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1. About the ESITO Web Portal 
The ESITO Web Portal gives you access to your trainees’ training records so you 
can easily monitor their progress. 
 
You can also communicate with assessors, view assessment material, see what off 
job training courses providers are running, register for ESITO events and change 
your contact details. 
 
To use the web portal go to www.esito.org.nz and click on the Login tab as shown 
below. 
 

 
 

  

http://www.esito.org.nz/


Page 4 of 38, June 11 

 

2. Functions You Can Use Without Logging in to the 
Web Portal 

From the login page you can use the following functions without logging in to the web 
portal. 
 
Menu tab: ESITO 

¶ Event Registration 

¶ Members List 
 

Menu tab: Training 

¶ Training Calendar 

¶ Find Assessor 

¶ Assessment Materials 
 

Menu tab: Contact Us 
 

2.1. ESITO Menu Tab 

Two functions are available from the ESITO menu tab.  They are: 
 

¶ Event Registration 

¶ Members List. 
 

 
 

2.1.1. Event Registration 

There are currently no events to view but in the future you will be able to view details 
of events like the Annual Connection and register online to attend them. 
 

2.1.2. Members List 

ESITO members are companies that are part of New Zealand’s electricity supply 
industry.  Their subscriptions help us provide effective training and services to the 
industry. 
 
From this page you can view ESITO’s current members.  
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2.2. Training Menu Tab 

Three functions are available from the Training menu tab.  They are: 
 

¶ Training Calendar 

¶ Find Assessor 

¶ Assessment Materials. 
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2.2.1. Training Calendar 

You can use the Training Calendar to search for off job training courses relevant to 
your trainees’ qualifications.  Searches can be filtered by: 
 

¶ provider 

¶ course (name) 

¶ unit (standard) code 

¶ location (of the course). 
 
Enter the search criteria and click on Apply.  Alternatively, if you want a list of all 
upcoming courses do not enter anything into the filter – just click on Apply. 
 

 
 
For the example above, the following course is available. 

 
 
If you are interested in a course in the Training Calendar please contact the provider 
directly.  Contact details are listed for this purpose. 
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2.2.2. Find Assessor 

To find an assessor you can filter your search by: 
 

¶ unit (standard) code 

¶ assessor name 

¶ city. 
 
If you want to search on multiple unit standards enter a comma between each unit 
standard code.  For example: 10507, 10508. 
 
To find an assessor who can assess Recognition of Current Competency (RCC), 
check the RCC Assessment box before clicking on Apply.   
 
In the example below, four assessors were found who can assess RCC for unit 
standard 10507 in or around Hamilton. 
 

 
 
To find out more about an assessor’s scope click on Details.  This will produce a 

complete list of the domains or unit standards an assessor can assess on.  
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From the Assessors Scope of Units page you can email a query to the assessor by 
clicking on Email Assessor.  When doing this, please provide as much information 
about your query as you can.  If you would like the assessor to contact you by phone 
remember to provide your contact number in the body of the email. 
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When you have finished typing your message, click on Send.   
 
In addition to emailing the selected assessor a copy of the email will automatically be 
sent to your own email account so you have a record of your query.   
 

2.2.3. Assessment Materials 

To find assessment materials you can filter your search by: 
 

¶ unit (standard) code 

¶ document name (if known) 

¶ document type 
o Trainee Assessment Pack 
o TAR 
o EAMA. 

 
Enter the search criteria and click on Apply. 
 
If you enter a unit standard code and nothing comes up this means assessment 
materials are not available for that unit standard.  If this happens ask your ESITO 
customer service manager if any non-electronic assessment materials are available. 
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The example below shows the results of a search for a Trainee Assessment Pack for 
unit standard code 1050.  Note that this search brought up assessment packs for all 
unit standard codes that start with 1050, including unit standard codes 10509, 10508 
and 10507. 
 

 
 
To view a document, click on Download – this is on the right side of your screen. 
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When you see this view, click on Download.  A PDF document will come up.  Select 
Open to view the document. 
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2.3. Contact Us Menu Tab 

 
 
To make a general enquiry go to the Contact Us menu tab and complete the various 
fields, including an area of interest.  You can choose only one area of interest.  The 
screenshot below shows the options that are available. 
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3. Functions You Must Log in to the Web Portal to Use 
To log in to the web portal you must have registered as a user.  If you have not 
already done this follow the steps outlined in the Getting Started Guide. 
 
If you have already registered you are ready to log in.  To do this: 
 

¶ go to www.esito.org.nz and click on the Login tab 

¶ scroll down the page to the User Login box 

¶ enter your username (that’s your email address) and the password you set 
when you registered as a web portal user. 

 
Once you are logged in to the web portal you can access your trainees’ training 
records.  The menu tabs and associated functions you will see are as follows. 
 
Menu tab:  ESITO 

¶ Home 

¶ Event Registration 

¶ Members List 
 

Menu tab:  Training 

¶ Training Calendar 

¶ Find Assessor 

¶ Assessment Materials 
 
Menu tab:  Trainee Coordination 

¶ Training Plans 

¶ ROA (Record of Achievement) 

¶ TraCs (Trainee Coordination Sheets) 

¶ Training Site Visits (MAP section 3’s) 

¶ Periodic Plans 
 

Menu tab:  Contact 

¶ Contact Us 
 
Menu tab:  Profile 

¶ Update Information 
  

http://www.esito.org.nz/
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3.1. ESITO Menu Tab 

Three functions are available from the ESITO menu tab.  They are: 
 

¶ Home 

¶ Event Registration (see Section 2.1.1) 

¶ Members List (see Section 2.1.2). 
 

 
 

3.1.1. Home 

Some web portal users have more than one role.  If you have been advised you have 
another role, other than the Trainee Coordination role, you can switch between your 
assigned roles without logging out.  To do this, click on Home then select the other 
role assigned to you.  This will automatically change the menu tabs. 
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3.1.2. Training Menu Tab 

Three functions are available from the Training menu tab.  They are: 
 

¶ Training Calendar (see Section 2.2.1) 

¶ Find Assessor (see Section 2.2.2) 

¶ Assessment Materials (see Section 2.2.3). 
 

 
 

3.2. Trainee Coordination Menu Tab 

Five functions are available from the Trainee Coordination menu tab.  They are: 
 

¶ Training Plans 

¶ ROA (Record of Achievement) 

¶ TraCs (Trainee Coordination Sheets) 

¶ Training Site Visits (Section 3 forms for Modern Apprentices) 

¶ Periodic Plans. 
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3.2.1. Training Plans 

Training Plans are designed to help your trainees, their supervisors and you monitor 
their progress toward achieving their qualifications.  Essentially they detail: 
 

¶ the unit standards and credits the trainee must achieve to complete the 
qualification they are currently working toward 

¶ any unit standards already completed 

¶ planned dates each of the unit standards not yet achieved should be 
completed by. 

 
Trainees who are on a Modern Apprenticeship programme, or working toward 
multiple qualifications that exceed 70 credits per year and have been exempted by 
TEC, may have more than one training plan. 
 
By the end of July 2011 you should be able to view training plans for all your 
trainees. 
 
It’s important to note that these plans, which have been created by your ESITO 
trainee coordinator or customer service manager, are drafts only.  They are based on 
the generic requirements of the qualifications your trainees are working toward and 
anticipate the specific unit standards they are likely to do. 
 
You and your trainees will have an opportunity to discuss, and if necessary change, 
the unit standards and planned completion dates during your ESITO trainee 
coordinator’s or customer service manager’s next visit. 
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To find a specific trainee’s training plan select their name from the pick list.  If you 
coordinate trainees at more than one site you can filter your search by employer. 
 
If a training plan doesn’t show up it may be because the expected end date has 
already passed.   
 
To find training plans for programmes that have not been completed by the expected 
end date, tick the Past Expected End Date box. 
 

 
 
If you still can’t find the plan you are looking for ask your ESITO trainee coordinator 
or customer service manager whether or not the plan has been created. 
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When you have found the training plan you are looking for click on Apply to view it.  
Alternatively you can generate a report that can be printed.  To do this, click on 
Generate Report. 
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When Apply is clicked the following information is provided. 
 

 

 
 
When Generate Report is clicked a “daisy wheel” will appear.  This is because the 
web portal is pulling large amounts of data from ESITO’s training management 
system to produce the report. 
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Once the data is available the Report Generated box appears.  Click on Download 
and at the next prompt Open to view a PDF version of the report.   
 

  
 
You can then print the report or save it onto your own network or computer. 
 
The report has two sections.  Section one details the: 
 

¶ qualification the training plan covers 

¶ compulsory requirements, elective requirements and any strands 

¶ credit value for the compulsory and elective requirements and any strands as 
well as the overall credit value 

¶ unit standards already completed (these are marked with a “C”) 

¶ planned completion dates for unit standards not yet completed. 
 
Section two is a progress summary of the qualification the trainee is working toward.  
It uses a table and chart format to show the credits achieved and credits that are 
outstanding. 
 
An example is on the next page. 
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3.2.1.1. Editing Training Plans 

Click on Edit to change the: 
 

¶ on/off job status assigned to a unit standard 

¶ off job training provider 

¶ planned date a unit standard should be completed by. 
 

 
 
A history of changes and who made each change is listed for every unit standard. 
 

 
  



Page 23 of 38, June 11 

 

You can add additional unit standards to the training plan by clicking on Add New.  
You must then: 
 

¶ enter the unit standard code 

¶ tick whether the unit standard is on job or off job 

¶ note who the off job provider is 

¶ set a planned date the unit standard must be completed by. 
 

 
 
Currently, you can’t remove a unit standard from the training plan.  If you need a unit 
standard removed please contact your ESITO customer service manager. 
 

3.2.2. ROA (Record of Achievement) 

Select a trainee from the pick list and choose the display option you want.  There are 
two to choose from – All Completed Units and Qualification Check. 
 

¶ All Completed Units – this is all unit standards the trainee has completed for 
the qualification(s) they are currently working toward and from previous 
learning. 
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¶ Qualification Check – this shows all completed unit standards, and any that 
are yet to be achieved, that are relevant to the qualification(s) the trainee is 
currently working toward.  You can search for all qualifications relevant to the 
trainee’s current training programme or select a specific qualification from the 
pick list. 
 

 
 
If the ROA includes a qualification that has elective unit standards you should check 
that a training plan has been completed for that qualification.  If a training plan hasn’t 
been completed the list of unit standards on the ROA could be incomplete. 
 
  



Page 25 of 38, June 11 

 

To view the ROA click on Apply.  Alternatively you can generate a report that can be 
printed.  To do this, click on Generate Report. 
 

 

 
 

3.2.3. TraCs (Training Coordination Sheets) 

This section is only relevant if you have trainees who have been recording their on 
job activity exposures using WAP sheets.  If you don’t have trainees who have been 
doing this, please move onto Section 3.2.4. 
 
Please contact your ESITO customer service manager or trainee coordinator if: 
 

¶ you have trainees who have been completing WAP sheets and there is no 
data on the TraCs page 

¶ there is data on the TraCs page but you don’t know how to interpret it.  
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Instead of filling in a paper form and faxing it to ESITO, your trainees will now enter 
their exposures online using the TraCs templates. 
 

¶ The unit standards are listed in numerical order starting with level 2 then level 
3 and finally level 4. 

¶ Every week the trainee will enter the number of times they completed some of 
the activity, most of the activity or all of the activity under supervision into the 
New Some, New Most and New All columns. 

¶ The Some, Most and All columns in the middle of the screen represent 
accumulated exposures.  In other words, the numbers previously entered in 
the “New Some”, “New Most” and “New All” columns. 

¶ The Sufficient TraCs tick box is read only for trainees but can be ticked by a 
supervisor or coordinator. 

 
The example below shows how the templates are laid out. 
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To view a specific trainee’s TraCs progress, select their name from the pick list and 

click on Apply. 

 
 
There are no minimum exposure requirements for activities.  When a trainee thinks 
they have had enough involvement in the required activities for a unit standard, they 
will ask their supervisor or coordinator to review their TraCs.  When the supervisor 
or coordinator is satisfied the trainee has had sufficient involvement they should tick 
the Sufficient TraCs box. 
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Once the supervisor or coordinator has ticked the Sufficient TraCs box for a unit 
standard it will grey out and move to the bottom of the list of unit standards (as 
shown below).  Once the unit standard is assessed it disappears from the TraCs 
screen completely. 

 

 
 

3.2.4. Training Site Visits 

Training Site Visits relate to the Section 3 forms for Modern Apprentices.  When you 
complete a training site visit record it is automatically transmitted to the Tertiary 
Education Commission.  However, for audit purposes you must still complete and 
retain the Section 3 paperwork. 
 
To see whether you need to complete any Training Site Visits records: 
 

¶ go to the Status pick list and select Scheduled 

¶ enter dates in the Visits from and to fields 

¶ click on Apply. 
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You can change the order of the listed site visits by clicking on the column headers 
shown in blue.  For example, Date of Visit will sort the list in ascending or descending 
date order. 
 
To update a site visit record click on Edit and enter or amend information in the 
following fields. 
 

¶ Date of Visit 

¶ Status 

¶ Quarterly Progress 

¶ Plan Variations 

¶ Next Scheduled Visit 
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When the visit has been completed change the status to Completed and click on 
Submit.  Once submitted the record can no longer be edited. 
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To view your completed site visit records return to Training Site Visits, go to the 
Status pick list and select Completed. 
 

 
 

3.2.5. Periodic Plans 

The purpose of Periodic Plans is to show your trainees the unit standards they 
should achieve before their next coordination meeting.  This is to help them meet the 
completion dates set out in their training plan and ultimately complete their 
qualification within the expected number of months. 
 
The information in Periodic Plans is generated from the planned completion dates 
that are allocated to unit standards in a trainee’s training plan but you can add or 
remove unit standards as required. 
 

3.2.5.1. Reviewing Existing Periodic Plans 

To review an existing periodic plan select a trainee from the pick list, click on Apply 
then click on Details for the plan you want to review. 
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If you are reviewing the plan at the end of the plan period select Fully Achieved, 
Partially Achieved or Not Achieved and click on Submit. 
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3.2.5.2. Creating a New Periodic Plan 

To create a new periodic plan for a trainee: 
 

¶ click on New Plan 

¶ select a trainee from the pick list 

¶ enter dates into the Start Date, End Date and Plan Issued On fields 

¶ click on Submit. 
 

 
 
The plan will populate with units standards that are in the trainee’s training plan and 
have planned completion dates that fall within the date range of the periodic plan. 
 
If necessary, you can add or remove unit standards (see Section 3.3.5.3). 
 

 
 
If the trainee is a Modern Apprentice you need to ensure the periodic plan units tally 
with the Schedule 3 documentation. 
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3.2.5.3. Adding and Removing Unit Standards from Periodic Plans 

To add a unit standard enter the unit standard code and click on Add.  To remove a 
unit standard, click on Remove. 
 
The periodic plan will update with the changes but the overall training plan will still 
show the unit standards that were originally planned until the training plan is also 
amended. 
 

 
 

3.3. Contact Us Menu Tab 

For information, see Section 2.3. 
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3.1.1. Profile Menu Tab 

From the Profile menu tab you can update your contact details. 

 
 

3.1.2. Update Information 

By keeping your details up to date ESITO can stay in contact with you.  Because the 
web portal interacts live with ESITO’s training management system, ITOMIC, 
updating your details online means you automatically update ITOMIC. 
 

 
 
When changing your address the Postal Address Finder will prompt you with options. 
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4. Web Portal Support 

4.1. Frequently Asked Questions 

What do I do if Iôve forgotten my password? 
If you have forgotten your password, click on Forgot Password? on the Login page.  
A new password will be sent to the email address ESITO has recorded for you.  
 

 
 
User passwords for the web portal are only known by the individual users.  This 
ensures that only those people who are legitimately entitled to view a particular 
trainee’s information online can login and view it.  This includes the trainee, their 
trainee coordinator and supervisor or company staff who have been assigned 
employer administration rights. 
 
How do I change my password? 
Your password must have a minimum of six characters.  Passwords are case 
sensitive and can include letters, numbers and symbols. 
 
You can change your password by going to the Profile menu tab.  From there, select 
Update Information (see Section 3.5.1) and click on Change Password.  
 

 
 
Enter the old password and a new password (twice) and click on Change Password. 
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Alternatively, you can go to the link Change Password that appears on every web 
portal page. 
 

 
 
What is my username? 
Your username is the email address ESITO holds in its training management system, 
ITOMIC. 
 
Anybody without an email address in ITOMIC was given an ESITO email address –
first.lastname@esitotraining.org.nz.  If you were one of these people, your ESITO 
email address would have been detailed in the email or letter that was sent to you 
inviting you to register as a web portal user. 
 
Can I change my username? 
You can change your username to another email address.  To do this, go to the 
Profile menu tab, select Update Information (see Section 3.5.1) and change your 
email address to another one. 
 
When changing your username there are a few things to remember. 
 

¶ You must use a unique email address that no other employee or trainee in 
your company uses. 

¶ Changing your email address automatically updates your details in our 
training management system, ITOMIC. 

¶ Following the steps outlined above to change your email address ensures 
that your web portal registration is retained. 

¶ You can still use the same password to login. 
 
How do I log off? 
Click on the Log Out link that can be found on every web portal page. 
 

 
  

mailto:first.lastname@esitotraining.org.nz
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Can I look at other ESITO website pages while logged into the web portal? 
Yes, you can. To do this click on the Home, About Industry Training, Qualifications, 
Leadership, Assessment & Moderation or About Us menu tabs that are at the top of 
every web portal page.   
 

 
 

4.2. Help Using the Web Portal 

If you have trouble finding the information you are looking for on the web portal, 
contact your ESITO customer service manager. 
 
If you experience problems connecting to the web portal or using the “forgot 
password?” link, please email webportal@esito.org.nz. 
 

mailto:webportal@esito.org.nz

