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Key Terms 
 

 

Course Group: Several Courses grouped under a common heading. 

Course: One or more Modules that are grouped together as ‘unit of 
learning’.  Each Course completed results in a Record. 

Module: Presentation and optional Assessment. 

Presentation: Powerpoint, PDF, Doc, flash or other media uploaded to the Module. 

Assessment: Multiple choice questions entered via the Administrator interface. 

 

Record: Created when a User completes a Course. 
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1. Introduction 
CS Induction is a web based induction system designed to:  

• Deliver inductions and training material to contractors and 
employees, and to  

• Act as an e-learning portal when combined with CS Competency. 
This manual provides an Administrator with essential information on how 
to configure and manage CS Induction. 

2. Logging In 
There are two options when logging in to CS Induction, as indicated 
below. 
 

 

2.1 New User (Undertake Training) 
Use the left hand ‘New User’ box to create a new account, and undertake 
training.  The User will be prompted for details including a username and 
password.  An account will then be created allowing access to training 
courses. 

2.2 Administrator or Returning User 
Use the right hand ‘Existing User’ box to log in if returning (already have 
a username and password).  This applies for both for Users returning to 
continue training and Administrators. 

2.3 Lost Password 
Click the ‘Forgot your password?’ link on the right hand box and follow the 
instructions to reset a forgotten password.  Access to the email account 
used to register and username are required. 
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3. My Training 
Each user has a My Training tab, which is where they access their Courses 
and Modules. 

3.1 Current Courses 
The Current Courses page displays the training Courses that are available 
to the User, and yet to be completed.  Partially completed Courses are 
also listed.  Where there is a pre-requisite Course that is not completed, 
future Courses may be ‘greyed out’.  Likewise Modules within a Course 
may also be greyed out if there are pre-requisites.  
 

 
Three Courses, with two unavailable until the first is completed. 

 

 
A Module with two presentations and an assessment. 
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3.2 Completed Courses 
The Completed Courses page provides a list of successfully completed 
courses for the User, as illustrated below. 
 

 
 
From this page a User can print a receipt (pdf), print their training history 
(excel) and view the Course that corresponded to the record. 
A User can re-do a Course by clicking the ‘Show Course’ link. 

4. My Details 
Each user, including Administrators can access their My Details tab.  This 
can be used to modify registration details and modify your password and 
email address. 
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5. Records 
Administrators and Managers have access to the Records page, which is 
located on the Settings Menu.   
A Record is created for each Course.  Records are not created for 
individual Modules within a Course. The Record is created when a User 
commences the Course (even if they stop mid-way), and is then updated 
to reflect a successful completion or fail. 
Filters are available to refine the list of Records and to select a particular 
User or Course.  The My Filters tab can be used to save filter settings for 
later use, and to set a specific default filter. 
There are options to open the Record for each Course, including the 
results of the Assessment for each Module within the Course.  A PDF 
record can also be printed for each Record.  The list of Records can be 
exported to Excel. 
 
 

 
 

Use filters to limit 
the Records 
displayed 

Save filters for 
later use 

More actions 
such as Record 
details, printing 
PDF. 

Manually add 
a Record 
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6. Users 
The User page enables an Administrator to create and edit User account 
information.  This page only applies to the User accounts that have been 
crated for the purposes of undertaking online training (these are not 
Administrator accounts). 
A new User can be added from this page by clicking the ‘Add New’ button.  
This may be used where it is necessary to create an account for a User 
and forward them the details for logging in, including their password.  
They can then use the My Details page to change a password if required. 
All Administrator accounts are created and managed using CS Access.  
Please refer to the CS Access User Guide. 
 

 
 

Search for a 
User 

Manually add 
a new User 
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7. Courses & Modules 
7.1 Overview 
CS Induction training material is arranged into Course Groups, Courses 
and Modules.  Each Course belongs to a Course Group, and has one or 
more Modules.   
 

 
 

7.2 Courses 
Each time a User completes a Course a Record is created.  Each Course 
must have at least one Module and can have more than one.  The 
modules contains the presentation and assessment that is viewed by the 
User. 
A course can have only one Module – this is a common configuration if a 
Record is required for each Module that is completed.  If it is necessary to 
have a user complete several modules which together to create a Record, 
then the Modules should all be grouped within the one Course. 

7.3 Course Groups 
Course Groups are used to display the Courses available to a User.  Each 
course Group contains one or more Courses.  Typically Course Groups are 
used to display Courses that are related i.e. Company Induction, OH&S, 
Risk Management etc. 
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Each Course Group can be marked as Mandatory or Optional. 
 

Mandatory:   All Courses in a Mandatory Course Group must be completed 
prior to proceeding with Optional Courses.  

Optional:   Courses in an Optional Course Group can only be accessed 
after all mandatory Course Groups have been completed. 

 

A course can have only one Module – this is a common configuration if a 
Record is required for each Module that is completed.  If it is necessary to 
have a user complete several modules which together to create a Record, 
then the Modules should all be grouped within the one Course. 
 

 
The “Part A” Course Group is mandatory, and must be completed before  

“Part B” or “Part C” can be accessed. 

 

7.4 Creating a New Course 
The first step to setting up online training is to create a Course.  Use the 
‘Add New’ button on the Courses page to commence.  Enter details of the 
Course (these will be displayed to Users undertaking the Course). 
Click ‘Save and Next’ to continue and add Modules to the Course, or 
‘Save’ to return to the list of Courses. 
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7.5 Adding Modules to a Course 
The Modules linked to a Course are displayed by clicking ‘Save and Next’ 
from the Course details page, or clicking the ‘Modules’ menu item (visible 
once a Course has been opened). 
The following image shows two Modules that have been created for a 
Course.  Click ‘Add New‘ to create new Module for the current Course. 
 

Validity in months – 
insert ‘0’ for does 
not expire. 

Description is displayed when 
a User undertakes the 
Course. 

Linked CS Competency 
Capability for e-learning 
(refer to CS Competency 
user manual for more 
information). 

Save and continue 
to the Modules 
screen 

Validity in months – 
insert ‘0’ for ‘does 
not expire’. 

Save and return to 
the list of Courses 

Use the ‘Modules’ 
menu to view 
and edit the 
Modules linked to 
the current 
Course. 
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Each Module is comprised of three main sections: 
– Administration 
– Resources (presentations) and,  
– Assessment 
 

Administration 
 

 
Resources 
Resources are the presentations or other material that a User is going 
to download and watch while completing the Module.  More than one 
presentation can be included.  They will be provided to the User in the 
order shown in the list. 
 
 

Edit a Module. 

Add a new Module 
to the current 
Course. 

Description is displayed when 
a User undertakes the 
Course. 

Deselect if you do not wish 
the Module to be available to 
Users. 
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To upload a presentation, click the ‘Add’ button.  The following screen 
will be displayed: 
 

 
The Time Delay is used to insert a pause before the next step can be 
commenced.   This prevents a User from proceeding immediately to 
the next step in the Module.  If left blank, there is no delay. 
Use the upload box to navigate to and upload the presentation 
material for the Module.  If the presentation consists of multiple files, 
such as an interactive module, first combine the files into a .zip file 
(prior to uploading).  When a .zip file is uploaded, CS Induction will 
prompt to enter the Root Path or name of the file that should be 
executed by CS Induction in order to run the presentation. 
Single file uploads such as .ppt or .swf do not require a Root Path. 

Presentations currently 
linked to the Module. 

Where there is more than 1 
presentation, drag the arrows 
to change the order. 

Upload a presentation.  
Suggested file formats 
include .swf, .pdf, ppt / pps. 

Delay before next step in 
Module is activated.  Leave 
blank for no delay. 

For presentations that include 
multiple files, .zip them before 
uploading then select the file that is 
to be executed. 
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Assessment 
The assessment allows the number of questions to be displayed to be 
set (where there are additional questions specified), the passmark to 
be set, and the questions themselves to be specified.   
The ‘Has Assessment’ checkbox needs to be ticked in order for the 
Assessment to be displayed.  Otherwise the Module will proceed to the 
declaration and a Record will be created (with no Assessment).  This 
may be desirable in some situations. 
 

 
 
Questions are configured as multiple choice.  There is no limit to the 
number of potential answers, but there must only be one correct 
answer.  A recap is included (revision text) which is displayed if a User 
fails a question but passes the Module as a whole. 
 

 
 
Note that individual questions can be marked as mandatory, which 
means that they are always presented to the User (where there are 
more questions that required).  It does not mean that the User must 
get ‘mandatory’ questions correct in order to pass the assessment. 

 

Add a new 
Question. 

Question 1. 

Answers (options) for 
question 1, indicating 
which is correct. 
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9 Administration Settings 
9.1 Instructions 
The Instructions menu allows the Login Screen, Terms and Conditions and 
Welcome page text to be edited.  A simple text editor is provided that 
allows formatting such as bold, highlight and underlining to be specified, 
as well as hyperlinks. 
 

 
 

9.2 Banner Upload 
The site banner can be modified to suit individual company requirements.  
Replacement images are uploaded using the Banner Image page for both 
the login screen banner, and the site banner (once logged in). 
Important: Only .jpg and .png images are able to be displayed, and all 
images will display at whatever size is uploaded (CS Induction does not 
resize the images). 
 

 

Recommended size:  
200 pixels (w) x 75 pixels (h) 

.jpg or .png format. 


