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Chizholsn

Employer Knnect

The following Training Guide has been created by the Training and Communications Team
(Academic Administration) and is reflective of Strata version 7.5,— July 2023.

This is a visual training aid to support Employers in using Employer Knnect and may not reflect all
Business Area internal processes and Work Instructions.

Contact details

Email: EmployerKnnect@chisholm.edu.au

Phone: 1300 775 265
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Knnect Detalls

Chisholm’s Knnect applications utilise modern web browser technologies to deliver the same user
experience on any device. The application can be run equally as well on a PC or Mac desktop as it
does on an Android or iOS mobile device.

This online program allows employers to view information about their apprentices including
timetables, attendance, and course progress. Using Knnect, employers are also able to complete
sign-off’s in real-time. All this and more is available at any location with an internet connection.
Utilising this user-friendly and intuitive system will allow employers to access information about their
apprentices at their convenience, as well as having the most up to date information about their
training progress.

As a new initiative, Chisholm is working on continuously improving this system. We welcome any
feedback and/or suggestions emailed to EmployerKnnect@chisholm.edu.au.

If you need help, or would like a paper copy of this guide, you can contact us by email at
EmployerKnnect@chisholm.edu.au

NOTE: The screen shots used in this guide may vary from your user view, depending on the browser
or device being used. The browser used for the screen shots in this guide is Microsoft Edge (version
116.0.1938.62), iPhone 13Max (iOS version 16.6), Samsung Galaxy Tablet (Module SM-T290). As
the screen shots are taken from our UAT website the URL is not the URL for all users.

Key Features

. Linkable - the Application can be shared by URL.
. Installable - can be available on the device's home screen or app launcher as an icon.
* Navigate to the website or web page you want to pin to your home screen.
* Tap the menu icon (3 dots in upper right-hand corner) and tap ‘Add to Home Screen’.

* Choose a name for the website shortcut, then your web browser will add it to your
home screen

Apple device
. Open Knnect in your Web Browser

Employer Knnect - UAT Cher— . At the bottom of the page is an icon with an arrow pointing
up (share or forward)— select this

. In Chrome — there is a forward icon at the top right of
screen — Select this

Welcome to Knnect

Sign in with email

Privacy Policy — Terms & Conditions
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employer-knnect-chi-uat web.

Welcome to Knnect

t Portal provid

Employer Knnect - UAT Chivholn—

Sign in with email

10:46 w T .
. Sign-in

Options

Copy
Add to Reading List
Add Bookmark

Add to Favourites

8% B S8 @

Add to Quick Note

Find on Page F\Q
Add to Home Screen
Markup ®
Print ®
Search With lens Q
Save to Dropbox £~

Edit Actions

e

Click “Add”

Employer Knnect

Chizholsn

Scroll down to “Add to Home Screen”

P e e e

Cancel  Add to Home Screen

Knnect

")
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Knnect will then display on your device as an app

Android Device (Tablet)

Once opened in your web browser, a pop up will ask “Allow notifications from this website” —
select “Allow”, this will ensure that you are able to produce any reports from Knnect, and
receive notifications when a unit signoff has been completed.

employer-knnect-chi-uat.web.app wants to send you
=" notifications

Employer Knnect Version 1.4 7
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Add Employer Knnect to Home screen as an app

. Go to top right and tap on the 3 dots

. Select “Install app”

e | Employer Knnect - U4 X
-uat New tab

3% New Incognito tab

[+ New window

| 4O History

TD
¥ Downloads

YW Bookmarks

Recent tabs

Share...
Find in page

Translate...

Install app

Desktop site O

£ Settings

l & employer-kn.. + Follow

. Once installed at the top of the screen you will be notified the “Knnect App Installed”

=aBKnnect- U~ X

G knnect - Google Search
o Knnect App installed

Employer Knnect Version 1.4 8
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Go to your Apps in your device — scroll up from bottom of screen to display all apps.

e e O

Calculator Clock Galaxy Store Play Store Google

Scroll up from Bottom
1 of Screen

% S

e Select the new app Knnect

Search

@ 0 O 0

Samsung Google OneDrive Play Store Camera

¥ © & O ©

Gallery Clock Contacts Settings Calendar

2 r O @ O

Calculator Samsung Notes Drive Google TV Photos

Q 3

Play Music Spotify Meet REC - Screen Screen Recorder
Recorder

= © #» a 6

Screen Recorder Screen Recorder Screen Recorder AZ Scree Knnect
Recorder

Employer Knnect Version 1.4
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e Hold your finger on the app and drag anywhere on your home screen or select “Add to Home”

Play Music Spotify Meet

o (®) ke

Screen Recorder Screen Recorder Screen Recorder AZ Screen
Recorder

OneDrive

Employer Knnect Version 1.4 10
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Terminology
Code Description
AASN Australian Apprenticeship Support Network (Apprenticeship Network) e.g. MEGT,
Sarina Russo
Epsilon Victoria’s Apprenticeship and Traineeship Register
VRQA The Victorian Registration and Qualifications Authority
TC Training Contract (issued by VRQA)
STP Student Training Plan — Created by Chisolm
NCD Nominal Completion Date — End date of Training Contract
STC Student Training Contract

You will be set up on our System and an email will be sent to the employer email address with a link
to login. The below are the features of Signing In:-

o Email & password login, account creation and password reset

1. Sign in with your email

Employer Knnect - UAT

Welcome to the Chisholm's Employer Knnect

This is placeholder content. Replace with your own introductory content on the Application Settings page.

Sign in with email

Email

Privacy Policy — Terms & Conditions

This is placeholder content. Replace with your own introductory content on the Application Settings page.

Employer Knnect Version 1.4 11



Employer Knnect - UAT

Welcome to the Chisholm's Employer Knnect

This is placeholder content. Replace with your own introductory content on the Application Settings page.

Sign in with email

Ema
judy west@makebelive.com

Privacy Policy — Terms & Conditions

This is placeholder content. Replace with your own introductory content on the Application Settings page

2. Click Next
3. If wanting to use the system generated password, click Save. To see what this password is,
click in the space “Choose Password”.

NOTE:- A password generator will ONLY work if using Microsoft Edge or Google Chrome as your
browser.
Jrown mtroauCtany Conent on The AppIICaton Setings page.

Create account

Ema

Your Email Address

First & last name

Your Full Name

Choose password

m4pLQVNkHB3tK_: ©®
B Microsoft Edae generated this strong password. h 4
m4pLQVnkH63tK : (& Refresh

D Your password will be saved and filled across

devices, Manage your passwords in settings.

Bocico o , ot

4. To Create your own password select the “Choose Password”

Employer Knnect Version 1.4 12
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Employer Knnect - UAT

Welcome to the Chisholm's Employer Knnect

his Is placeholder content. Replace with your own in

Create account

Click in the “Choose
password” space to set

your own password.

Your Full Name

enter your password o
cancEL | SAvE

Employer Knnect - UAT

Welcome to the Chisholm's Employer Knnect

Create account

| Email Address

| Your Password

Welcome page

Employer Knnect will open the Welcome page where you can view the Privacy Policy and Terms &
Conditions.

Employer Knnect - UAT

|Welcome to Knnect |

The Knnect Portal provides access to apprentice student timetables, attendance, results and unit sigh-offs

O

Privacy Policy — Terms & Conditions

Access to this portal is restricted to eligible employers. Unauthorised access is prohibited

3.1.84 - employerknnect-chiuat — © AVAXA Pty Ltd

The default view is the Home page which displays the main navigation tiles.

10 9

Student Training Receipts Company Details
Plans [ S— PP e p—
View downlosdsbie STP i ozl
reprts.

Employer Knnect Version 1.4 13



List Bar

Chizholsn

At the top left of the screen if you select the 3 bars this will display a list of actions that can be
actioned in Knnect and can be pinned to the left of the screen for ease of selecting another section

PC View

I E Company Deia\lsl o

I P=N My Profile I @
a=>»
[=*] Notifications 0
. *a Settings @
* Sign-Out

Employer Knnect

©CoNoO~whE

Pin the list bar to the left of the screen

Home — will display all tiles to the right

List of apprentices

Signoff requests to be actioned

Student Training Plans for your apprentices
Timetable for your apprentices

Pre-enrolments for your apprentices

Receipts processed in the name of your company
Company details information

10 My Profile — amend your details and change your password
11. Notifications sent by Chisholm
12. Settings

13. Sign out of Knnect

) l. d )

-
L0
-

B 8 W [

154 ¢

Mobile Device View

& employer-knnect-chi-uat.web.app O

Employer Knn...
Home

Apprentices

Signoff Requests D

Student Training ...

Timetable
Pre-enrolments
Receipts
Company Details
My Profile
Notifications

Settings

Sign-Out

Version 1.4
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The List Bar can be pinned to the left of the screen; this makes it easier to find the area you wish to
navigate to. Select the pin icon to keep the List Bar visible at all times.

PC View

ttps//employer-knnect-chi-uatweb.app/home
e I o, TV S
AL Home
: Apprentices (5]
10 ]
Y
W Signoff Requests
Apprentices Signoff Requests Student Training Timetable Pre-enrolments Receipts Company De
i  Student Training Plans (9] View progress, timetables Approve Signoff requests Plans View the timetable and View out Pre- View receipts. View
and Training plans of for compieted units. View o 1P attendance Tof all your BN
individual apprentices. reports. apprentices.

] Timetable
£55  Preenroiments )

e Important Information for Knnect Test Tile - DB

B8  Receints Employers - MEM30319

E Company Details

MORE >

- MPoie
E" Notifications

.'u Settings MORER

Mobile Device View

Home

Apprentices (9]
Signoff Requests @
Student Training .. €
Timetable

Pre-enrolments

Receipts

Company Details
My Profile
Notifications

Settings

Sign-Out

Employer Knnect Version 1.4 15
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The Home menu option will return you to the default screen displaying the main navigation tiles.

Home

PC View

< C @ ] https//employer-knnect-chi-uat.web.app/home LB OA & B v 5 @

ﬁE Employer Knnect - ... CCE aw%abr\_/

| L Home I

Apprentices 5]
- [ 10 [
.
Va Signoff Requests
Apprentices Signoff Requests Student Training Timetable Pre-enrolments Receipts Company Details
- Student Training Plans e View progress, timetables Approve signoff requests Plans View the timetable and View outstanding Pre- View receipts. View and update company
and training plans of for completed units attendance for all your olment details
a individual apprentices. e e oe S apprentices.
Timetable .
Ls" Pre-enrolments
.ar Important Information for Knnect Test Tile - DB
sel  Receipts Employers - MEM30319
E Company Details
MORE >
- My Profile
=
[ Notifications
" MORE >

= Settings

Mobile Device View

September Wednesday at 1:02 PM
< D_I & employer-knnect-chi-uat web.app
+ Employer Knnect - UAT
Apprentices [9]
YR L
" Signoff Requests (D
Student Training . €D @ View User Guide
Timetable

Pre-enrolments

Student Training Timetable

Plans View the timetable and
View downioadable STE attendance for all your
Company Details iy r———

Receipts

Subsidiary Comp...

My Profile
My Profile
aa

e Maotifications Col
. - \

Vi

Settings
b Setting

Employer Knnect Version 1.4 16
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The Apprentice menu option displays all active Apprentice STCs your company has with Chisholm.
This list displays key summary information for each STC such as Student Id, Apprentice Name,
Course, Training and Epsilon Contract numbers.

BB Employerknnect-.. ¥ | ¢  Apprentices Chivholan_ |
L
oS APPRENTICES i Dl ol B PP L °
|- rentice
. Apprentice 5] -1
& sionoff Request (0] +
- ingF <]
/| m Student 1D 11 Family Name Given Name Course Code Course Name 11 Contract # Epsilon #
i‘-
UEE30820 Cert Il Elecirotech Elec 60070635 1000045580 >
ﬂ [ | >
-
[ UEE30820 Cert I Electrotech Elec 60140346 000090770 >
|.I
T >
££308 Electrotech El >
........ I >
EE30811 l Elec : >
a
Y 4 E 1 > o

Mobile Device View

AA @ employer-knnect-chi-uatweb.app C)J

= {Back Apprentices

AN

Enter Student Details to
Search

Student ID:

Family Name:

Given Name:

Code: UEE30811

Course: Cert Il Electrotech Elec

> Scroll Bar __.

Student ID:

Family Name:

Given Name:

Code: UEE30820

Employer Knnect Version 1.4 17
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Progress Report

You can view any progress reports entered by the apprentice’s teacher; Teachers will generally
email you to confirm that a report has been recently completed.

= &  Apprentices

APPRENTICES A e 8 T T4 T

[ PROGRESS REPORT [

1. Tap on the Progress Report button on the top right corner of the Apprentices list page to open
the ‘Generate Apprentice Progress Report’ dialog.
2. Select Progress Report Type

3. Select Academic Year

Selecting the ‘Create Report’ button will generate a pdf report for viewing and optionally
downloading. By default the Progress Report will show progress for all apprentices.

Each Apprentice’s report may include details on:

. Self-Management

. Effort

. Work Completion

. Quality of Work

. Classroom Behaviour

. At Risk of Non-Completion of the course
. Comments

. Absent Hours

. Units of Competency

. Results

4. Select the “Progress Report Type”
5. Click ok

Generate Student Progress Report

Progress Report Type

Nd of year CoUurse enrolment pProgress report

CANCEL

Academic Year |

2023

° CANCEL

Employer Knnect Version 1.4 18
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6. Then Select the “Academic Year” you wish to view

Generate Student Progress Report CANCEL

Progre;
Term
Acadel 2026
2023

Academic Year

2025

2024

2023

2022

2021 e

CANCEL “

7. Click OK

8. Click Create Report — this will create Progress reports for ALL active Apprentices for the
Progress Report Type Selected.

Generate Student Progress Report

Progress Report Type
Term 1

Academic Year

2023

f
i
|

I —_— |

e CREATE REPORT &2

Example report

Chisholsn_

Student Progress Report (2023-Term 2)

FLINSTONE QUARRY AUSTRALIA PTY LTD
GEROLLHEIMER, Barney - 202019761

Certifi litin ician (UEE30820)

Work Completion: Very Good
Quality Of Work: Very Good
Classroom Behaviour: Very Good
Effort: Very Good
Self Management: Very Good

At Risk of Non-Completion? No

Comments: Barney is well on his way to ing the units exp to be p this year. with 5 units.
completed and 2 new units commenced.
Absent: 6 out of 243 hours %

Module Module Description Result Code  Result Description

HLTAIDOO9 Provide cardiopulmonary resuscitati

UEEEL0003 Arrange circ/contr/prot elect instl

UEEEL0005 Develop and connect electrical cont

UEEEL0008 Evimod low volt heat eqp & contr sc Competency Attained - no higher
grade

UEEEL0008 Ew/mod low volt light cerc/egp/cont

UEEEL0010 Evimod low volt socket/outletsicirc

UEEEL0024 Test/conn alter cumren a.c rot mach

UEEEL0025 Test and connect transformers.

UEEEL0047 Identi/shut dwn/rest sys altern sup

UETDRRF004 Perform rescue from a live LV panel sC Cnrgpa(en:y Attained - no higher
grade

Employer Knnect Version 1.4 19
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Note: Filtering the list to only a subset of Apprentices prior to selecting the Progress Report will
generate a Progress Report for only those apprentices.

Enter in the filter area either an Apprentice Name or Course code and this will reduce the amount of
Apprentices for Progress Reports to be generated.

€  Apprentices

APPRENTICES FLINSTONE QUARRY AUSTRALIA PTY LTD

PROGRESS REPORT (4

| UEEgogzo\ | I Type in Filter:- Name of Apprentice or Course Code to get a subset of Apprentices I X
Student ID 7! Family Name 10 Given Name 1| Course Code 1| Course Name 1. Contract # 1| Epsilon # 10
202122153 FLINSTONE Pebbles UEE30820 Cert lll Electrotech Elec 60140346 1000090770 >
202310283 GAZQO Merlin UEE30820 Cert Il Electrotech Elec 60150683 1000097613 >
202019761 GEROLLHEIMER Barney UEE30820 Cert Il Electrotech Elec 60070696 1000045580 @Ii
Chevro
201702848 RUBBLE Bam Bam UEE30820 Cert Il Electrotech Elec 60104877 1000069162 >
202311861 SLAGHOOPLE Pearl UEE30820 Cert Il Electrotech Elec 60148363 1000096033 >
202303913 SLATE Sylvester UEE30820 Cert Il Electrotech Elec 60116078 1000076101 >
Showing 1 to 6 of 6 entries 25 v

Individual Apprentice Detail
From the main Apprentices screen, you can view further details of an individual Apprentice by
clicking on the > button displayed against the Apprentice record on the summary list.

This page details the individual’'s STC information, registration details, unit progress and supervisor
contact details.

I ¢ Apprentice Chiholrn_ I3
L 4

APPRENTICE B il Rend T W
N G R o
Training Contract I i . Progress G
N - i Dat +

§ A . Year to Date
strat
I

o
@ @

Employer Knnect Version 1.4 20
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On this page you can:

Nominate or update the Supervisor contact via the ‘Change Supervisor’ button
View individual’'s STC details
View the graphical charts showing the individual’s progress against the STP and Year to Date
Download a Live STP report (up to date details on Apprentice STP)
Download the Original Signed STP by all parties (Latest Approved STP)
View the Apprentice’s Units of competency grouped by:
Awaiting Employer Sign-off (if applicable)
Delivery in Progress
Completed
Planned for Future Enrolment

View Unit Results
Access a Unit's Assessment requirements by clicking the link to go direct to training.gov.au

Mobile Device View

Use Scroll bar to the view details of the Apprentice.

Individual Apprentice Timetable
Tap on the Timetable tile within the Apprentice detail page to view the apprentice’s individual
timetable.

Each Session Event Shows:

Start Date
Start Time
Timetable Description
Attendance indicators

Note: Different calendar views can be switched between Month, Week, Day and List

Employer Knnect Version 1.4 21



PC - Timetable view (monthly)

APPRENTICE TIMETABLE LAY B SN Y LTD
T T DT

Bugust 2023

Ihy Fri sat

sun Mon Tue Wed

5

+ 8acCen3
v ipcen3

v Baten3
v pCen3

V BaCen3
v ipCen3

t, ? Blue = Not yet recorded

PC - Timetable List View

€  Apprentice Timetable

APPRENTICE TIMETABLE i e P
[FAPARL S S——
August 2023 E— ! \m

3 August 2023

10 August 2023 Thursday

17 August 2023 Thursday

24 August 2023 Thursday

31 August 2023 Thursday

Green indicates the apprentice has been marked present
Red indicates the apprentice has been marked as absent
?Blue indicates attendance/absence has not yet been marked.

NOTE: Any apprentice that has lateness recorded with their attendance will not be displayed in this
screen - check the Individual Apprentice Attendance view for these detalils.

Employer Knnect Version 1.4 22



Mobile Device View

AA & employer-knnect-chi-uatweb.app 6

= {Back Apprentice Timet...

LA, BT WA

I 8 August 2023
month week day list

3 August 2023 Thursday
8:00am - 12:30pm

1:00pm - 4:06pm

10 August 2023 Thursday
8:00am - 12:30pm

1:00pm - 4:06pm

17 August 2023 Thursday
8:00am - 12:30pm

1:00pm - 4:06pm

24 August 2023 Thursday

R-NNam - 12-20nm

Chizholsn

If you click in any date of the Apprentice timetable session this will display additional information,
such as the session start and end times and if the apprentice was present or absent.

Session

From

To

Attendees

Cert 3

17-Aug-2023 8:00AM

17-Aug-2023 12:30PM

Session Cert 3
From 17-Aug-2023 1:00PM
To 17-Aug-2023 4:.06PM
Attendees
Absent
Employer Knnect Version 1.4

23



Chizholsn

Mobile Device View for Individual Timetable

@ employer-knnect-chi-uatweb.app C

Session Cert 3

From 17-Aug-2023 8:00AM

To 17-Aug-2023 12:30PM

o]

Individual Apprentice Attendance

The Individual Apprentice Attendance screen displays all attendances with the ability to sort by date,
attendance column name, Present Hours, Absent Hours, Acceptable Hours absent and Notes
against attendance. The Note area displays the reason the teacher has selected for lateness or
absenteeism.

Attendees

PC View
= ;“ Apprentice Attendance
APPRENTICE ATTENDANCE i i P
LI O TR
From 11 Te 1l I I Description 1! I I Hours Present 1. I Hours Absent 1. I OK Hours Absent 1. I I Note 1. I
17-Aug-2023 13:00 7-Aug-2023 16:06 Cert 3 31
cert3 375 075 TRANSPORT PROBLEM
Cert3 21
Cert3 45
Cert 3 21
Cert3 45
Cert3 31
Cert3 45
20-Jul-2023 12:00 Cert3 21
20-Jul-2023 02:00 20-4ul-21 Cert3 45
Cert3 31
cert3 45
Cert3 21
22-4un-2023 12:30 Cert3 45
15-Jun-2023 16:06 Cert 3 21
15-Jun-2023 12:30 Cert3 45
08-Jun-2023 16:06 Cert3 31
08-Jun-2023 12:30 Cert3 45
01-Jun-2023 16:06 Cert3 ER]
01-Jun-2023 0£:00 01-Jun-2023 12:30 Cert3 45 .

Employer Knnect Version 1.4 24
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Mobile Device View

AR & employer-knnect-chi-uat.web.app O

= {Back Apprentice Atten...

17-Aug-2023 13:00

To 17-Aug-2023 16:06

Desc: Cert3

Hours Absent: kil

Note: REPORTED ILL

From: 17-Aug-2023 08:00

To: 17-Aug-2023 12:30

Desc: Cert 3

Hours Present

Hours Absent 0.75

Note: | TRANSPORT PROBLEM
|

From: 10-Aug-2023 13:00

10-Aug-2023 16:06

Cert3

Competency Signoff requests for completed units can be accessed either for the Individual
Apprentice or for all Apprentices from the Main menu. Confirming unit signoff requests for your
apprentices is an integral part of the apprenticeship journey and Chisholm is contractually obliged
to obtain your confirmation of competence in the workplace (where you perform that subject in the
workplace). If Chisholm has requested a Unit Signoff Request and the apprentice is not currently
displaying competency for that task, you may wait to confirm the unit later or contact your Chisholm
Representative to discuss your concerns.

Notification for Unit Signoff Requests
When Chisholm has assessed your Apprentice as competent in a unit, you will receive a
notification to complete your confirmation.

There are two types of Unit Signoff Request Notifications that can be received in Employer Knnect
1. For new Unit Signoff Requests
2. As a reminder for outstanding Unit Signoff Requests that have not been completed in a
defined period

NOTE:- Please ensure you have allowed notifications on your device.

Employer Knnect Version 1.4 25



Individual Apprentice Competency Signoff Requests (if applicable)

Tap on the “Competency Signoff” Tile on the apprentice STC page to view any outstanding unit
signoff requests for the individual apprentice. The tile will list in red the count of signoff requests to
be actioned. Underneath the tile will also display the units to be signed off by the Employer.

PC - View

Apprentice

In Progress

Start Date 13-Sep-2021 Not Started
Employer Signoff

Commenc. Date: 23-Feb-2023 Future

Completion Date: 11-Sep-2025

Live STP Report:

Latest Approved STP:

4

Timetable Attendance Competency
View timetable View attendance Signoff

Approve signoff requests
for completed units.

hwaiting Employer Signoff
Year 1| Code 1| Module 1|
2023 UEEEL0008 Evaluate and modify low voltage heating equipment and controls
2023 UEEEL0009 Evaluate and modify low voltage lighting circuits, equipment and controls
2023 UEEEL0010 Evaluate and modify low voltage socket outlets circuits
2023 UEEEL0025 Test and connect transformers
P i

Mobile Device View

. NOTE: If you select the PDF icon to the right of each unit, you can
e . view full details on that unit directly from the training.gov.au

= {Back Apprentice website.

ﬂ —

4

Competency
Signoff

Awaiting Employerggnoff

2023
UEEELO008

Evaluate and modify low voltage heating
equipment and controls

2023
UEEEL0009

Evaluate and modify low voltage Iightim’ . '

After tapping the Competency Signoff tile or menu item, the page will display all active Unit Signoff
Requests for the individual apprentice. To action and confirm competency for the Apprentice:

e Select Individual Units or “Select All”

e Select “Approve”
This will send real-time updates to Chisholm’s Student Management System and finalise the Unit
result.
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PC View

= ¢  Apprentice Signoff Chizholin_

APPRENTICE SIGNOFF
LA, T (TR

This apprentice has completed the academic portion of their education in the competencies listed

To approve signoff, check the boxes next to each competency that you accept and tap Approve.

Evaluate and modify
Evaluate and mod

Evaluate and mod

Test and connect transformers

Chizholsn

four signoff is required to complete the requirements for each compentency

oltage heating equipment and controls
ge lighting circuits, equipment and controls

ge socket outlets circuits

APPROVE CANCEL

)

Mobile Device View

8 employer-knnect-chi-uat.web.app (&)

= {Back Apprentice Signo...

To approve signoff, check the boxes next to
each competency that you accept and tap
Approve.

Supervisor: PATRIC NEIDHART
@ Select All I
6 UEEEL0008

Evaluate and modify low voltage
heating equipment and controls

9 UEEEL0009

Evaluate and modify low voltage
lighting circuits, equipment and
controls

Q UEEEL0010

Evaluate and modify low voltage
socket outlets circuits

Q UEEEL0025

Test and connect transformers

Employer Knnect

Once approved a pop up screen
submission

8 employer-knnect-chi-uat.web.app C

= ¢ Back Apprentice Signo...

hirhola

This apprentice has completed the academic
portion of their education in the competencies

Strata Submit Data

Submit: SUCCESSFUL

Elapsed: 1735ms

Mok |

Version 1.4

will display with a successful
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Unit Signoff for all Apprentices

The Signoff Requests tile on the main menu or list menu can be used to signoff units on multiple
Apprentices at the one time (rather than from the individual Apprentice’s page).

Tap on the Signoff Requests tile or menu item to go to the page listing all active Unit Signoff
Requests for all apprentices.

The Signoff Requests page is split into 2 sections:
The top section shows all the Unit Signoff Requests for Apprentices allocated under the current
signed in Employer Knnect User (a.k.a the signed in Supervisor).

. Units are grouped by apprentice showing code and description.
. Requests can be completed by selecting units individually or in bulk.
. Selecting ‘Approve’ will send real-time updates to Chisholm’s Student Management System.

The bottom section shows the Unit Signoff Requests for apprentices allocated under all other
Supervisors. The current signed in User has the option to approve other Supervisor’s Unit Signoff
Requests if required (e.g. another Supervisor is on leave or unavailable for some reason).

. Units are grouped by apprentice showing code and description.

. Shows Supervisor name for each apprentice.

. Requests can be completed by selecting units individually or in bulk.
. Selecting ‘Approve’ will send real-time updates to Chisholm.

PC View

(¥3:.84 — employer kmect chiuar) ﬂ"‘qham

9 9

Signoff Requests Student Training Timetable Pre-enrolments Receipts Company Details

Approve signoff requests Plans View the timetable and View outstanding Pre- View receipts. View and update company
for completed units. View downloadable STP attendance ffx allyour enrolments. details.
repors. apprentices.

Note: if you are NOT the supervisor the system will still display the units to be signed off but will also
note “There are currently no requests for you to signoff” and then list the apprentices and units to be
signed off for other supervisors. This can be actioned by another supervisor or Knnect user.
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< G M ) https;//employer-knnect-chi-uatweb.app/sign-cffs N o oMo 5z @ LI_‘)
& signoff Requests Q
¢ o
(]
Jrhe following appren e completed the tion of their jon in the competencies listed below. As the supervisor for these apprentices, you are required signoff on each unit to complete the &
equirements for each competency.
+
Iro approve signoff, check the boxes next to each competency that you accept and tap A
UEE30820 - Cert lll Electrotech Elec
UEEELO009 equipment and controls
UEEEL0010 Evaluate and modify low voltage socket outlets circuits
UEEELD025 Test and connect transformers
The following apprentices have signoff requests for other supervisors.
UEE30820 - Cert Ill Electrotech Elec
Supervi Walters
Sel
UEECD0020 Fix and secure electrotechnology equipment (i}
UEECD0051 Use drawings, diagrams, schedules, standards, codes and spec ns {SZ

<  Signoff Requests

UEE30820 - Cert Il Electrotech Elec o
o
i
ctrotechnology equipment
15, schedules, standards, codes a
|
UEE30820 - Cert ll Electrotech Elec
NEIDHART
™ 1
UEE30820 - Cert Il Electrotech Elec
NEIDHART
UEECDOI Fix and ology equipment
& UEECD00S Use dr s, schedules, star and specifications
UEERE0001 Apply environmentally and sustainable procedures in the energy sector
of

Employer Knnect Version 1.4



Mobile Device View

10

Apprentices Sig o F
Requests

Student
Training Plans

Pre-enrolments Receipts

¢

¢ Back

Signoff Requests

¢

AA & employer-knnect-chi-uat.web.app

¢ Back Signoff Requests

UEEEL0019

Solve problems in direct current (d.c.)
machines

[There are currently no requests for you to
Bignoff

[The following apprentices have signoff
kFequests for other supervisors.

UEE30820 - Cert Ill Electrotech Elec

Supervigor. . NEIDHART

Select All

UEE30820 - Cert lll Electrotech Elec

Supervisor: |
Select All

UEEEL0009

Evaluate and modify low voltage lighting
circuits, equipment and controls

< M m

. ° UEECDO0020

Fix and secure electrotechnology
equipment

UEECD0051
Use drawings, diagram:
standards, codes and
UEEREDOO1

Apply environmentally and sustainable
procedures in the energy sector

Approve

W

Click Approve button to finalise the sign off for each apprentice.

Employer Knnect

Version 1.4
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Chizholsn

The Student Training Plan tile provides quick access to all Apprentice STP Reports available. Tap
the tile on the Home page or on the menu item to bring up the list. The list displays all apprentice
TCs showing key information, plus the direct download of:

. Latest Approved STP report

. Live STP report

PC View

mm Employer Knnect.. = (1104 - empioyerimectrian) ¢ AperhoBA~__o

2\ Home

Y

Apprentices

aa PP e @ View User Guide

1Y

»*  Signoff Requests [11]
9 2
- Student Training Plans B
[F ¥ Timetable Student Training Timetable Pre-enrolments Receipts Company Details Companies
Plans View the timetable and View outstanding Pre- View receipts. View and update company Switch view to a different
- o . ittendance for all your enrolments. details. subsidiary company.

o View downloadable STP - e

$$2  Pre-enrolments reports. i

Receipts

-::: R €

Company Details

- ) .
sme Subsidiary Companies e
- My Profile
s Notifications 0
' Settings

Mobile Device View

1:30 PM wi 5G .

| AA @ employer-knnect-chi-uatweb.app C

— HE .
= m@ Employer Knnect - UAT

9

Apprentices Signoff
Requests

9

Student Timetable
Training Plans

Pre-enrolments Receipts
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Chizholsn

The STP page displays the Student ID, Student Name and course details, with the options to
download a Live STP Report (up to date information on the Student Course Progress) & Approved
STP Report (the original STP signed by all parties).

PC View

< 4] (3 htips;//employer-knnect-chi-uat.web.app/student-training-plans

= ¢  Student Training Plans

STUDENT TRAINING PLANS "L AN P

Student ID 1 Family Name 1! Given Name 1. Course Code Course Name 11 Live STP Report Approved STP Report

UEE20811 Cert Ill Electrotech Elec

UEE20820 Cert Il Electrotech Elec
UEE20820 Cert Ill Electrotech Elec
UEE20820 Cert Il Electrotech Elec
UEE20811 Cert Ill Electrotech Elec
UEE20820 Cert Il Electrotech Elec
UEE20820 Cert Ill Electrotech Elec
UEE20811 Cert Il Electrotech Elec
UEE20820 Cert Ill Electrotech Elec

- 3

Mobile Device View
Use the scroll bar to view other Apprentices.

AA & employer-knnect-chi-uatweb.app C

= <{Back Student Training...

STUDENT TRAINING PLA|

[ ——————————
Scroll Bar

Student ID:
Family.le:
Given Name:

Code: UEE30811

Course: Cert Il Electrotech Elec

Student ID:

<
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Click on the STP Live or Approved STP report to view as a PDF

AA & employer-knnect-chi-uatweb.app

= <{Back Student Training...

UEE30820

Cert Ill Electrotech Elec

Student ID:

Family Name:

Given Name:

Code: UEE30820

Course: Cert |l Electrotech Elec

Studant 1IN

<

| Chizholsn

You can download the Live (STP) which gives you up to date information on what the Apprentice

has completed, enrolled and commenced.

Please NOTE that a unit without a signoff is considered NOT complete until the employer signoff

has been completed.

You can download the approved (STP) that will have Apprentice, Chisholm Representative,
Employer Representative and, where applicable, School Representative signatures. A fully signed
STP can be used to apply for incentive payments from the government.

Pop-ups blocked:

«_blobthttps://employer...-4be f5c1c29fcel0

Always allow pop-ups and redirects from https://
employer-knnect-chi-uatweb.app

Continue blocking

rﬂ : nage

Employer Knnect

Version 1.4

When downloading the report your
browser may block this — you may
need to allow pop-ups.

Select the pop-up box on top header,
click “Always allow pop-ups.

33



Chizholsn

Launching into Timetables from the home page will present an Employer Knnect User with a
consolidated timetable view of all their apprentices.
Each Session Event Shows:

. Start Date

. Start Time

. Apprentice Name (or number of Apprentices if more than one in the Session)
. Timetable Description

. Attendance indicators

| +' Green = Present, X Red = Absent, 2 Blue = Not yet recorded |

Please Note:- any lateness of an apprentice can be viewed on the apprentice individual attendance
tile.

PC View — Monthly

== ———

July 2023 momh week day list

Sun Mon Tue Wed Thu Fri Sat

10 11 12 13 14

Greenindicates student is V' 82 — T Cert3 v/ Ba 2 students - Cert 3 Ifthere is more than 1 studentin
present v Cort3 V' 1p2 students - Cert 3 the group the Timetable will

] display how many students are

‘ in the group

cert3 v/ Ba2 students - Cert 3
Cert3 v 1p2 students - Cert 3

Cert3 V' 82 B T Cert3 /' Ba2 students - Cert 3
Cert3 v i * cert3 Vv 1p2 students - Cert 3

Blue Indicates No
Attendane taken

Tapping one of the sessions opens the Session Event details dialog which includes additional
information such as the Session Start, End Time and list of Attendees.

Selecting an individual attendee allows the user to drill-down to that apprentice’s individual calendar.

This allows the Employer to view future months of when the apprentice needs to attend Chisholm
for planning the company work schedule.
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Chizholsn

Session Cert3

From 13-Jul-2023 1:00PM

To 13-Jul-2023 4:06PM

Attendees

Mobile Device View

Use the scroll bar to move forward to dates. The view will default populate with List view which can
be changed to Month, Week & Day.

If you click in the apprentice session this will open the individual apprentice’s calendar.

1 August 2023 Tuesday

8:00am - 12:30pm
1:00pm - 4:06pm

2 August 2023 Wednesday

8:00am - 12:30pm
1:00pm - 4:06pm

3 August 2023 Thursday

8:00am - 12:30pm 2 students - Cert
3

Employer Knnect Version 1.4 35



Chizholsn

Tapping on the Pre-enrolments tile or menu item allows an Employer to view a complete list of their
apprentice’s unpaid pre-enrolments, where the Employer has been nominated as the payer. There
Is an optional payment facility allowing the Employer to pay for their apprentice’s pre-enrolment.

PC View

Employer Knnect... L]

ol Home
Y
- Apprentices 2] 5
LY
#  Signoff Requests 9]
e Student Training Receipts
- Student Training Plans B eq Plans View receipts.
View downioadable STP
0| Timetable oo
|4 S v
11 Pre-enrolments ﬂ
= Receipts
E Company Details
- My Profile
=» i
[ Notifications
»
o Settings

Once you tap on the Pre-Enrolment, this will display how many pre-enrolments are due or expired
and the amount for each apprentice. Click “Pay Now” for each individual apprentice. There is no
option to pay for more than one pre-enrolment at a time.

Allow Payments Past Due Date

. Pre-enrolments will Show Due and Expired statuses accordingly.
. To pay an expired pre-enrolment you will need to contact your Chisholm Representative.
< Unpaid Pre-enrolments
UNPAID PRE-ENROLMENTS FLINSTONE QUARRY AUSTRALIA PTY LTD
Pre- Due Family Given
Enrol Date Student # Name Names Amount Status Pay
; 1l . 1l 1l
# 1l
09-
150475  Sep- 202303913  SLATE  Sylvester $1261.00 | Due >
2023
02- .
150454  Sep- 201702848  RUBBLE Bam 5239400 | Expired >
2023 am
02-
150453 Sep- 202303913 SLATE Sylvester $349.00 Expired >
2023
Showing 1 to 3 of 3 entries 25 v
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Pre-enrolment Details

<« O m (& hitpsy//employer-knnect-chi-uatweb.app/invoices B A S moe 5z @&
< Unpaid Pre-enrolments
UNPAID PRE-ENROLMENTS L ] ISR T
Pre-Enrol # 1| Due Date 1/ Student # Tl Family Name 1l Given Names 1/ Amount Tl Status 10 Pay
150446 18-Sep-2023 202019761 Due >
150445 11-Sep-2023 202122153 $349.00 Due >

<  Pre-enrol Fee Details

PRE-ENROL FEE DETAILS “ulE Bl (oldl ™l "Wl PR B "HD
Outstanding Fees for Student: 1 1
# Description Fee GST
Certificate Ill in Electrotechnology Electrician -
150446 111.00 0.00
UEE30820 - Tuition & Amenities Fees - :
$111.00

Total (including GST):

PAY NOW

Mobile Device View

@ employer-knnect-chi-uatweb.app C;

= E Employer Knnect - UAT

2

Pre-enrolments Receipts

Employer Knnect Version 1.4
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AA @ employer-knnect-chi-uat.web.app C

= ¢ Back Unpaid Pre-enrol...

UNPAID PRE-ENROLMENTS

Pre-Enrol #:
Family Name:
Given Name:

Amount: $111.00

Status: Due

=

Pre-Enrol #: 150445

Family Name:
Given Name:

Amount:

August Thursday at 11:14 AM

& employer-knnect-chi-uatweb.app

PRE-ENROL FEE DETAILS

Outstanding Fees for Student

# Description

Certificate Il in Electrotechnology
Electrician - UEE30820 - Tuition & $0.00

Amenities Fees

Total (including GST) $111.00

=

Prepayments for Subsidiary Companies
A payment for a subsidiary company cannot be paid from the parent company this can ONLY be

paid by logging in as a user into the subsidiary company.
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Chizhols—
Checkout & Payment & Cart

Tap on the ‘Pay Now’ button from the Pre-enrolment list or Pre-enrol Fee Details pages to add the
selected pre-enrolment to the Checkout page for payment.

. Recalculates the pre-enrolment fees on entry to cart.
. Shows pre-enrolment fee details.
. Select ‘Next’ to advance to the Payment page.
. Utilises SecurePay’s PCI DSS compliant Ul component to enter the Employer’s credit card
information.
. Payment by Visa and MasterCard only.
. Mandatory Ts & Cs checkbox to proceed.
. Select ‘Purchase’ to initiate payment and advance to the Receipt page.
< C M (] https//employer-knnect-chi-uat.web.app/cart B oA 3 m e 5 @ -

<  Checkout - Cart

CHECKOUT - CART

Payment %  Receipt

Outstanding Fees for Student: |

# Description Fee GST
150446 Certificate Ill in Electrotechnology Electrician - UEE30820 - Tuition & Amenities Fees $111.00 $0.00
Total (including GST): $111.00 ks
-

Checkout - Payment

CHECKOUT - PAYMENT

Cart > Payment > Receipt

Enter your payment details. Then click Purchase to continue

Total to pay (including GST):  $111.00

Card number

4444 3333 2222 1111

VIsA
Expiry date cwW @
09/23 123

Terms and Conditions

M4 have read and accept the terms and conditions listed above.

[
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The Checkout - Receipt page shows key information including:

& employer-knnect-chi-uatweb.app C;
= <Back Checkout- Cart
Chiholan_
CHECKOUT - CART

Cart > Payment N Receipt

Outstanding Fees for Student:
(202019761)

Pre-enrol #: 150446

Certificate lll in Electrotechnology Electrician -
UEE30820 - Tuition & Amenities Fees

Fee: $111.00

GST: . $0.00

Total (including GST): $111.00

@ employer-knnect-chi-uat web.aop

Expiry date cw

Amount paid

Payer name and email address

Chisholm Receipt number
SecurePay Transaction Reference number

Breakdown of the items purchased

Employer Knnect

Version 1.4

Chizholsn
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Chizholsn

An email is automatically generated, overnight, and sent to the Employer Payer together with an
attached receipt / tax invoice document.

Selecting the ‘Continue Purchasing’ button will return the user to the list of unpaid pre-enrolments.
Alternatively select the ‘Home’ button.

Tap on the Receipts tile or menu item to go to the Receipts page that shows a full list of the
Employer’s receipts.

. Fully Searchable list of Receipts

. The List of receipts will include ALL receipts against each apprentice

. Refund receipts for the Employer will be shown

. Receipts belonging to an Employer will continue to be visible even when the associated

Apprentice is no longer with that Employer.

PC View

f@ i | ﬁ Chisholm Intrane X & Home|Employs

&« O (R o] https://employer-knnect-chi-.,

i! Employer Knnect.. # AT

A Home
o Apprentices B

(YN )

#  Signoff Requests a8
-y Student Training Plans )
m Timetable
£5 Pre-enrolments 1]

| Receipts
st

Company Details

My Profile

po i=m| m [t

company

s

ol ¢

Motifications

' Settings
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“— O ] ) https;//femployer-knnect

& Receipts

—chi-.. B A g

v 2o g

i

RECEIPTS
Issue Date Student ID Student Name
Tl Tl T
24-Aug- -
2023 L\, 202019761

Receipt # 11

RIW00000002

1to 1 of 1 entries

Paid Amount GST Amount

fl 1

$111.00 $0.00

25 v

Status

Paid >

8
®
_

Mobile Device View

August Thursday at 12:29 PM

8 employer-knnect-

Bl Employer Knnect - UAT

!. o L )

w)

August Thursday at 12:29 PM

Student Training
Plans

View downicadadie STP
mports.

Company Details

View aad spdats company
octans

< M @ employer-knnect-chi-uatweb.app

RECEIPTS
Issue Paid
Date S Studenf Receipt # 1) Amount
2 . Name 2
24-
Aug- 202019761 RIWO00000002 $111.00

2023

Employer Knnect

Timetable
View the Dmetadls and
aftancance for ad yoor

sopremticss.

el el el Y TR
GST
Status

Amount

5000  Paid >

Version 1.4
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Receipt Details

Select a row from the Receipts page to open the Receipt Details page showing additional Receipt
Payment records. Click the arrow (>) to view the receipt information.

PC View

= <&  Receipt

RECEIPT il e o meeell By e e
Issue Date: 24-Aug-2023
Student ID:

Student Name:

Receipt #: RJWO00000002
Paid Amount: $111.00
GST Amount: 50.00
Status: Paid
Payments

# 1l Amount Tl
1 EFTPOS $111.00

Mobile device View

August Friday at 10:12 AM

8 employer-knnect-chi-uat web.app

Payments

# 1 Payment Type 1. Amount 1)
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Chizholsn

Receipt
Chizholan~_
RECEIPT FLINSTONE QUARRY AUSTRALIA PTY LTD
Issue Date: 04-Sep-2023
Student ID: 201702848
Student Name: Bam Bam RUBBLE
Receipt #: RJWO00000005
Paid Amount: $2,394.00
N

GST Amount: $0.00
Status: Paid
Payments

# 11 Payment Type 71| Amount 7]

1 EFTPOS $1,000.00

2 To Be Invoiced $1,394.00

Where an invoice for Enrolment or Re-enrolment has been sent to the employer this will be displayed
in the receipts as “To Be invoiced”. If there are multiple payments against an invoice or pre-
enrolment, each payment will be listed as a line item and what type of payment has been processed.

Tap on the Company Details tile or menu item for the Company Details page. This page will display
the Employer Company details, including Primary Contact, at the top of the page followed by a list
of all the Employer Company Contacts.

Here an employer’s primary contact information can be updated, and new employer contacts can
be added. Changes are reflected automatically in Chisholm’s Student Management System.

. Update employer contact details including primary contact.
. Add | Update | Delete additional employer contacts.
. Create new Employer Knnect Users.

Please note if the Employer changes their ABN the system will create a New Employer and
new TC’s and STP’s must be issued to the New Company. Where this occurs, you can request
that the old company is made a ‘subsidiary’ company to the new company until the TCs under the
older company are completed.
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PC View

< C @

(%) https://employer-knnect-chi-uatweb.app/home

E! Employer Knnect

A ome

o Apprentices
-

LY o .

'y Signoff Requests

Student Training Timetable Pre-enrolments Receipts Company Details
law  StudentTraining Plans Plans View the imetable and View outstanding Pre- Vi View and upds
e attendance for all your enrolment details
S apprentices.

m Timetable
@ Pre-enrolments
e o

. Knnect Test Tile - DB

= Receipts F—n

News or communications
H Company Details Summary
MORE 3
Employer Feedback Form

- My Profile
=z Notifications
=]

. E

» Settings

»
& G n (& hitps//employer-knnect-chi-uatweb.app/company oA kg S m e B
) Welcome to Microsoft Edge for Business, the new experience when signed in with your work account. Dismiss X

= <& Company Details

COMPANY DETAILS

D 448099
Name:

Legal Name:

ABN.

Epsilon Number: 448099
Business Address: I Factory 3, Factory 3, HASTINGS VIC AJ:(’ahaI
Business Phone: 0418 421 922
Fax:

Primary Contact: Fred FLINSTONE

UPDATE DETAILS [

Mobile Phone 1] Email 1| Account Status 1| Portal Role T/ View

' 5 Company Admin >

Wilma 1 Flinstone 2 03 9238 8534 SLECOFE1DE38D7ECT 1812C000D3AEDFICE G avana,com Not yet created c >
Fred FLINSTONE 03 9238 8534 SL79CSBF7D6ETOEST180CC0050569A3F82@avaxa.com Not yet created Basic )
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Mobile Device View

August Fridsy 3t 12:23 PM
M 8 amployer-knnect-chi-uatweb agp
- Employer Knnect - UAT
Home
Apprentices
Signoff Requests
Student Training

Timetable Training
aining

z Plans
Pre-enrolments

My Profile
Notifications

Settings

Knnect Test Tile -
DB

NEWS OR COMMUNICATIONS

Summary

August Friday at 12:23 PM

@ employer-knnect-chi-uat web.app

Name:

Legal Name:

ABN

Epsilon Number: 448099
Business Address: Factory 3, Factory 3, HASTINGS VIC Australia
Business Phone: 0418421922
Fax:

Primary Contact

Contacts

Company
Admin

Wiima 1

L N SLECOF81D838DTE 12C000D3AE0F3CE@avaxa.com
linstone 2

SL79CSBFTDEETOES1180CC0050569A3FB2@avaxa.com

red
LINSTONE
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Update Company Details

Update Company Details CANCEL

Select the ‘Update Details’ button to
update the company details.

Postcode
3915 Note:- User must have Company
Admin Role to make amendments.
Suburb
HASTINGS o Amend address, phone &
Primary Contact.

o Click Save to complete.

Country

Australia

Business Phone
0418 4271 922

Fax

Primary Contact

Fred FLINSTONE

Company Contact Details

Select a row from the Contact List in the Company Details page to view the contact details.
. Title

. Given Name

. Family Name

. Work Phone

. Mobile Phone

. Email

. User Status: Not yet created | Enabled | Disabled

. Knnect Role for Company: Basic | Advanced | Company Admin

. Knnect Role for Subsidiary Company: Basic | Advanced | Company Admin

Select which user you want to amend details for

Name 11l Mobile Phone 71 Email 7| Account Status 7| Portal Role T| View

Company Admin >

Wilma 1 Flinstone 2 03 9238 8534 SLECOF81D836DTECT1812C000D3AEOF3CE@avaxa.com Not yet created Basic >

Fred FLINSTONE 03 9238 8534 SL79C5BF7D6E70E51180CCO050569A3F82 @avaxa.com Not yet created Basic >

I ADD NEW CONTACT
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Update Contact Details

Click on the Update Details button in the Contact Details page.
e You can create a user for Knnect
e Update Details
e Or Delete the user

Note: The signed in “Employer Knnect User” must have the Company Admin Role to update.

= <& Company Contact

COMPANY CONTACT o L ETLE BT
Title:
Given Name Wilma 1
Family Name Flinstone 2
Work Phone: 03 9238 8534
Mobile Phone 03 9238 8534
Email SLECOF81D83BD7EC11812C000D3AEOF3CE(@avaxa.com
User Status Not yet created
Portal Role for Company:
Portal Role for Subsidiary Company. Basic
CREATEUSER 2,  UPDATE DETAILS I

Create a User

Where an Employer Contact does not yet have access to Employer Knnect they will have a User
Status of ‘Not yet created’ and the ‘Create User’ button will be available.
The system will ask to confirm to Create Employer Knnect User. Click OK to confirm.

Note: The signed in Employer Knnect User must have the Company Admin Portal Role to create
new Employer Knnect Users.

L]

Confirm User Creation

CANCEL

Update Details

e Click on the Update Details button in the Contact Details for that user.
e Update required fields
e Click Save

Note: The signed in Employer Knnect User must have the Company Admin Portal Role to update.
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Update Contact Details

Given Name
Wilma 1
Family Name
Flinstone 2
Mobile Phone

03 9238 8534

Work Phone
03 9238 8534

Work Ema

SLECOF81D83BD7EC11812C000D3AEOF3CE@avaxa.com

CANCEL

Delete User

Chizholsn

If the user is no longer an employee of the company you can delete this user.
Note: The signed in Employer Knnect User must have the Company Admin Portal Role to Delete a

user

The system will ask you to Select “Delete” to confirm Deletion of the user.

Confirm Contact Deletion

DELETE

CANCEL

Add a New Contact

Click on the ‘Add New Contact’ button at the bottom of the page to add a contact.

Note: The signed in Employer Knnect User must have the Company Admin Portal Role to add new
Employer Contacts.

Contacts
Name Tl Mobile Phone 11 Email 1. Account Status 1| Portal Role Tl View
Company Admin )
Wilma 1 Flinstone 2 039238 8534 SLECOFS1D83EDTEC11812C000D3AEOF3CE@avaxa.com Not yet created Basic >
Fred FLINSTONE 03 9238 8534 SL79CSBF7D6E7OES1180CC0O050569A3F82@avaxa.com Not yet created Basic )

e Enter details of new contact
e Click Save

Employer Knnect

Version 1.4
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l Add New Contact CANCEL |

Title
Mister

Given Mame

Barney

Family Name

RUBBLE

Mobile Phone
04123456789

k Phone

039999999

Work Email

barey.rubble@@flinstonequarries.com.au

¢  Company Details

Name:

Legal Name

ABN:

Epsilon Number:

Business Address:

Business Phone:

Fax:

Primary Contact

FLINSTONE QUARRY AUSTRALIA PTY LTD
FLINSTONE QUARRIES AUSTRALIA PTY LTD
99601669452
448099
Factory 3, Factory 3, HASTINGS VIC Australia

0418 421 922

Fred FLINSTONE

UPDATE DETAILS

Contacts s
A t
. Mobile I CEOUNT portal i
Name Tl . Email 1! Status N Viev
Phone Tl . Role 1l
Company
. . Company )
Admin
Wil 1 03 Mot yet
imat e e SLECOF81D83BD7EC11812C000D3AE0F3CE@avaxa.com o 2o >
Flinstone 2 5534 created
FB!EL‘JI-;;E'E 04123456789  barney.rubble@ @flinstonequarries.com.au :Jrz‘;g:; Basic )
Fred 03 9238 , _ Mot yet
SLYSCS5BF7DGETOEST1180CCA050569A3F82@ avaxa.c o
FLINSTONE 8534 ° ° POASTEAEAVEAOM  cated %

ADD NEW CONTACT

Employer Knnect

Version 1.4
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Subsidiary Companies

Click on the Companies tile or select from the menu to go to the Subsidiary Companies page.
Employer Knnect has full support for a hierarchical organisation structure where parent-child

companies may exist. A suitably permissioned user can therefore view all apprentices for all
subsidiary companies. Conversely, users with access only to a specific company will only see
apprentices associated with that company.

EE Employer Knnect...

A Home

aa

- Apprentices

AL <t — o g o

¥ SionoffRequests = ¢  Subsidiary Companies

- Student Training Plans

™ Timetable
‘5“ Pre-enrolments 2]

B receints SUBSIDIARY COMPANIES FLINSTONE QUARRY AUSTRALIA PTY LTD

Company Details

aa  dpsici Companies @) FLINSTONE QUARRY AUSTRALIA PTY LTD

- My Profile

N JETSONS CONTRACTING
&5  Notifications

r SPACE ODESSEY (VIC) PTY LTD
Settings

. Select a subsidiary company from the list to switch to that other company in Employer Knnect.
. Clicking ‘“Yes’ will trigger the switch to View the Subsidiary company

| = &  Subsidiary Companies

Chisholan o

Rl FLINSTONE QUARRY AUSTRALIA PTY LTD

Confirm

Once the subsidiary company data has loaded the following confirmation is presented to the user.

Mobile Device View
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To switch back to the parent company select ‘Company Details’.

PC View

Mobile Device View

C m

(%)  https;//employer-knne...

<  Company Details

Parent Company
Epsilon Number:
Business Addres:
Business Phone
Fax

Primary Contact

Contacts

COMPANY DETAILS

ID: 432067
Select Parent Company to go

Name back to Parent Company JETSONS CONTRACTING

Legal Name JETSONSL CONTRACTING SERVICES PTY. LTD

ABN 50155972866

FLINSTONE QUARRY AUSTRALIA PTY ITD

432067

s: Unit 5, 42 Sabre Dr, PORT MELBOURNE VIC Australia

George JETSON

[ ]
e Confirm the switch.
PC View
G ) httpsy//employer-knne... B oA a ] (u]

Fax:

Epsilon Number:

Business Address:

Primary Contact:

Company Details

Chishobn— ]

ID: 432067
Name: JETSONS CONTRACTING
Legal Name: JETSONSL CONTRACTING SERVICES PTY. LTD.
ABN: Confirm 50155972866
Parent Company: LIA PTY LTD

432067

Unit 5, 42 Sabre Dr, PORT MELBOURNE VIC Australia

Business Phone:

George JETSON

September Fridsy st 316

M s 8 emplojer-kanect-chi-uat web apo ¢

o™ - 56 -

Select Parent Company to go
back to Parent Company

Contacts

. Mobile Account  Portal

PME  phone  Email 1! Status  Role  View
George Not yet >
JETSON crestes

req noacom oyt >

created

Click the Parent Company link to return to the parent company in Employer Knnect.

Mobile Device View

Septomber Friday at 3:16 PM

ID:
Name:
Legal Name:

ABN:

Epsilon Numbe:

Fax:

Parent Company:

Business Address:

Business Phone:

Primary Contact:

@ employer-innect-chi-uat web.app

Company Details

432067

JETSONS CONTRACTING

JETSONSL CONTRACTING SERVICES PTY. LTD.

50155972866

T

Unit 5, 42 Sabre Dr, PORT MELBOURNE VIC Australia

Cenfirm
RRY AUSTRALIA PTY LTD?

e Once the parent company data has loaded the following confirmation is presented to the user.

Employer

Knnect

Version 1.4
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PC View Mobile Device View

aaing Empioye Oata.

= Company Changed
You are now viewing FLINSTONE QUARRY AUSTRALIA PTY LTD.

Apprentices Signoff Requests Student Training

View progress, timetables Approve signoff requests Plans
and waining plans of for completed units.
individual spprentices: ViSwdonmiosdshisSTE

Timetable Pre-enrolments Receipts h
View the timetable and View outstanding Pre- View receipts.
attendance for all your enrolments. .
apprentioes. Important Knnect Test Tile -
Information for DB
Employers - T

MEM30319 s
- . More >

Company Details Companies

View and update company ‘Switch view to a different
details. ‘subsidiary company.
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Select ‘My Profile’ from the menu. Key information includes:
. View Company and Contact details.

. Useful for quickly confirming assigned Employer Role.
A Home . Reset Password function
'
Apprentices e
- D < My Profile
A
#  Signoff Requests 9]
2
& StudentTrainingPlans [ §
H 1
m Timetable Name
Email
W Pre-enr0|ments Reset my password
B R i t Last Login 25-Aug-2023 12:23:07 PM
= eceipts
f_EIfzcle:ilE;?l?:.rf_o:!i_;_ A PTY LTD (SOLAR 360 AUSTRALIA PTY LTD Company Admin
Family Name
My Profil
- y rotiie |‘ Given Name
L=" Notifications Fmal
Work Phone
"' Settings Mobile Phone
Company ID 448099
* Slgn-O ut Company Name FLINSTONE QUARRY AUSTRALIA PTY LTD (Mal el fof sid Tl il 5770 770

a) Reset your password
At the signing page select “trouble signing in”

Employer Knnect - UAT

Welcome to Knnect

The Knnect Portal provides access to apprentice student timetables, attendance, results and unit sigh-offs

Signin
Era

| Your Email address |

Privacy Policy — Terms & Conditions

Access to this portal is restricted to eligible employers. Unauthorised access is prohibited

Employer Knnect Version 1.4
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1. Type in your email address
2. Click Send

Employer Knnect - UAT

Welcome to the Chisholm's Employer Knnect

This is placeholder content. Replace with your own introductory content on the Application Settings page.

Recover password

Get instructions sent to this email that
explain how to reset your password

Ema

I type in your email address I
\e)

Privacy, Policy, — Terms & Conditior,

This is placeholder content. Replace with your own introductory content on the Application Settings page

Employer Knnect - UAT

Welcome to the Chisholm's Employer Knnect

This is placeholder content. Replace with your own introductory content on the Application Settings page.

Check your email

Follow the instructions sent to
iy i el i mm {0 recover your

password

Privacy Policy — Terms & Conditions

This is placeholder content. Replace with your own introductory content on the Application Settings page.

3. Click Done and check your email

Employer Knnect Version 1.4 55



Reset your password for employer-knnect-chi-uat - Message (HTML)

File Message Help  Acrobat Q Tell me what you want to do

= @ E SRepy  [J %Cj 1 BA 67 VETDSS 5% O\ u D =

4 M £ BA 22 MB Issues... |~ - 5
© Repiy Al fcd Shareto | BA 25 MBI - Editing | Immersive | Translate | Zoom Sendto | Dynamics Report
—> Forward E'g ~ Teams ssues |¥ M e i OneNote 365 Message ~

P Delete Archive
S

Delete Respond Teams Quick Steps & Language | Zoom OneNote Add-in Protection

Reset your password for employer-knnect-chi-uat
€ Reply | % ReplyAll | —> Forward 77

noreply@employer-knnect-chi-uat.firebaseapp.com
Wed 16/08/2023 3:20 PM

To @&

CAUTION: This email originated from outside the organization.

Hello,

Follow this link to reset your employer-knnect-chi-uat password for your I email address Iaccount.

auth/action?mode=resetPassword&oobCode=U9PqpRXJ08bRbRXRis2huDdRsU3Ym8-

kiTBLm8VYNDcAAAG) MkGrw&apikey=AlzaSyBSzBCN{TIDrsr2U9kLoG8RhogTpgABAGU lang=en

If you didn’t ask to reset your password, you can ignore this email.
Thanks,

Your employer-knnect-chi-uat team

0

4. Click on the link to reset your Password

Reset your password

forl email user I

New password

s SAVE

5. Enter new password
6. Click save
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b) Change Your Password
If you want to change your password after log in. Go to your Profile in the list bar.

1. Select Reset Password

My Profile

Name User Name
Email User email address

Reset my password
Last Login

I
Seler‘.led Emp Dy.ErIF.QD‘Ie Company Admin

[

Family Name
Given Name
Work Phone

Mobile Phone

Company ID 448099

Company Name

Change Password

email address

for you to reset your password. Check your Junk Tolder if the email
does not appear shortly.

An email will be sent ith instructions

2. Click Ok

3. You will receive an email with a link to reset your password

If your role is a supervisor you will ONLY see the user details

hitps://employee-knnect-chi-ust web.app/home

st CAierholan_o

Are you an Employer Contact?

MY PROFILE

Knnect Test Tile - DB
News of ¢ nications

To amend password or
any personal details -
Select MY PROFILE
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My Profile

Name

Email

Reset my password

Last Login

1. Select My Profile
2. Select Reset Password

Change Password

An email will be sent tl email address |i1h instructions
for you to reset your password. Check your Junk Tolder if the email
does not appear shortly.

3. Click Ok
4. You will receive an email with a link to reset your password
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Click ‘Notifications’ from the menu to go to the Messages page.

. Notification badge shows the count of unread messages.

. Lists read and unread messages.

. Received date and time stamp for each message.

. Mark all read’ function.

. Select a message from the list to open and read the contents.

PC View

<« C m

3 hitps://employer-knnect-chi-uat.web.app/home

i! Employer Knnect...

24 Home
@ Apprentices
9 2
1Y . R
Va Signoff Requests
Student Training Timetable Pre-enrolments Receipts Company Details
- Student Training Plans . Plans View the timetable and View outstanding Pre- View receipts. View and update company
H View downloadable STP attendance for all your enrolments. details.
[~ "] Teports. apprentices.
Timetable
‘LSJ. Pre-enrolments 8
o Knnect Test Tile - DB
= Receipts o
News or communications
E Company Details Summary
MORE >
- My Profile
@0 notfications
Iu o
L)
P Settings
E—
<« G @ £ https;//employer-knnect-chi-uat.web.app/messages B oA a v & h z @B -

< Notifications

MESSAGES

MARK ALL READ

g Message From Chisholm

sign off Apprentices

Message from Strata
N

< O m (91 https://employer-knnect-chi-.. B A @ Y% 03 m = 3 a oo |:\|

L
= & Message Q
&

MESSAGE
MESSAGE FROM CHISHOLM

Please be advised that there are Units that have been completed by Chisholm and require your signoff to finalise the unit.
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Mobile Device view

Aogust Thursday ot 11:14 AM

9

EV e )

Student Training
fans

e dovicatatie STF.

|- R ¢

Company Details

ot e oy
oy

@

Knnect Test Tile -
DB

August Thursday at 11:14 AM

& employer-knnect-chi-ustweb.app

August Thursday st 11:14 AM

@ employer-knnect-chi-uatweb.app
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Tap on the Settings menu item to navigate to the page.
If you select ‘About’ this will display the Version number of Employer Knnect PWA

= &  Settings

SETTINGS
\ Developer Tools
2 About

<  About

[« ] Version 3.1.84
Instance employer-knnect-
("] Project ID employer-knnect:
1
s

NOTE: as screen shots are taken from testing site the production version will display a different
Instance and Project ID.
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FAQ’s & Troubleshooting

Why do | see my apprentice in Knnect twice?
o If your apprentice is enrolled in a transitioned course you will see the apprentice with
the old course and the new course
* Why do | see an apprentice that has left my employment?
o Apprentice TC has NOT been terminated on Epsilon
*  Why can’t | see any future units in apprentice profile?
o Apprentice has an inactive STP
o Apprentice does not have any future units on their STP
* Why is my apprentice Live STP & Approved STP greyed out?
o Apprentice has left company awaiting Epsilon to terminate contract
* Why is there a red arrow (>) against an Apprentice?
o Apprentice has left company awaiting Epsilon to terminate contract
«  Why can’t | see any old apprentices
o Apprentice has completed their course no longer available on Knnect
o If an Apprentice TC has been terminated on Epsilon the apprentice will stop displaying
on Knnect
o Apprentice TC is cancelled no longer viewable
o Apprentice has withdrawn from the course - no longer viewable
«  Why can’t | see my new Apprentice
o Knnect reads off Epsilon and if your Apprentice is not on their system, they will not be
displayed on Knnect
o Apprentice fees have not been paid
*  Why is there no Live or Approved STP report on my Apprentice
o Both report buttons missing against an apprentice indicates that the apprentice’s STP
has not been defined against the STC in Chisholm — Speak to your Chisholm
Representative.
o If Apprentice has left company and not yet been terminated on the system, they will
still be viewable.
* Why is there no “Live STP Report” button for my apprentice
o A missing “Live STP Report” button indicates something is missing in the Chisholm
system — Contact your Chisholm Representative
o If apprentice has completed an old course there will not be a STP report
*  Why is there no “Approved STP Report” for my apprentice?.
o Amissing ‘Approved STP Report’ button indicates that a fully signed STP has not been
provided or uploaded. If signed please speak to your Chisholm Representative.

Employer Knnect Version 1.4 62



Chizholsn

At the bottom of the list menu is Sign Out
Select this when you want to sign out of the portal.

Employer Knnect...

Fa Home
Al
Apprentices B

-

”~ Signoff Requests (9]
-_— Student Training Flans B}
e Timetable
e Pre-enrolments 2

Receipts

Company Details

Employer Feedback Form

bo B W [

My Profile

I

Naotifications

il [

Settings

Sign-Out
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