How to Complete Online Induction Training

Purpose

This document will help you complete the online induction
training that has been assigned to you.

Resources and Tools

What is required?
A computer with Internet access

How long does the Induction take?
Approximately 3 hours, although this will depend on what you
need to complete and your skill level.

Completing the Assessment
Assessments will only include questions about the content you
have covered.

You must select the correct response from the list without help
from anyone.
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Step 1: Access the Portal

The portal is an internet based resource and can be accessed
via the following website
http://da.intfegralcs.com/home/login/induction

== ¥Downer



Step 2 - Log into the System

How you log in will depend on if you are a
a) Returning User
b) New User

a) If you are a ‘Returning User’, log in using the User Name and
Password you chose previously. If you have forgotten your
password, click the ‘change or reset password’ link and a new
password will be sent to your nominated email account.

b) If you are a ‘New User’, click the ‘create account’ icon.
Create your account by filing in all the required details. Be sure
to remember your user name and password.
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New User ? Existing User ?
@ Click the button below to create a new account. @ Existing user login
OR
Username
Password

Login Switch Application

Change or reset password

Step 3 - Complete Induction

Once you have logged into the system, the training that has
been assigned to you will be available.

a) Read the instructions and click ‘Next’ to continue.
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MyTraining ~ MyDetails  Settings

Welcome to Downer Induction Portal

Following are several self-paced learning modules you are required to complete to enable you to become an employee at Downer.
The modules may be followed by assessments and your results will be kept by Downer.

PLEASE ALLOW SEVERAL MINUTES FOR MODULES TO OPEN

Next

b) Click on the ‘Start Training’ icon to begin.

ZH Procedural Awareness Package

Zero Harm Procedureal Awareness Package

Responsibilty and Accountability

Responsibilities.
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c) Click on the ‘View' Icon to open the presentation.
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@ Incomplete

Welcome To Downer

Please allow a few minutes for the presentation to open. Read
the presentation.

Once you have viewed the presentation, you may choose to
leave it open while you complete the assessment. If not, click
close the presentation to continue

d) Click on the ‘Start’ icon to open the assessment.

= Complete assessment
u Click "START" and the questions will appear
START

@ Wot Started

e) Complete the multiple choice assessment and click ‘Submit’
at the bottom of the page once complete. You can refer to
the presentation if required.

Submit Cancel

T
@ @ ticking this box | am declaring that| am

If you do not achieve the required pass mark (which will vary,
depending on course requirements), you will be asked to redo
the presentation and assessment.

f) Once you have passed the assessment, you must agree to
the declaration to state you have completed the assessment
yourself. Click ‘Submit Declaration.’

You passed the test. You passed with a score of 8 out of 8
o complete the test you must submit the declaration.
and that | have understood and will follow the instruction and directions provided in this induction

Submit Declaration Cancel

g) Click ‘view all my available course’ to return to the initial
screen.
Test Complete

You have successfully completed the course module.

N
a |‘\:‘[ey; all my available courses |

At this point, you can choose to continue your training (begin
from Step 3) or log out and continue later.

CEX)
~ | X -" como postcode 2|~
» : = »
a2 - B g v Page~ Safety~ Tools~ @~

Hello Switch application
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Step 4 — Receipt From here, you can print your receipt at any fime by clicking
= P the ‘Print Receipt’ icon. Your receipt will always be stored in

the system.
Once you have completed the training, you will see this
screen.
Type
Course Completed
Online Edit & Delete
b You have successfully completed the course!
a You can print the receipt below. The receipt can also be printed later on the completed courses page or you caif view your current courses Online Ed \?) Delete
Manual &/ Edit l\;) Delete
IManual & Edit @ Delete
Manual & Ed ‘\;j) Delete

If you choose, you can click the ‘Print Receipt’ icon to print or
save a copy of your completion receipt.

Alternatively, the receipt can be viewed within CS Integral at a
later date by clicking the ‘Training History’ icon on the home

Page. Need help@

If you require any assistance with completing your training,
owner please feel free to contact the Training Department on the
details below.
trainingcanningvale@downerediengineering.com.au
08 9318 9465

Current Courses My Completed Courses

Current Filter: Unsaved Filter

ID 4. Course Name
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