ducate Creating a new staff member

e — T STEP 1
Whdicatal Make sure you have the correct URL to access
— your portal then login using your email address

Webducate ogin and password.
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Frerre— eI G STEP 2
. : Click on the link in the “My Organisations” box
Blprint for the name of your organisation.

career { development

m Wessages (1new) || Myaccount || Logout
My Webducate NOTE: Although all staff can see the information

e in the Organisation Profile, it can only be edited

S by a user with Administration permissions.
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STEP 3
Click the “staff” tab.

Donna Mortiock | Log out

MyWebducate || Messages || Myacc Log out
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‘Webducate sub-domain: blueprint
P
Bluegrint
career (@ development

We understand that training is not your core business and we can help enrich your uimate asset - your people! After al, people development and the resulting growth of your
organisation's intellectual captal is the comerstone of competitive advantage and your business success.

Our trainers work with clients to select options from our extensive suite of training solutions. Our practical approach enhances the of indviduals,
business and industry networks and increases organisational readiness to capitalise on opportunty.

Blueprint Career D i the only to have and Outcome Ratios tailored for each chent and for each course. This enables our clients to determine the

efficacy and value of their investment in terms of time and money.

Scope of registration:

@ Internet | Protected Mode: On
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STEP 4

A list of all the staff and their permission will
appear.

You can edit staff permissions simply by adding
and removing ticks from the permissions boxes

and clicking “save grants” at the bottom of the
page.

‘Selectihe rodes which map o e respecive Wedducate 3ocount toe

Vw
Create  E01 Moserse  Creste 1 Moderate  Master tanage
Name Admin. 0 £ o student

= e S Rl God S e e To add a new staff member, click on the “create
new user” link.

i S8 = sa0 STEPS

osimmen | A new window will open.

Add the information in the text fields provided
by typing or cut/copy paste. Mandatory fields

| are marked with an asterisk. The other fields
are optional.

Information that can be added and edited
includes:

e Email address (and confirm email address)
e Password (and confirm password)

,,,,, at indormation ° N ame
L‘-m ey s e Home, work and mobile phone numbers
e Physical and postal addresses
e Photo
e Skype ID
e Profile
e Tax file number and ABN
=" ] e Qualifications
S e e Approved units
b e Student information
TR Once you have entered or edited all the
information, click “create new account” at the
g W . bottom of the page.
ot syt
= ) Your new staff member will now appear on the
e e e e list but will not have any permissions. You can

nits wnlts  unts courses  courses  cour ses traines enroments
raports

either click “save grants” with no global
permissions or check the relevant boxes and
then click “save grants”.
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NOTE: To understand global and specific
permissions, you may need to attend a training
session or download the Permissions document.




