxes/radio buttons beside the answer you believe is correct.
a. Ifyou have to click the orange take assessment button your assessment will open up
in another screen and will look like this:

etrainu’

Cios

Legislation

Questions

Question 1

Each slatesterr Bory have thei own legitl stor o reguiabe the induitry? Tree or Palse?
Lt

Fase

Quistion 2

Tha LicsnssaiMasager af tha bcamsd mtablihmant bas a8 duty of care b Bse patron ard i reparaible Sor the houss palicy, sgnages
e record kevpieg. True or FalsT

Fise
Bt

b. If you have the assessment within the training it will look like this:

Question 1

‘what is food paisaning®

A infection thal cousss moste sickness within cse hour o o dors of eofing food that hos besn
seniaminaied by phyical, chemical or micr chiclegical hazerds

& physical, chemicol or microbiokgicnl dseose #al muses death within hwo doys of eating keod that

seniaim, or hoy contained, the lead pasaning vins

A wruy thiot couses sickness or deat within two dnyw"mlm-g"md that s confrocied the W

thraugh crow coninminclian

.

2. Once you have submitted your answers for the questions you will have either

18
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a. My Stages view — your window will close if you have answered all the questions
correctly and will return you to the My Stages page. Alternatively, the window
remains open and questions you need to attempt again will show for you to retry.

Stages in Provide Responsible Service of Alcohol - National

Current Stages

ORDER STAGE NAME STATUS

1 Introduction No Assessment
2 Legislation V4 Complete

3 Standard Drinks Mot Started

Questions

Question 1
Each statefterritory have their swn legislation to regulass che Industry? True or Faloe?
* Te

Vs

Question 2

| ous bren siwasy amreee 1 i ot oy, |

The Licensee’Masager of the Bcensed establishment has a duty of care to the patran aod is responsible Tor the heuse pslicy, signage
aredl recoed eeping. Tree o False?

Fadse:

» Trm

Question 3
Forry, bt your pree D0 TR R QUANTED WS TRETOL

Therw are thare many type of liguer lleesom? True or Falie?

T

b. Module View — successful completion of the assessment and your screen will say
congratulations you have passed. Alternatively, if not all questions are answered
correctly, the screen shows your percentage pass rate and displays a retry quiz button
for you to attempt the assessment again.

19
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Congratulations!
You passed.

BT s ~
. e 5 = Finish Course

Sorry.
You need 100% to pass this
assessment, Ploase click on Retry
Quiz %o fry agam

Restart Course Retry Quiz

Once you have read through all modules/stages and answered all questions correctly and met any
required competency levels, you have completed the module or stage. You will then be able to begin
the next module or stage.

You can monitor your progress by looking at your “My Training” page. This will show you which
modules are completed and which are still to be done.

20
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Locked Out

Participants may be “locked out if they have answered a question incorrectly three or more times
when completing accredited training.

Our assessors are advised immediately via email when you are locked out and will make contact with
you within 24 business hours. You can also request to be unlocked via email on helpesk@etrainu.com

to request to be unlocked. A trainer/assessor will then assist you with any queries regarding your
assessment.

Viewing Your Certification

Once you have successfully completed a course you are able to view / print any certification attached
to your training at any point in time by simply logging in.

Note: Not all training will have certification attached in the system. Eg. Employer
created training.

1. Click on “My Training’ tab.

Home  Training Library (My Training) Help  Account

2. Locate the training you have completed, looking for the green 100% progress bar.

my train ing your registered training and progresaion

My Fraireg
Filer rabing By F len D by B Geouptraining By Geous g by, B Show Exsired Training:
Training Cosres Cada Hundls Droer Hundle Carificatizn Ceritfeaxton Staiux
Priveidir: #truin - Az fisdined Tmining - ATORI1 345
+  [Provide Responsible Sambing Services - Nosona SITHGAM2D @ COMPLETE
v Peordide Sesponsitie Service of Mochaol - Waticnal SITHFABDDZ Prowide WOT STARTED
Besponsible
i of Alenhsl
v Lesgeage Litesscy and Numerscy Quir ETULLNADS01 Provide ] COMPLETE I [
Aesponsinie
Soraice of Alcohol
{3 Courais)
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3. To access your certification for this training click on the PDF image in the Public Certification
column. This certification may be printed out, emailed or saved to another location. All
certification is stored safely on the etrainu system for easy access. Below is an example:

C.D etrainu

cCOomMm

STATEMENT OF
ATTAINMENT

THIS IS A STATEMENT THAT

Etrainu Participant

HAS ATTAINED
SITXFSA101 Use Hygienic Practices for Food Safety

THESE COMPETENCIES FORM PART OF
SIT30713 Certificate lll in Hospitality

Thes unt of compaluncy fom the SIT12 Tounsm, Trawol and Hospttakly Tranmg Fackagoprovicdas shkills 1o work
hygerscaly when handing food 1| meels the prescnbedceicaRon reguimments Gncer sume Ausiralon, Shslo

and Teatoey 100d salely laws e

nadnviduals o wark 85 1004 haneiars

A Statement of Attainment is issued by a Registered Training Organisation
when an individual has completed one or more accredited units.

M C.D ?-

NATALIE SCOPELLITI
CEO Chalienge Naticnal Pty Lid E"D?"%QQAEL o e

STATEMENT OF ATTAINMENT NUMAER

71845934471 8-3421-8071.B8basnbdat37 Challenge National Pty Ltd tias etrainu

Level 3 106 Edward Street Brisbane City QLD 4000
DATE OF ISSUE (07) 3114 2858 | www slrainu.com
311032016 ABN 12 060 782 667 | RTO Provider #31345
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Frequently Asked Questions

For all our frequently asked question are listed here https://etrainusupport.zendesk.com/hc/en-us if
you are unable to find an answer to your question please email helpdesk@etrainu.com

Contact Us

Should you need any further support or assistance contact the etrainu helpdesk.

Email requests can be sent to etrainu Helpdesk helpdesk@etrainu.com

All email requests are responded to you within one business day. If a request will take longer than one
working day to complete, you will be notified by email.
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