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Step 1: Log into your learning account

&)LeT TRAINING

To log into your account: Login Reset Password Retrieve Userame

Details

» Go to the login page: https./let.tutis.com.au/tpi/login

User:

» Enter your username and password. Password:

 Click on the image (right) to watch a short video demonstration. __

~ — O M B hitpsy/lettutis.com.au/tpi/login

If you would like to reset your password:

@)'LET TRAINING

« From the login page, click ‘Reset Password’ in the blue bar (at the top).

.
«  Enter your username: firstname.lastname (all lowercase).

Details

User:

«  Click ‘Submit’. You will receive an email. Follow the prompts in the email.

Password:



https://let.tutis.com.au/tpi/login

The Online Learning Portal
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Participant Interface 2 Refresh

My Enrolments Fa

Title Planned Completion Date Status
L] B5B41415 - Work Health and Safety 23/06/2023 Active
L) B5B50415 - Business Administration 02/04/2020 Active
1> B5B41015 - Human Resources 21/05/2020 Active
L) B5B61015 - Leadership and Management 13/06/2023 Active
1> B5B40515 - Business Administration 03M10/2019 Active
L B5B20115 - Certificate Il in Business 29/04/2023 Active
L] B5B50615 - Human Resources Management 12/06/2023 Active
L B5B51915 - Leadership and Management 24/06/2025 Active
e B5B60915 - Management (Human Resources) 201172021 Active
L B5B42015 - Leadership and Management 24/06/2025 Active

(Displaying 1 - 10of 11, Page: 1/2) » M




The Online Learning Portal

Step 2: Access your enrolments

To access your enrolments, you:

1. Click on ‘My Enrolments’ on the left-hand side of the dashboard.

 This will take you to the ‘My Enrolments’ page. Here, you will be able to see all of the

course/s you have enrolled in.

» Then, click on the ‘View’ button RYEUE to access the ‘Course Details’ page. From here, you
can access information such as the units of competency you must complete, any eLearning

activities, assessments, documents, and/or sessions.
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Step 3: View ‘My Enrolments’

On the ‘My Enrolments’ page, you will be able to see all of the courses that you are currently enrolled in.

Click on ‘View’ to access the ‘Unit Details’ page.

Click on the image below to watch a video demonstration on how to access your enrolments.

& d O m £ httpsy/lettutis.com.au/tpi/home?execution=e7s = e

Toris B oo

# Dashboard

My Enrolments

Title Planned Completion Date Status
(>] BSB41415 - Work Health and Safety 31/01/2019 Active
(>] BSB50415 - Business Administration 02/04/2020 Active
> ] BSB50615 - Human Resources Management 03/04/2020 Active
(>] BSB51915 - Leadership and Management 04/04/2020 Active

(Displaying 1 - 4 of 4, Page: 1/1)

My Credentials

Credential Number Date File

Mo records found

(Displaying 0 - 0 of 0, Page: 1/1)




The Online Learning Portal &)'LET TRAINING

From the ‘Unit Details’ page:

* You can access each individual unit to see:
- Documents
- Assessments.
« Depending on the status of the unit you will be able to click ‘Start’, ‘Continue’ or ‘View’ to access this related
information.
* You can also monitor your progress towards completion, and the outcomes (e.g. Competent) for completed
units.

B3B41415 - Work Health and Safety

5 Core Subjects 5 Elective Subjects (10 Total)

© ssswhs02 (S BN \VHS laws (In Progress)

© BSBWHS403 NSNS i on and participation processes (In Progress)
CORE © BSBWHS404 s S E S NNES NSNS 2ss=ssment and risk control (In Progress)

© sspwrseos | | S - o = < nt systems (In Progress)

© ssswhsoc I OSSN ('~ Progress)

© | BSBINN301 L~~~ Promoteinnovation in a team environment (Competenty |

© BSBPMG522 B Undertake project work (In Progress)
ELECTIVE | @ BSBRES401 Analyse and present research information (0.00%)

© BSBWHS407 Assist with claims management rehabilitation and return-to- work programs (0.00%)

© BSBWRT401 e complex documents (In Progress)

* The blue shading in the bar next to each unit (see below) enables you to see how much of the unit you have

Com pleted . | © BSBHRM501 I  Manage human resource services (25.00%) |

< >




The Online Learning Portal

Step 4: Download training materials

To access your Learning Module and Assessments:

» Click on the ‘Download’ button in the far-right column.
» For every unit, there are two documents to be downloaded:
1. Learning Module: For example, BSBLDR402 Learning Module. This is your learning material for the unit of study.

2. Assessment 2 Practical Project: For example, BSBLDR402-S01. This is the second assessment, which
contains 3-4 tasks to be completed offline and should be uploaded under “BSBLDR402-S01” for marking.

BSBLDR402 - Lead effective workplace relationships
1 Knowledge Assessments 1 Skill Assessments

Description

Progress

Document |, 0o':ioaded

Knowledge ESBLDR402-K01 - Lead effective workplace relationships (1717
Assessment | P ps (1117) In Progress | RESINITE

Activated:  02/02/2018 16:23

Documen: | S 0o loaded

Skills BSBLDR402-501 - Lead effective workplace relationships (0.00% :
Assessment P Ps( o) Active Start

Activated:  02/02/2018 16:23

Note: For some units, there may be additional support materials provided or further reading required. This material will be coded

accordingly. 4 )




The Learning Module (in PDF format)
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BSBLDR402
Lead Effective Workplace
Relationships
Learning Module

Download materials for
relevant unit and;

Read all materials,
review, analyse,
investigate and
research content.

Table of Contents

This Unit in Context

FHLET TRAINING

and F Criteria

Skills.

Learning O
1. Collact, Analyse and Communicate information and Ideas.

1.1. Collect relevant information to analyse and share

1.2.Ci i ideas and lion appropriately

13.

1.3 Seek and value

14

1.5 Section Summary

2. Develop Trust and C as Loader

2.1. Treat contacts with integrity, respect and empathy

22 Use the organisation’s social, ethical and business

2.3. Gaining and maintaining trust through performance.
2.4. Understanding corporate cultura

2.5. Encourage others to follow the

2.6. Section Summary

3. Develop and Maintain and

3.1. Using networks o build

32 Using natworks and i ips to benafits the

3.3. Section Summary

58

Error! Bookmark not defined.

4. Develop and Maintain and

4.1. ldentifying and analysing ies and take action.

59

63

4.2. Probi Ning methods

65

4.3 Guiding and
4.4. Reviewing and improving workplace

B7

45. poor p

69

4.6. ing conflicts

73

47.C planning

7

48. Section Summary

v

5 and Further Reading

78

6. Glossary of Tarms.

78

T

a0

&0

Appandix 1: MacVilla bullying and harassmant policy

a2

Appendix 2: MacVille discipi policy
Appendix 3: Mac\Ville privacy policy

B84

Appendix 4: MacVille i palicy

a7

Appandix 5: MacVille sexual policy

&8

Appendix 6: Conflict resolution plan template

&9




The Online Learning Portal

To complete Assessment K01 - Knowledge Assessment:

 Click ‘Start’ or ‘Continue’ next to the Assessment you wish to undertake.

# » MyEnrolments » B5B50415 - Business Administration )

Description

Progress

Document Downloaded
Knowledge ! ] —
e BSBADMS502-K01 - Manage meetings (0/12) In Progress

Activated: 03/04/2018 15:57

Click ‘Start’ or ‘Continue’. A confirmation pop-up window will appear.

Confirmation

Tick to confirm it is your own work. Click on ‘Launch’ (in the pop-up window).

I acknowledge that this is my own work

« Answer all questions in all sections, by typing your response into the provided space.

Click ‘Save and Exit’ to return to it later, OR click ‘Submit’ once you have completed ALL questions.

< >




The Online Learning Portal

There are two (2) assessments to be completed for each unit:

1. Assessment 01: Knowledge-based assessment. These short answer questions are coded as: Unit Code-K01, e.g.
BSBADMS502-K01.

2. Assessment 02: Skills based assessment. These practical project tasks are coded as: Unit Code-S01, e.g.
BSBADMS502-S01.

You can complete the units in any particular order. However, we suggest completing the knowledge assessment BEFORE
attempting the skills assessment.

* You have three (3) attempts for all assessments.

If you need help with completing the assessments, you can contact your trainer directly.

10




The Online Learning Portal

To complete Assessment 02 - Skills Assessment:

« Download Assessment 02, with the ‘S01° code. Open the Word document and work your way through the project tasks.

BSBLDR401 - Communicate effectively as a workplace leader

1 Knowledge Assessments 1 Skill Assessments

Description

Progress

Activated: 25/06/2019 12:25

Document |, O nloaded

Knowledge BSELDR401-K01 - Communicate effectively as a workplace leader (0/15
Assessment y P (0/15) In Progress | RS
Activated:  25/06/2019 1225

st o o EIIRERENN L Download
Skills BSBLDR401-501 - Communicate effectively as a workplace leader (0.00% :

Assessment y P ( a) Active Start

Note: Some assessments will contain multiple files in a zipped folder. For example, the zip folder may contain a practical project and a

simulated business case study and/or templates to help you complete the assessment tasks.

<

QA)LET TRAINING




The Practical Project — Assessment 2
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For example,
BSBLDR401-S01

The Assessment 2 —
Workbook contains 3
practical tasks to be
completed based on the
provided simulated
business.

&)LET TRAINING

BSBLDR401

Communicate Effectively as a
Workplace Leader

Assessment 2 Practical Project

RTO: LET Tralning and Consutation Servicea Py Lid

Document | BSOLDRAN Assesmers2 | Version [20

Dats Effsctive: | 1805201 | Revlew Date: ‘ 1805/2020

_

Leames Instructions

Leames

— Beaical Pigiegt

Froject Task 1: Identify

Ferformance objectve

How

‘Submission Checklist and

Appendix 1: Case study - JKL Industr

Appandic 2: C

Appandic 3: Mesting Aganda Templste.
Appandix &: Meging Minutes Template.
Aendic s

Project Task 2: C:

bimulated Business
JKL Industries

How

‘Submission checkist and

Appendix 7- Feedback Tool

Business snd Strategic lEnning FY 2014-2015 ..o oo

Appendic . Thind-party renad,

snd plan

Froject Task 3: T:

Ferformance objective

How

‘Submission checkist and

Appendix 8 Refiection on
Appendix 10

Practical Project

The Simulated
Business document
to help you complete
the practical project
in a simulated
business
environment.

Tip: Ensure you work within the downloaded assessment workbook in “MS Word” format. Your assessor will

not mark any assessments in the workbook that are not in “MS Word” format.

> 12




The Online Learning Portal &) LET TRAINING

To submit Assessment 02 - Skills Assessment:

» Once you have completed the assessment workbook, click ‘+Choose’ to locate and upload your file, and then click
‘Submit’.

* Note: If you are submitting more than one document, ensure you compress (zip) the files as you will only be allowed to

upload one file. Every upload is considered one attempt!

BSBLDR401 - Communicate effectively as a workplace leader

1 Knowledge Assessments 1 Skill Assessments

Document |, D' rioacied

Knowledge BSELDR401-K01 - Communicate effectively as a workplace leader (0/15
Assessment Y P (0/13) In Progress eI

Activated: 25/06/2019 12:25

Activated: 25/06/2019 12:25

Tip: If you are unsure on how to compress (zip) files, click on the relevant link: Windows or Mac. 4 )

13


https://support.microsoft.com/en-au/help/14200/windows-compress-uncompress-zip-files
https://support.apple.com/kb/PH25411?locale=en_US

The Online Learning Portal
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To submit Assessment 02 - Skills Assessment (cont.):

Note: If you are submitting more than one document, ensure you compress (zip) the files as you will only be allowed to
upload one file. Every upload is considered one attempt!

Assessment

X Export PDF

=+ Choose

D Skills
‘e BSBLDR401-501 - Communicate effectively as a workplace leader
Aszsessment

This instrument requires a file to be submitted.
Only one file can be submitted per instrument attempt.

If the instrument requires more than one file to be submitted, please zip the files prior to submission.
To view additional instructions, click on the 'Export PDF' button below.

Once the assessment has been submitted, it cannot be submitted again until an assessor has marked the submission.

Mote: There is no instruction to be exported. The assessment requirements are included in
the Learner Workbook.

Attempt
113

Tip: If you are unsure on how to compress (zip) files, click on the relevant link: \Windows or Mac.

14



https://support.microsoft.com/en-au/help/14200/windows-compress-uncompress-zip-files
https://support.apple.com/kb/PH25411?locale=en_US

The Online Learning Portal

Step 6: Review assessment feedback

Once your assessor has marked your assessment (generally within 5 working days), you will receive an email, and be able to log

into your account to see your results.

To access Knowledge assessment feedback:
» Go to your dashboard, and click on ‘View’ for the corresponding course.

* The ‘Assessment Details’ page will show the status of your assessment, as well as the number of questions you got

correct.

Assessment

@ Knowledge _ » Attempt
BSBMGT401-K01 - Show leadership in the workplace I
il i : In this example, the
first attempt was

Passing Grade: 99.95% graded ‘Not
satisfactory’.

Start

Attempt Submitted Status Your Grade

31/03/2017 11:57 AM Marked 5/25 - E+1% (Not satisfactory) X
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To access Knowledge Assessment feedback (cont):

» Once you are in the assessment, questions in red indicate that they were answered incorrectly and need to be reattempted.

If required, go through and complete any questions marked red, and resubmit your assessment for marking.

* Notes provided by your assessor on incorrect or

insufficient responses will also appear at the bottom to

Section 1 Section2  Sectior®

guide you in your reattempt.

Question 3

The organisations Business Plan

* Once you have successfully completed an

@Can be used constantly throughout the project to aid in decision making and as a rallying cry for your team

assessment, you can access your attempt history by

finding the assessment from the ‘Course Details, page. Assists in preventing problems within your team and identifying growth strategies that will promote change

Sets standards for dress, grooming and appearance and the use of organisation's facilities and resources

None of the above

Assessor Notes:
Incorrect

16




The Online Learning Portal

Once your assessor has marked your assessment (generally within 5 working days), you will receive an email, and be able to

log into your account to see your results.

« It's the same process to submit the skills assessment. You will need to proceed to “[Banie the skills assessment and

‘CEYTULEEL” the marked workbook for assessor’s feedback and instructions for adjustment if required.

* Once you are in the assessment book, check the “ " and/or “ 7 left by the assessor in the respective areals
that were responded to, incorrectly or insufficiently and need to be re-attempted. If required, go through and complete these

questions/activities, and resubmit your assessment for marking.

» Once you have successfully completed an assessment, you can access your attempt history by finding the assessment from

the (oI EYEENE page.

17




The Online Learning Portal

Let’s have another look at how to start the process!

v" Download and read your Learning Module. This will help you complete your assessments.
v Start your Knowledge Assessment (short answer questions). Click on [Eli[dJgilonce you have completed all questions.

v Download and complete Assessment 02 Practical Project.

v"Remember a digital signature or typing your name is sufficient enough.

v Ensure you complete ALL project tasks within the Workbook word document.
v Keep the format and the style of the workbook.

v" Upload your practical project to the Skills Assessment section, by clicking on " to select your Workbook

word document file (or zip file) from your computer.
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