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For e-Learning a maximum of 7 individual courses can be selected on the booking form for one learner.
On receipt of the booking form, HEA Admin will process this and create the learner on to the e-Learning
system. The course(s) and the monthly licence will also be invoiced to the organisation.

The learner will be notified of this by email, example below.

Welcome to HESA e-Learning.

Welcome John Smith

Your employer has selected you for online leaming to keep your knowledge skills
current and in line with: HESA.

With this platform, you will receive all types of information and learning across a
range of topics selected by your employer.

You will be able to access the platform wherever you want, whenever you want, on
your smartphone, tablet or computer, within the time period allocated.

The HESA team welcome you to your e-Leaming portal.

To get started activate your account, simply choose a password by clicking the
button below.

ACTIVATI
Once activated you'll be able to enter the HESA on line e-learning experience.

Best regards,
HESA

The learner will receive a further notification email when HEA Admin have assigned the course(s), the
email will advise the learner when the course is to be completed by.

LEARNING

Congratulations! Your employer has selected
you to update your knowledge using the HESA
e-Learning platform.

Hi John Smith
There is a new online course waiting for you to complete.
You have been assigned the following course:

104 - Moving and Handling Highway Electrical” and it must be completed before
“19/08/2021".

AKE MODULH
Good Luck in completing the course!

Best regards,
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The learner will also be notified by email when the deadline is approaching for the course to be
completed by.

The deadline for your course is coming up
Hi John Smith

The course 101 - Health, Safety and Environment at Work reaches the deadline on
17/07/2021.
Remember to complete the course before the deadline expires.

If you do not complete the course before the deadline date the course will be
locked, and you will not be able to complete the course.

Click the link to complete the course right away.

AKE MODULH

Wish you all the best with your future development.

Best regards,
HESA

Once the learner has activated their account, they will be able to log in to e-Learning and upon sign-
in, they will view the Dashboard.

HESA Dashboard  Leaming  Rewards  Discover Q Q (o} ‘)
l lohn Smith
Leaming Dashboard My Learning  Catends
MODULE NAMES ouEGoRv:  PROGRESS s DEADUNE S compLETED s
No i
Learning Modules Skills

Learning Development SKills from your learning modules
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There are four tabs under the learner’'s name.

Learning Dashboard My Learning Calendar List Calendar

The Learning Dashboard is the main page shown upon login. This area gives information on the
learners learning progress.

My Learning shows courses that have been assigned to the learner. This is where the learner should
click to start the course.

Calendar the calendar shows any course(s) deadlines in red so that the learner is aware when the
course(s) are needed to be completed by.

List Calendar this provides a list of the course(s) and the deadline set for each course.

To start the course, the learner should click on the tab ‘My Learning’ where they will see the course(s)
that have been assigned to them.

John Smith

Leaming Dashboard My Learning  Calendar  List Calendar

Learning Modules

© ¢ Q

HESA Learning (Onlinc)

(€]

104 3Moving and
Handling Highway
Electrical
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From here, the learner can click on to the image shown which will then take them on to the learning
module for that course.

HESA

104 - Moving and Handling
Highway Electrical

Information Module steps

The learner can proceed to the course by selecting the ‘play’ radial button next to the course title, or
by pressing the play button on the image of the course.

The course presentation will then start. The presentation will include guidance for the learner as
shown in the following images.

Highway Electrical Skills Academy

LEARNING

¥ il ©2021 HESA- Invigilator_éL Iss1.0 11082021

e-Learning User Guide 5 Issue 1 — August 2021



General House Keeping

Please observe the following basic rules:

* Remove distractions.

» Ensure you are comfortable and seated appropriately

» Take notes during the presentation.

» Please take breaks by pausing the presentation at any time

» Please ensure that you complete the course before the notified end

date

Playing the Presentations, the horizontal bar indicates the presentation slide
progress:
Previous Slide

( Play (press to move to next \ Volume
or pause) \

3728 00:02 /7 00:09 /' m q

Replay \‘Wﬁ

w ) ©2021 HESA - Invigilator_e -L Iss1.0 11082021
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End of Course Assessmenit

> At the end of this e-Learning course there will
be a multi-choice, online question paper to
complete .

> You will be allowed 3 attempts to complete the
question paper with the correct answers.

W ) ©2021HESA - Invigilator_e -L Iss1.0 11082021
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Using your Calendar

>  From your own portal, you can use your calendar to see the
courses assigned to you.

» Those identified in red, is the actual deadline date

Learning Calendar

10 - 16 May 2021

w © 2021 HESA - Invigilator_e -L Iss1.0 11082021 ;
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HESA

The final part of the presentation will advise the learner of the next steps.

Summative Question Paper

This Course requires an on line Summative Question Paper to
be completed.

<& This concludes the presentation, now move to the ‘next
step’ to complete the Learning outcome assessment on

your course dashboard.
Or.... you can go back and review the previous slides
first...

7
0‘0

a © 2021 HESA - Invigilator_e -L Iss1.0 11082021
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Once the learner has watched the course presentation, taken the appropriate notes as required, they
can then proceed to the course assessment by clicking ‘next step’ in the right-hand corner of the

presentation page.

The assessment will then commence. The learner will be required to answer all set questions and will
be allowed three attempts at the course. The learner will be notified of which questions that they did
not get correct.

On completion, the learner will be notified if they have achieved or not achieved for the course, an
email will be sent to advise the learner once they have achieved.

Well-done! You finished the course: 03 HERS
Invigilator Re-Registration Course

Hi John Smith

You've now completed this course and can continue with your development.
You scored: 100.0% out of required 100%.

Discuss with your Manager/Supervisor for additional refresher training to keep your
knowledge current.

Good Luck with your further development!

Best regards,
HESA

HEA Admin will then proceed in producing HESA certificates for the e-Learning that has taken place.

The learner will receive further email notification reminders for any course(s) that they have not yet
completed.

If the course is not completed prior to the course deadline date, the course will be locked, and
the learner will not be able to complete the course.
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