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Session 1 — Navigating the LMS
Main features of the LMS

Welcome to the world of online learning. This training resource is designed to give you both practical
and educational tips for making this online experience a positive one for you.

It’s important that you get comfortable with your new learning tool — the Learning Management
System or LMS for short. This is where most of the activity in your learning will occur. One of the key
skills you will need to develop is the ability to navigate easily and intuitively so that you can find your
way around.

In most cases, when first login you will have seen blocks for the following:

e  Courses —this is where you will find the learning materials, learning activities and
assessments.

e My Profile — you can add your details and a picture of yourself

e My Books — in this section you will find eBooks that will have additional content that is not in
the Courses section. These eBooks can be saved, annotated and searched.

e My documents — You can upload and
save documents that you want to use
or submit as part of the course, and
you can link to files on Dropbox and
GoogleDrive if you use these services.

e My Wall—This is a bit like a Facebook
wall and allows you to communicate,

post videos, files and comments

So now we would like you to select the second slide in this session and learn more about the
basics of navigation in the LMS.
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The basics of navigation
There are many ways to navigate the online LMS site.

Going back to the desktop

From time to time you will need to go back to the Home
Desktop. The 9 dot icon at the top of your screen will take you
back there.

Welcome
Uits 1- Identitying materizls 2 - Describiny i 3-Tolerzn,
Introduction

| ceccsesoosa-s..
BSBPMGS05A - M...
CPCCBCS50018B - A...
NATIONAL CODE ...
OTHER RESOURCES
Assessment

Forum
Sessions

Logging out

When you are finished working in the LMS you will want to log out. You can do this by clicking on the
Logout Button in the top, right-hand corner of the screen.

Log out

Logs you out from this computer only

Courses My Profile My Books
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Technical support

If you have any issues regarding LMS, please feel free to contact us via
helponline@buildersacademy.com.au

Please don’t use the ‘Write to Tech Support’ link as your messages will not be answered here.
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Quick Mavigation to:

Introduction to BAA and The Bob

What units of competency (subjects) are you going to study?
How are you going to learn?
System Regquirement

How are you going to be supported? Please don’t use

How are you going to be assessed? the ‘Write to Tech

Tips for Online Learning Support’ -

Introduction to BAA and The Bob E%) Write to your instructor

. n r 2 Write to tech support
Builders Academy Australia { s )

Chat with classmates

Online

Please also note you can reach us at normal working hours via these blue buttons on the introductory
page of your course. We will do our best to get back to you in a timely manner.

j EE’A%'EE&S HH 331207 WELCOME TO DUAL CERT IV - WHS ... EDIT $ A
HH L B
AUSTRALIA
-
Welcome | BUILDERS
Dual Cert IV - WH... | ACAD EMY Email:Trainer Feedback Helpdesk
Units
AUSTRALIA
BSBSUS301A
CPCCBC4020A
CPCCBC4012B Welcome to Builders Academy Australia
CPCCBC4001A
CPCCBC4010B Quick Navigation to:
CPCCBCA011B = Introduction to BAA and The Bob
BSBWHS402A « What units of competency (subj are you going to study?
BSBWHS405A « How are you going to learn? “
CPCCBCA002A « System Requirement @’ %

Email:Trainer Feedback Helpdesk

S - sajuedwod JodnoJB spuowig auy Joed Y - #£9 498 791 1Z NAY - £BSLZ 8P07 (LY JeUONEN - eljensny Awapedy siepyng se Buipen pr) g Buiused) jo asnoy

SANOMI
L, 4



- Bljensny Awapeay siapying se Buipen py] g Buused) jo asnoy

S - sojueduoo Jo dnosG spuowis au Joysedy - vy §98 971 1Z NGY - EEGLZ BP0) OLY TeuogeN

SANOWI

L, 4

BUILDERS
ACADEMY

AUSTRALIA

STUDENT MANUAL

Basic Troubleshooting
Sometimes when you are learning online there will be the inevitable hiccups. Here are a few tips that

may help if you experience issues.

Some browsers may take a while to refresh and you may think that something has gone wrong. For

example, when you click on a link in the Navigation bar you may find that nothing loads into the main

screen.

BUILDERS pes
ACADEMY 4

Waelcome

Introduction

CPCCBCS001B
Other Resources
Sesslons

My Activities
Assessment 2
Assmt. Activities
Discussions

[ LLNE

This should resolve if you ‘refresh’ the browser. The following picture will show you how to do this,

depending on which browser you are using. For best results, we strongly suggest using only Google

Chrome as your browser. Download it for free from https://www.google.com/chrome/

internet Explorer

Firefox

Google Chrome

Safari

M MakeUs

OC)I M hitp://wew.makeuse... O ~

' Gadget YVictims Moz

B L& Yeu HMgoy Domaks
& (c).

Ihird Party software for Foscam P Cameras

Jook b

. R [ Jowers Qadoet victivg cox j

» M drop down in grade area - % DU BuildersAcademy - Gr,

/\ C > | buildersacademy.eduongo.com/v2/course-173.

jemy.eduongo.com
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Assessment of your learning

The types of assessment task in each Unit
All the assessment tasks for the Diploma will be managed and assessed within the LMS. In each Unit
of the Diploma there are 3 formal, final assessment tasks:

e Assessment A - Observation/Demonstration
e Assessment B - Written Questions
e Assessment C - Project

Each task has been set up in the LMS Gradebook . You can submit the assessment task from either of
the following places:

1. From the left hand navigation bar

BUILDERS ..
. ACADEMY = Courses a

Welcome

Introduction

Units CPCCBCS5004A - Assessment A - Observation
CPCCBCS004A

BSBPMGS05A

CPCCBCS0018

Other Resources CPCCBCS5004A - Assessment B - Written Questions
My Activities

Assmt. Activities

Discussions

hssessvents il CPCCBCS004A - Assessment C - Project

My Tools

Forum

2. Orfrom the Unit Summary

6. Safety on ste 7 - Testing materialy 8 - Tenting proceciares 9 - Summary & Assement

A R E A
9 - Summary & Assessment

2. Assessment Resources

iy CPCCBCS00MA - Assessment A - Observation

iy CPCCBCSO04A - Assessment B - Written Questions

[K1] CPCCBCSO04A - Assessment C - Project
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Assessment A - Observation/Demonstration

This assessment will be observed and assessed by the trainer as you successfully complete a number
of ongoing Assessment Activities and discussion activities embedded in the content throughout the
Unit. These can be completed in your Learner Resource Workbook. So that you can complete the
activities during class, you should open your Learner Resource Workbook for the unit you are
studying — right click on the link and select open in new window - and save it to your local computer
drive or desktop. That way you can read through material and then click the tab with the open
Workbook and type in your answers as you go through the learning. Don’t forget to save as you go.
You can then upload your Workbook or email it to your trainer.

What happens when you have completed all the component assessment activities which make up
Assessment A?

The final sign-off and grading will take place in the Grade Book you have successfully completed all
these activities. When you are ready for your trainer to mark your work for Assessment A, follow the
steps below.

Welcome
Introduction

i BUILDERS ...

ACADEMY HH Courses
Units
CPCCBC5004A &

CPCCBCB5004A - Assessment A - Observation
BSBPMG505A

CPCCBC50018B CPCCBCB5004A - Assessment B - Written Questio

My Activities

Activities

Discussions

ASSESSMENTS

My Tools

CPCCBC5004A - Assessment C - Project

Forum

You will be asked to submit a short quiz to indicate that you believe that they are ready to be
assessed for Assessment A. This will notify your trainer that he can start the marking.
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OH5LB CPCCBCS5004A - ASSESSMENT A - 0., i A

As a part of your assessment in this topic/unit, you r
performance of sidiis and knowledge documented
purposes of formal assessment as por the skills oy

The following Observation Checklist should be usd When the student is
observations. You should record your observationd
the Observation Checkdist. You are able 1o record ready to be assessed

Sussceeon they select the Take
The Observation Checklist has a series of items ¢ Quiz button
Instructions to the the evidence criteria. Instructions on how to make
Assessor: the participant are provided within the checklist,

The checidist also provides the opportunity for you
opportunity to observe the participant applying these
to treat not cbserved items on the checklist are inciuded within the checklist, as are the further
decision making rules to confirm satisfactory performance.

The following materials required to record the participant’s performar|
These 2 links allow
« This Observation Form

R R B
e man The Discyssions room (c the studeqt tO
« The A 1t Activitios room ( check all activities

are completed.

You need to provide the necessary materials and resources above 14
explain or clarify any concemns/questions before the observation oow\

The period of observation should be at least 1 hour - this must be negotiated and agreed 1o by
workplace colleagues, to minimise Interruptions to the everyday activites and functions of the
workplace environment, as well as the observation being undertaken.

The participant must complete the Observation task unassisted by the observer or other
personnel, unless the specific criteria below notes this assistance

I the participant is unable to undertake the observation in real workplace conditions, then a
Reasonable simulated activity approach may be used. The simulatod activity must be undertaken as i in a
Adjustment: real workplace situation and environment

At this point you should:

1. Double check you have completed all classroom activities and discussions
2. Select you submission method, ie either classroom participation or hard copy
3. Then select ‘Submit’
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Assessment B - Written Questions

You will complete this major assessment at the end of the Unit via the Assessment Link in the left-
hand Navigation Bar. This task requires written answers to a series of questions. For technical
reasons it has been set up in the LMS using the Quiz tool so you will be prompted to Take a Quiz. Itis
however not a formal quiz, but a short answer written assessment. There will be spaces and boxed
for you to type in your answers.

BUILDERS s 2
' ACADEMY 35 DYOQEH CPCCBCS5004A - ASSESSMENT TASK.. i AR

Units {As a part of your assessment in this topic/unit, you may 5eek 10 have your knowledge assessed via writken quesicns
Welcome pose: {You wil lote written questions for purposes of formal assessment as per the guestions outlined in the assessment
|below.
Introduction All questions must ba answered comactly for the written assessment to be completed satistactory
CPCCBCS004A -S... Instrucions | There is no restriction on tha langth of the question responses, or time restriction in compl
BSBPMGS505A - M... ‘:n:!hi:bpam {1t 5 anticipated that the writlen assessment wil take approximately ne hour 10 comps
CPCCBCS001B - A... ;'m. participart must complete all questons unassisted by the assessor or other pel Students Select Take
|material as needed "
NATIONAL CODE ... }
| The foliowing materials are required to record the parscipant's pecformance Quiz to complete the
OTHER RESOA3 written questions.
:::‘l":?‘ » This wntlen assessment q
: « Related workplace documentation
Sessions Reasonable | If the particpant is unable to undertake the written assessment as designed, an inferview (verbal questioning) may be
Adjustment: |uszed as an akemate approach
My Activities :
Assignments
Discussions
My Tools

An example of what you will see when you take the Quiz and type the written response is
shown below. In this example, you will be able to type your answers into the grid.

CPCCBC5004A - ASSESSMENT 1.2 - WRITTEN QUESTIONS

QLestion 1of 18 1 a a n B a ﬂ a Click submit when you're done with the guiz

Points: 1
CPCCBC5004A - Asst 1.1 - Q1:

The table below provides a list of materials that have unique properties which make them more or less suitable for particular applications.
Give 2 properties (1 and 2) for each material in the following categories:

MATERIAL USE TRANSPORT TO SITE HEALTH/SAFETY THERMAL STORAGE
WASTE DISPOSAL PERFORMANCE

TIMBER 1

TIMBER 2

CONCRETE 1

CONCRETE 2

STEEL1

STEEL 2




- Bljensny Awapeay siapying se Buipen py] g Buused) jo asnoy

S - sojueduoo Jo dnosG spuowis au Joysedy - vy §98 971 1Z NGY - EEGLZ BP0) OLY TeuogeN

SANOWI

L4

STUDENT MANUAL

BUILDERS
ACADEMY

AUSTRALIA

Assessment C - Project
You will develop your project in a Word document at the completion of the Unit, and submit it via the
Assessment link in the left-hand Navigation Bar.

u Refiactive answers

Welcome

Introduction Purpose: [0 e campieie S Student submits S
et s ramawaea|  their Project Report [ s
CPCCBCS004A - S... et Fiss deeionin i i vl i il as a Word S
BSBPMGSO05A - M. s et P Aale o B v 2530 himtea document here. 9§ conciuth
CPCCBCS001B-A... Your worksite is pouring a concrete slab for a factory. o clierts, contractors

and management of the processes and impacts of this job,
NATIONAL CODE ...

Your materials and lesting portfolo must inchude. !
OTHER RESOURCES
+ materias fact sheet Outline of the Task
« delivery {act sheet,

ordin « amaterials testing plan [slump test Jand a
Sessions + aresuls report

Checking your submission

So how do you know that you have submitted correctly and how will your trainer know that it is
submitted so that he/she can mark it? We looked at this briefly before but let’s review it for the final
assessments A, B and C.

Your trainer will receive an email from the LMS system when you have submitted work.

You have a notification from the BuildersAcademy Team! &

Inbox X

BuildersAcademy <no-reply@edt  12:22 PM (2 minutes ago) ~ v
to me |~
Steve Miao submitted Assignment CPCCBC5004A - Case Study 2 in course

"NEW STRUCTURE - CPC50210 - Diploma of Building and Construction
(Building) & CPC50308 - Diploma of Building and Construction (Management)

- Team BuildersAcademy

Locating your marks and feedback after assessment is complete
When your work has been marked, graded and published by your trainer, you will notice a red
number over the notifications bell button. This indicates that there is something that needs your
attention.
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ane
m Courses

CPCCBCS5004A - Quiz 2z_Materials

Click on the red number and a list of all your completed assessments will appear.

A

Grade Published
New grades have heergublished for

your viewing, k

'

=h Grade Published
E/ New grades have been published for
your viewing.

Grade Published
New grades have been published for
your viewing.

[."\—I'[ Grade Published

Meawr orades hawe heen nuhlished for

Click on the assessment item and you will see something like the following screen. You may want to
look at your answers and results in more detail. Select the underlined link to the assessment task.

Y GRADE ITEM GRADE FEEDBACK RESULT
CPCCBCS5004A - Assessment A - Observation Fail View Result
CPCCBCS5004A - Assessment B - Writ‘-;‘. Questions Pass View Result
CPCCBC5004A - Assessment C - Project Pass Great proj;:;l:lian, well View Result

You will now be able to see the individual assessment task screen. Select View Submission to see your
answers, feedback and marks.

Alternatively, you can check your results and feedback given by you trainers by accessing the
gradebook
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My Tools

Forum

Live Sessions
Calendar

My Books

Documents
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Other LMS Tools
Adding your personal details to My Profile

One way that you can personalize the experience of online learning for your students is to set up your
My Profile page. This allows you to add a picture and other personal details. This will mean that
whenever you respond to discussions or use other tools in the LMS your picture will appear.

Jﬂfﬂ BUILDERS

Laning Pags JEMY
~— Ak

My Profile My Books

Croane bocks or Gowviond S0oks o the puble

T,

e

My Documents | Drawit

D soretSing a0 S L Wi your
armuety

\

\0[
9 ==
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Using the My Documents Area

You can upload your documents and pictures onto LMS which are stored in EDUonGo Cloud.

In addition, you can also link your Dropbox and Google Drive to your EDUonGo account.

EDU Gnéo

My accounts

tduongo

[

@ adicp_rootvip2 xsd
[
EJ\ Datasheet.doc

r

@ ebookl pat




