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ASP General Information

People & Culture Ausgrid

Alert Number: GI25 18 28 September 2018
Subject: Training at Ausgrid is undergoing changes

If you work on or near Ausgrid’s network, you must have completed the relevant training and
maintain compliance of this training to undertake your work. To assist in delivering a better
service, Ausgrid has partnered with a Registered Training Organisation (RTO), Aurecon, who will
manage our compliance requirements going forward, including issuing Statements of Attainment.

This change requires all personnel who undertake training with Ausgrid to register in Aurecon’s
system as a student. This enrolment is a one-off activity, and should occur before training starts.
ASP personnel can register with Aurecon now, even if they have no training planned as yet.

What do ASP personnel need to do?

e Pre-enrol in the Aurecon Student portal, by copying and pasting or typing this link into your
browser to start the process:

https://enrol.vetenrol.com.au/?clientiD=VT-AURECON

(NOTE: clicking on the link directly from this email will take you to a “session expired page”. You
MUST copy and paste or type the link into your browser to access the page)

e As part of the registration process you need to provide your Unique Student ldentifier
(USI). Aurecon’s site provides instructions on how to obtain your USI if you have forgotten
it. If you don’t have a USI, you can have Aurecon create one for you as part of the
registration process.

e The attached User Guide walks you through the registration process.

Please note there is no change to the process of requesting and attending training with
Ausgrid.

e ASPs will continue to email training@ausgrid.com.au requesting the course/s you require.

e Ausgrid will continue to manage training requirements and conduct training for ASPs as
they currently do.

e Once training has been completed, Statements of Attainment will be issued by Aurecon
via email.

If you have additional questions, contact lan Malcomson at ian.malcomson@ausgrid.com.au or
via phone at (02) 9269 2146.

People & Culture - Ausgrid

Issued by: People & Culture

Date Issued: 28 September 2018 Copy to: level 1 and level 2 ASPs

How: levellasp@ausgrid.com.au and asplevel2@ausgrid.com.au
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USER GUIDE
Enrolling into Aurecon’s Student portal
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Use the following link to access Aurecon’s Student Portal.

https://enrol.vetenrol.com.au/?clientID=VT-AURECON

About Us HR Our Network

Important note: the link has a limited time usage so you can’t save it to -
your favourites. To overcome this issue, copy and paste the link into your Performance
browser. Development,

in action

aurecon
This takes you to Aurecon’s Welcome Page. e
W M, IACM
/s

Click on ‘Ausgrid” to begin the enrolment process.

Aurecon Tralning and Development. RTO 9092 Available Courses

» Ausgrid

» Hazardous Area Courses

» High Voltage Operator Courses

» Other Non Accredited Training
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aurecon

Three options under ‘Ausgrid’ in ‘Available Courses’ as follows will then be MZ’M

displayed: (LSS

1. Ausgrid Employee and Contractor Registration - used by learners who will
undertake Ausgrid training

i

Welcome to Aurecon Training and Development, RTO 90921 Available Courses

2. Aurecon Trainer Registration - used by Ausgrid’s trainers/assessors who
deliver Ausgrid training

» Ausgrid
C owse through the

1 Ausgrid Employee & Contractor
Registration

2 Ausgrid Trainer Registration

3. Ausgrid Administration Registration - used by Ausgrid’s Organisational
Capability staff in the management of Ausgrid’s training.

3 Ausgrid Administration
Registration

» Hazardous Area Courses

» High Voltage Operator Courses

» Other Non Accredited Training

Click ‘Ausgrid Employee and Contractor Registration’.

aurecon

Oy jdeas Jits

When you click on ‘Ausgrid Employee and Contractor Registration’ this page is
displayed. As instructed:

. . . 1A id E | & Cont t Registrati A ilable C
« Download and read Aurecon’s student information kit Jrand mmployes & Fonracion regEaTen vetiape bonrses

Hello and welcome to Aurecon Training & Development.

If you wish to enrol with us, you've come to the right place. Simply follow the steps below to complete your

® Watch a short video explaining how to use the Aurecon Student Enrolment w?‘:m:d_mmeasmdemOFOMQW%WWQOrqamsam o
portal :I;Cd\;\wst\w?:isr.ead our Student Information Kit. This document outlines all you need to know about being Registration

« Step Two: 2 Ausgrid Trainer Registration

Click this link to watch a short video that demonstrates how to u e A Student Portal. This video

. H 3 Ausgrid Administration
[ ] St t t h t t demonstrates how you can use our Student Portal to view your (r mmq recnrds ai anv t\me up\oad -
a r e re IS ra Ion rocess evidence and even contact your trainers. WE=gRICED
= Step Three:
Once you have read the Student Info Kit and watched the video about the Student Portal, you are now ready
to register as a student. Click the "Register" button below and then fill out the form fields to complete your
enrolment. » High Voltage Operator Courses

» Hazardous Area Courses

That's it. We hope you have a successful time with us, and please let us know if you have any queries or need help.

Click ‘Register” at the bottom of the page to begin the registration process

Course Details
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aurecon

The first page of the student enrolment process will be displayed.

g wleas
* A red asterisk displayed to the left of the box indicates that this is EEIEE 3;;9&?%
mandatory information

es » Pe

* Insert your given name, family name and date of birth (DOB) Available Courses

1 Ausgrid Employee & Contractor Registration (Sydney) @

» Ausgrid

* If you have selected the wrong registration type, click ‘Back’ to return to the bereonal Information
prEViOUS page ng_i‘ Lﬁ:ij:ﬂiwployee&Commclur

Given Nanfe: *

2 Ausgrid Trainer Registration

Other Nafhes:
3 Ausgrid Administration
Registration

Family Narfe: *

Dpy: *

Once the information has been inserted click ‘Next’

» Hazardous Area Courses

Gerfler: t Stated ~

» High Voltage Operator Courses

m » Other Non Accredited Training

[ ]
aurecon
As requested, enter information about your residential and postal addresses as Register g Aean
well as your contact and emergency contact details. o Life
Remember, a red asterisk to the left of the field name indicates that it is a ries » persona »
mandatory field. Insert your details in the appropriate fields. T Aunard Employes & Gontrctor Regsraton (Syénen) @ Avallable Courses
Enter your residential address information in the required fields. Residential Address
. :':Mt U:ti‘“' ‘—‘ o 22::?“& Registration
. Street Numbd: * 3 Ausgrid Administration
When you have completed this task scroll down to ‘Postal Address’. I ‘
ubur —‘ » Hazardous Area Courses
staf v » High Voltage Operator Courses
e ‘ Other Non Accredited Training
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If your postal address is the same as your residential address, click the ‘Same as
residential address...” box.

You will also be required to add a phone contact as well as your email address.
Only one phone contact is required.

You will be required to enter your work email address in the ‘Email Address’
field and then re-enter it in the ‘confirm email’ field.

Adding your emergency contact details is optional.

Once you have completed entering your details click ‘Next’

Postal Address

I [C5ame as residential address...l

Unit Details:

| eg. Unit T

Building \ame'| |

Street Number: I:l

Street Name & Type: | |

| £.0. PO Box 1234

Suburh: *

Contact Details

29269 2146 |

\t least one contact phone number must be supplisd.

L 1
c.| |

Email Addregs: *

Confirm Emal: *

Emergency Contact Details

\ame:|

Phanew

Pelati:-nsr|p:| |

M-:hile:|

Back
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You are now required to enter information about your Unique Student Identifier (USI). ‘2,{45 ean

. 15 £
What is a USI? e
* A reference number made up of numbers and letters that creates a secure online record » Persona » Dol »
of your nationally recognised training that you can access anytime and anywhere, and it’s 1 Auacra Emploree & Canracor Registraton (Sycnen) © Available Courses
yours for |Ife' Unique Student Identifier AL
* Allows your previous and future VET qualifications to be linked into a single authenticated T e eementof s o st o et oo Coua v e ot oo
valid Unique Student Identifier (USI). If you have not yet obtained a USI you can apply for it directly at T T e eI
transcript, through the National Vocational Education and Training Data Collection, and _ e S
prevents the loss of this record. [fe]
Please enter your Unique Student Identifier: » Hazardous Area Courses
*  Must be recorded with any nationally recognised VET course that you undertake. [ - S
* Registered Training Organisations are prohibited from issuing a Statement of Attainment S ———
to students if they do not have a verified USI. o e e e st s
R : : e . = [ Ner
If you have your USI click ‘Yes’, enter it the Unique Student Identifier field and then click
‘Next’. o res tave 2 in
Mo w

Please enter your Unigue Student Identifier:
If you do not have a USI click ‘No’.
. . . . Your US| is 10 digits long and must contain only capital letters (except O and 1} and digits 2 - 9]
You then have a choice of either creating your USI yourself or requesting that Aurecon create

Weuld you like us te ereate a US| for you:

one for you.
v

If you click ‘No’ you will be required to access the Unique Student Identifier Portal using
the following link, and follow the prompts displayed on that page -

Consent for collection. use or disclosure of personal information

https://www.usi.gov.au/students/create-your-usi The olloieg s provkied tayou on behalfof the'

You are a

agree that you under: d and consent that the personal information you provide in connection with your
application for a Unique Student Identifier (USI):

e Student fdentifiers Acf 2004

If you decide to allow Aurecon to create your USI for you, click ‘Yes’.

= applying for, v
= resolving proble:

ifying and giving a USI;

ns with a USE; and
« creating authenticated vocational education and training (VET) transcripts;

= may be disclosed to: e
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Do you have a Unique Student Identifier?

No w

Please enter your Unigue Student Identifier:

The ‘Privacy Notice’ field will be displayed which you will be required to read and
then Check the Iagree to the Terms and Conditions’ bOX, {Mour USlis 10 digitz long and must contain only capital letters (except O and 1] and digits 2 - 9)

Weuld you like us to create a US| for you:

Enter your country and town of birth, and preferred contact method.

Privacy Motice ~
Consent for collection, use or disclosure of personal information

You will then be required to choose one of the following documents for identification The following is provided t you an behalf of he Student Identifers Registrar (Registrar).
pu rposes a nd enter the a ppropriate deta i IS req uested : ;i;.i:,i:n' :ilnri:;:_eresel:;.:;:'c:le:'t.ln:i—:;rrszirsi!]:an-: consent that the personal information you provide in connection with your
. Drivers licence - is collected by the Requtrar for the purpasenof 2o
. Medicare card S

3 « creating authenticated vocational education and training (VET) transcripts;
o Passport (Australian)  may be disclosed tor v
L Vlsa (non-AUStrahan passport) I M| agree to the Terms and Conditions I
. Certificate of Registration by descent Country of Birth:| v

. . . Town/City of Birth:|

J Citizenship certificate

Preferred Contact Method:

L4 |mmICa rd. Identification Document _':.-'DE'Z| Driver's Licence v |

Driver's Licence Details

Once this information has been entered click ‘Next’ State:

Licence Mumber:

I

Cannot remember your USI?

If you have a USI but cannot remember it, please visit the US| Registrar

option. The USIR

and click on the | have forgotten my USI
egistrar will provide instructions for retrieving your USI.
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The Employment Details page will then be displayed.

Click ‘Yes | am currently employed and my employer details are as follows.’

Now enter your employment details in the displayed fields. Remember a red asterisk
indicates that it is a mandatory field.

In the field ‘Contact Number’ enter the name of your (Employee / Contractor)
Supervisor.

In the last field, ‘Payroll ID” insert your T-number if you are an Ausgrid employee. If
you are an external contractor insert your H-number in this field.

Then click ‘Next’.

You are registering for:
1 Ausgrid Employee & Contractor Registration (Sydney) @

Employment Details

Available Courses

OYes | am currently employed and my employer details are as follows: (if not employed click on Next to
continue)

Business Name: *
ABN:

Unit Details: eg. Unit7
Building Name:
Street Number: *
Street: *
City:*

State: *

Post Code: *
Phone: *

Email:

Contact Name: *

Payroll 1D: *

» Ausgrid

1 Ausgrid Employee & Cantractor
Registration

2 Ausgrid Trainer Registration

3 Ausgrid Administration
Registration

» Hazardous Area Courses

» High Voltage Operator Courses

» Other Non Accredited Training
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The Government Data collection Requirements are displayed on this page.

This information is provided to the National Centre for Vocational Education Research
(NCVER), the national professional body which collects, analyses and communicates
research and statistics on the Australian vocational education and training (VET)
sector.

Only two fields on this page are mandatory:

Have you SUCCESSFULLY completed any of the following qualifications?
Do you consider yourself to have a disability, impairment or long-term condition?

Click “Yes” or ‘No’ as applicable to you. If you click ‘Yes’ you will be required to
provide further information on your Prior Education as follows:

* level

* qualification name in the ‘Qualification Name’ field

* year completed

* Click on the down arrow to identify the Recognition (Australian qualification,
Australian equivalent or International)

You will be required to identify the type of disability, impairment or long-term
condition you have by checking the appropriate box.

Once you have entered your information click ‘Next” to move to the next page

Better
Together

“;\ Ausgri

Aurecon Student Portal User Guid

1 Ausgrid Employee & Contractor Registration [Sydney)

Gowvernment Data Collection Requ

rements

;000000000 g o:

Available Courses

p Hazardous Ares Courses

p High Vaoltage Operator Courses

p Other Mon Accredited Training

HEEEEREREER




You will be directed to the ‘Special Requirements/Notes and Terms &
Conditions’ page where you will be able to insert additional information.

You will then be required to read the ‘Privacy Notice’ and check the box
labelled ‘I have read and agree to the terms and conditions’ to indicate that
you understand the ‘Privacy Notice’ requirements.

Once you have checked the ‘I have read and agree to the terms and conditions’
box you will be able to click ‘Confirm Registration’ to finish the registration
process.
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es » Persc » D » » Employer » Collection » Confirr

You are reqistering for:
1 Ausgrid Employee & Contractor Registration (Sydney) @

Special Requirements / Notes

Please indicate below any special requirements or additional notes for your enrolment.

Terms & Conditions

wiang leas
Bgﬂ&ﬁ

Available Courses

» Ausgrid

1 Ausgrid Employee & Contractor
Registration

2 Ausgrid Trainer Registration

3 Ausgrid Administration
Registration

» Hazardous Area Courses

» High Voltage Operator Courses

~ p Other Non Accredited Training
ata Provision Requirements 2012, Aurecon Australasia Pty Ltd (RTO 90921) is required to collect personal
 about you and to disclose that personal infarmation to the National Centre for vocational Education Research
srmation (including the personal information contained on this enrol ng activity W
by Aurecon Australasia Pty Ltd for statistical, reaulator Aurecon
I 1 have read and agree to the Terms & Conditions. I
Register 2""9 Weas
. 5 f&ﬁ
» sonal » Del » » Employer » Collection » C
You are registering for: A\/a”a ble COU rses
1 Ausgrid Employee & Contractor Registration (Sydney) @
- . » Ausgrid
Special Requirements / Notes
Please indicate below any special requirements or additional notes for your enrolment. 1Ausgrid Employee & Contractor
Registration
2 Ausgrid Trainer Registration
3 Ausgrid Administration
Registration
» Hazardous Area Courses
Terms & Conditions » High Voltage Operator Courses
Privacy Notice A » Other Non Accredited Training
Under the Data Provision Requireme . Aurecon Australasia Pty Ltd (RTO 90
information about you and to disclos: rsonal information to the National Cen
Ltd
Your personal information (including the personal information contained on this enrclment form and your training activity ™

data) mav be used or disclosed by Aurecon Australasia Ptv Ltd for statistical. reaulatory and research purpeses. Aurecon

M1 have read and agree to the Terms & Conditions.

Confirm Registration




aurecon

Clicking ‘Confirm Registration’ takes you to the ‘Registration Confirmation’
page. You will also receive an email from Aurecon confirming your registration.

You will have an opportunity to print your registration confirmation for your
records if you wish. 10 Code: 092

Click ‘Close’ to complete the process.

S

Available Courses

» Ausgrid

» Hazardous Area Courses

» High Voltage Operstar Courses

= Other Noen Accredited Training
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