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1. About the ESITO Web Portal

The ESITO Web Portal gives you accesstoyourt r a i tragnmgrécords 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.

@ Electricity Supply Industry Training Organisation
E

ESITO Update June 2011
Tuesdsy, 14 June 2011

Web portal ready to roll out ...

CEQ's Hotwire March 2011
Thursdsy, 17 March 2011

CEO's Hotwire December 2010
Fridsy, 17 December 2010

WattsCurrent? December 2010
Monday, 12 December 2010

ESITO Update November 2010
Friday, 19 November 2010

News Archive

An nua Getting into the Industry
(onnection | =~

Click for results Career Pathways

and photos
a Looking for staff
O\ Looking for a job
View more career videos
Is workplace diversity working for your business? g " Y q‘ Tell us what you think

Copyright @ ESITO - All ights reserved. Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy
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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
1 Event Registration
1 Members List

Menu tab: Training
1 Training Calendar
1 Find Assessor
i Assessment Materials

Menu tab: Contact Us
2.1. ESITO Menu Tab
Two functions are available from the ESITO menu tab. They are:

1 Event Registration
1 Members List.

@ Electricity Supply Industry Training Organisation

Event Registration

i
y (Tl 5 assessment packs without a login by simply going to the B

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 N
industry. Their subscriptions help us provide effective training and services to the
industry.

From this page you can vi.ew ESI TO’s current me
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@5 Electricity Supply Industry Training Organisation
ESITO

Home About Industry Ti Qualifications Leadership Assessment & Moderation

Members List

Current Members

Hame Type Website

ADS Lines Ltd Full

AJ Greaves T/A Linepower Limited Full WWW.greaves.co.nz

Alstom Power New Zealand Limited Full

Buller Electricity Limited (Contracting Company) Full www . bullernetwork.co.nz
Centralines Limited Full www centralines.co.nz

Connetics Limited - Christchurch Full www . connetics.co.nz

Contact Energy Limited - Wellington Full WWw.contact.energy.co.nz
Counties Power Limited Full www.countiespower.com
Cuthbert Stewart Limited - Wellington Full hitp:/fwwewe. cuthbertstewart.co.nz
Delta Utility Services Limited - Dunedin Full www . 4deta.co.nz

Designworx Limited Associate

Downer EDI Engineering Limited - Otahuhu Full www . downerediengineering.co.nz

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

9 Training Calendar
M Find Assessor
1 Assessment Materials.

(@j Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation Al

Training

Training Calendar
Assessm

€
Trainees a — " 1ent packs without a login by simply going to the i ot
Trainingta Assessment Materials laterials.
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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

provider

course (name)

unit (standard) code
location (of the course).

=A =4 =4 =

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.

@ Electricity Supply Industry Training Organisation
E iosing 0wt

SITO

Home | About Industry Training Qualifications | Leadership | Assessment & Moderation | AboutUs | Login

Training Calendar Course List

Training

Filter
Provider
cpP

Course

Unit Codes Location
1184

Copyright @ ESITO - Allrights reserved. Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

For the example above, the following course is available.
Available Courses

Start

Course Unit Standards Location Date End Date Provider Contact Contact Email Address Details
NC in Electrical 2021, 15858, 1184, Christchurch Joanna Trades Innovation
Engineering, Level3 15855, 15850, 15854, Chrigtchurch  10/10/2011  28/1052011  Polytechnic Molyneux Molyneux)@cpit.ac.nz  Institute CPIT PO Box Details
(Block Course) 15359, 15861, 3492, 6705 (CPT) 540 Christchurch

Page 10f1

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:

9 unit (standard) code
 assessor name
1 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.

Full Hame Phone Humber City Region / Territory
Darryl ¥orke +54 (21) 983 496 Hamiton 21 : Tauranga District
Kevin White +64 (7) 834 2699 Hamitan 16 : Hamilton City
Michael Burke +54 (7) 850 9128 Hamiton 16 : Hamitton City
Robert Meharry Hamitan 16 : Hamilton City

To find out mor e

about

Employer

Edizon Consulting Group Limited

ESTO

BETAA Consultants

RCC Details
A Details
Y Details
’
hd Details
Page 1 0f1

dataila. sThievdllproducesa s cop e
complete list of the domains or unit standards an assessor can assess on.
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(@j Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Assessor Details and Scope

Assessor Details

Full Name Phone City
Michael Burke +G4 (7) 850 9128 Hamilton
Region Employer RCC
16 : Hamilton City BETAA Consultants Yes

Assessors Scope of Units

Unit

Domain Code Description Versions
1032.: Occupational Health and Safety 17600 Explain safe work practices for working at heights Al
Practice Versions
1412 : Agricuttural Resource Maintenance 19038 ldentify trenching =pecifications for laying agricutturalhorticuttural drains 31'33“"3
1857 : Electricity Supply - Core Skils 10507 Use personal protection eguipment within an electricity network environment Ctuars»uns
1857 : Electricity Supply - Core Skils 10508 Identify electricity systems in preparation for work 3llarsnns
1857 : Electricity Supply - Core Skils 10509 Climb and work on electricity network structures 31'33“"3
1856 : Electricity Supply - Transmission 20420 Replace transmigzion tower steel Al .
Hetworks Versions

Page 1 of 1
i Bace

~——
Copyrigit © ESITO - Allights reserved, Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

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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SITO

(@) Electricity Supply Industry Training Organisation
E

Home | About Industry Training | Qualifications | Leadership | Assessment& Moderation | AboutUs | Login

Email Assessor

Email

Assessor Your Name Your Email
Michael Burke John Burton john.burton@sdra.co.nz
Subject

Unit 10507

Body
Hi Mike =1

Can you please let me know if you could assess me for unit 10507 on RCC? If yes what dates might you be available?
How do | book an assessment with you?|

|
Cancel
Copyrigit @ ESITO - All ights reserved, Empowering the people who power New Zealand
Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

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:

1 unit (standard) code
1 document name (if known)
1 document type

o0 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.

Home About Industry Training Qualifications

Assessment Materials

Training

Filter
Unit Code Document Name
1050

Apply

Documents

10509 V4 Trainee Assessment Pack
I@ Filename
10509 Trainee Assessment pack.pdf
10508 V4 Trainee Assessment Pack
.@ Filename
10508 Trainee Assessment Pack.pdf

10507 V4 Trainee Assessment Pack

lm Filename

Electricity Supply Industry Training Organisation

Assessment & Moderation About Us Login

Document Type
Trainee Assessment Pack j

Size
Download

483,791 Byte(s)

Size
Download
383,901 Byte(s)

Download

To view a document, click on Download — this is on the right side of your screen.

Page 10 of 38, June 11



/2 Download File - Windows Internet Explorer 10l =|

e e ——
\Q:—/-‘f \‘\—v_jf 57 |g, http:,l’,l’www.esito.org.nz,l’SpeciFic,l’GenerateFiIe.aspx?noteGj |§| |"_1‘| |£| |,O Google |}3 v|
File Edit Wiew Favorites Tools Help xX Snagit i tﬂ‘

{2 Favorites | {5 @ Suggested Sites + @ | Get More Add-ons ~

| & - | @ + Page + Safety = Tools » @v >

@ Daownload File

4

File Retrieved

Download

[pone ’_ ’_ ’_ ’_ ’_ ’_ [ Trusted sites va v | mo0e - g

When you see this view, click on Download. A PDF document will come up. Select

Open to view the document.

g2 10508 Trainee Assessment Pack[1].pdf - Adobe Reader 1ol =l
File Edit Wiew Window Help *

@%| '@'J’lg||@ v Comment Share
i 4]
3 ]

SITO

Trainee Assessment Pack

Unit Standard 10508

Identify electricity systems in preparation for work
Level 2 Credits & Version 4

Name:
NSI #
Date:

Result: Achieved Nat achieved

Results communicated 1o trainee via on f /20

Trainge o appaal resull Mo  Yes

Assessar’s name:
Assnssrs #:

Signed:
Notes to Moderator
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2.3. Contact Us Menu Tab

(@5 Electricity Supply Industry Training Organisation
E

Lesrsisg #O W E R

SITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Contact Us

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.

@5 Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Contact Us
Details
Topic First Name Last Name
Phone Email Area of Interest
Ge
[ General Enquiry :
Company Accreditation
Becoming an Assessor
Training Information
Message Becoming a Modern Apprentice
~“ Send $£ Cancel
Copyright ©ESITO - Al rights reserved. Empowering the people who power New Zealand

Privacy Policy - Discaimer - Sitemap - Complaints & Appeals Policy
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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:

1 goto www.esito.org.nz and click on the Login tab

9 scroll down the page to the User Login box

1 enteryourusername(t hat ' s your e magdasswadlydusets s )
when you registered as a web portal user.

Once you are |l ogged in to the web portal
records. The menu tabs and associated functions you will see are as follows.

Menu tab: ESITO
 Home
1 Event Registration
1 Members List

Menu tab: Training
1 Training Calendar
M Find Assessor
i 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

= =4 =8 -8 =9

Menu tab: Contact
 Contact Us

Menu tab: Profile
1 Update Information
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3.1. ESITO Menu Tab
Three functions are available from the ESITO menu tab. They are:

 Home

1 Event Registration (see Section 2.1.1)
1 Members List (see Section 2.1.2).

Lasraing .0 W

(Qj Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us

Login

Welcome to ITOMIC!

w.0asystems.co.nz.
Event Registration

Members List

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.

Lasaiag O W E

(Qj Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us

Login

Welcome to ITOMIC!

To learn more about TOMIC visit www.oasvstems.co.nz.

Roles

@ currently you are assigned to 8 roles. Please selectthe role you would like to use.

Assessor 'l

Assessor
Employer Admin
Trainee Supervision
“|Moderator
C{Trainee Coordinator  |reserved.

& [rainee Emap - Complaints & Appeals Policy Emlm th. MO m mr M z‘ﬂm

Provider
Administrator
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3.1.2. Training Menu Tab
Three functions are available from the Training menu tab. They are:

1 Training Calendar (see Section 2.2.1)
1 Find Assessor (see Section 2.2.2)
1 Assessment Materials (see Section 2.2.3).

@ Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Welcome to ITOMIC!

Training

Training Calendar
To learn me 05.C0.NZ.
Find Assessor

Role! Assessment Materials

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.

=A =4 =4 -8 9

(c)j Electricity Supply Industry Training Organisation
E —

SITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Welcome to ITOMIC!

Trainee Coordination

Training Plans
To learn more about ITC
ROA

Roles TraCs
@ currentlyyou are  Training Ste Vists e role you would like to use

Trainee Coordinatol s_iodic plans

Page 15 of 38, June 11



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:

9 the unit standards and credits the trainee must achieve to complete the
gualification they are currently working toward

any unit standards already completed

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

T
T

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.

l't’s important to note that these plans, which
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 'sserovri cceu sntaonneegrer ' s next visit.

Page 16 of 38, June 11



Tof ind a specific trainee’ Bomtthepidklisi. Hyu pl an
coordinate trainees at more than one site you can filter your search by employer.

Ifatrainingpland o e s n ' t itgmlayobe becapse 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.

@j Electricity Supply Industry Training Organisation
E

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Training Plan List

Trainee Coordination

Filter

Trainee Employer Program Name

[Nathan Reynolds g | =l

If your search should include a trainee(s) past the expected end date of their programme please tick this box.

Past Expected End Date
Apply

Training Program Plans

Name NSN | DoB Employer Program £ ExpectedEnd | csm Coordinator | Type | Details
Nathan Meridian Energy 6345 : NC in Mechanical Engineering with Roger
Reynoids 11/08/1882 Limited - Twizel strand in Electricty Supply (L&) V1 (LV) 01/08/2011 | 3040%/2015 Bennett Sarah Treble | Trainee { Details )
Page 1 of 1
Copyright © ESITO - Allrights reserved. Empowering the people who power New Zealand
Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy.
. , . .
I f you still can’t find the pl ancoogdnatorar e

or customer service manager whether or not the plan has been created.

Page 17 of 38, June 11
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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.

(@5 Electricity Supply Industry Training Organisation
T owen

SITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Training Plan Details

Details

Employer Program Type
Weridian Energy Limited - Twizel 6345 : NC in Mechanical Engineering Trainee
Start Date End Date CSM
110612011 30/09/2015 Roger Bennett
Name Coordinator HSH
Mathan Reynolds Sarah Treble

DOB

11/06/M1982

Filter

Qualification

|1262. MC in Mechanical Engmemj

o5 Add New ( Generate Report ) <= Back

Copyright ©ESITO - Allrights reserved. Empowering the people who power New Zealand

Privacy Policy - Disclaimer - Sitemap - Complaints & Appeals Policy
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When Apply is clicked the following information is provided.

units
Section Strand Unit Code | Level | Credits | Off Job | Provider | OnJob | Planned Date | Result | Reported to NZQA | Edit
1262-v2-00-Compulsory-1 00487 1 3 es No 30/08/2015 Edit
1262-v2-00-Compulsory-1 02387 2z 2z es res 30/08/2015 Edit
1262-v2-00-Compulzory-1 02395 e 4 Yes TEs 30/08/2015 Edit
1282-v2-00-Compulzory-1 02395 2z 4 Yes Yes 30/08/2015 Edit
1282-v2-00-Compulzory-1 02401 3 3 Yes Yes 30/08/2015 Edit
1262-v2-06- Strand Compulzsory-2 | Electricity Supply | 10357 4 5 Yes Yes 3040912015 Edit
1262-v2-06- Strand Compulzory-2 Electricity Supply | 10414 5 8 ez ez 30/08/2015 Edit
1262-v2-08- Strand Compulsory-2 Electricity Supply | 10420 4 5 Yes Yes 30/08/2015 Edit
1262-v2-06-Strand Elective-1 Electricity Supply | 01178 2 3 Yes Yes 30/09/2015 Edit
1262-v2-08-5trand Elective-1 Electricity Supply | 16407 3 4 Yes Yes 30/08/2015 Edit
Selec‘tapage:lE Page Z of 2
Completed Units associated with Qualification which are not in Plan
@
Mo Data
oh AddNew  Generate Report <= Back
When Generate Reporti s cl i cked a “daisy wheel”
web portal is pulling large amounts of datafromESI TO’' s tr ai ning

system to produce the report.

ESITO

ESITO Training

Employer

Trainee Coordination

Contact Us

Program

Frofile

IS
ny ..

Electricity Supply Industry Training Organisation

Welcome sarant@esito.org.nz | Change Password |

Log Out

Page 19 of 38, June 11
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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.

File Download =

Do you want to open or save this file?

Ei Mame: Rebecca Martin 2011616, pdf
Type: Adobe Acrobat Document

ﬂ; http:/ /esito.edev.co. - |EI|1|

From: esito.edey.co.nz

\./
Open Save | Cancel I

e —

Report Generated

Download l--"\] “wéhile files from the Intermet can be useful, some files can potentially
\e

harm your computer. |f you do not trust the source, do not open or
= zave this file. What's the risk?

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 ar
planned completion dates for unit standards not yet completed.

=A = = =4 =4

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.

Page 20 of 38, June 11



Training Programme Plan Details

Name: Rebecca Martin NSN: 139915434 DOB: 1/09/1986
Employer:  Northpower Limited - Whangarei StartDate:  1/0672011 Expected End Date: 31/052012
CSM: Kim Smith B

Modem Apprentice: N

Co-ordinator:  Kim-Marie Smith
NG in Electricity Supply (Retail) (L3) V1 (LV)

1418 : NC in Electricity Supply (Retail) (Level 3) v1: 1 - 48 Credits
1418-v1-00-Compulsory-1 - Compulsory : 48 credits

Yes | 3108/2011

00376 VS | Employ customer service technigues to sccommodsts customer behaviourel styles in =

00497 V5 | Demanstrate knowledge of warkplace health and safety requirements 1 3 Yes No @
01304V4 | Communicate with peaple from other cultures 2 2 Yes Ves c
01307V5 | Speak to a specified audience in a predictable situation 3 3 Yes Yes 30112011
01312V4 | Give oral instructions in the warkplace 3 3 Yes Yes  30/11/2011
01978V4 | Identfy and describe basic smok rights and il d i 1 2 Yes Vas c
and assistance
03491V5  Write a report 3 4 Yes Ves  30/11/2011
08085 V4 knowledge of qualtty and its 3 4 Yes No | 31/05/2012
09631 V4 | Contribute within a group/team which has an objective(s) 3 3 Yes Yes 31082011
11097 V2 | Listen to gain infarmation in an interactve stuation 3 3 Yes Yes | 28/02/2012
118153 | Answer customer anquiries on the talenhone in 2 wide range of contares 3 3 Yes VYes | 28/02/2012
182752 | Demonstrate knowledge of the New Zealand electricity supply industry 2 2 Yes No 31082011
245221 | Demonstrate knowledge of requirements for a change of revenue meter or associated 3 4 Yes No 28022012
squipment for slectricity supply
2s23v1 onstrate e of requirements for a new connection and livening of a site in the 3 4 Yes No  3u0E2012
slacricry supply industry
245241 | Demonstrate knowledge of the requirements for switching a customer in the electricity supply 3 6 Yes No 31052012
induszy

(Compulsory Total Credits

cation

Requi
INCin Electricity Supply (Retail) (Level 3) v1 CsD

Credit Progress

B Compulsory - Section Credits
Compulsory - Credits Counted

Credits.

Qualifications

Page 21 of 38, June 11



3.2.1.1. Editing Training Plans
Click on Edit to change the:

1 on/off job status assigned to a unit standard
1 off job training provider
1 planned date a unit standard should be completed by.

Units
Section Strand Unit Code | Level | Credits | Off Job | Provider | On.Job | Planned Date | Result | Reported to NZQA | Edit
1262-v2-06- Strand Compulsory-2 Electricity Supply | 06584 4 5 Yes Yes 30/05/2015 Edit
1262-v2-06- Strand Compulsory-2 | Electricity Supply | 09577 2 3 Yes Yes 30/09/2015 Edit
1262-v2-06- Strand Compulzory-2 | Electricity Supply | 10385 4 5 Yes ez 30/09/2015 Edit
1262-v2-08- Strand Compulzory-2 Electricity Supply | 10387 4 5 Yes es 30/09/2015 Edit
1262-v2-06- Strand Compulzory-2 Electricity Supply | 10414 5 8 e e 30/09/2015 Edit
1262-v2-08- Strand Compulzory-2 Electricity Supply | 10420 4 5 Wes es 30/09/2015 Edit
1262-v2-08-Strand Elective-1 Electricity Supply | 01172 2 3 Yes Wes 30/09/2015
1262-v2-08-Strand Elective-1 Electricity Supply | 16407 3 4 Yes es 30/09/2015 Edit

Select a page: 2 Page Zof2

Completed Units associated with Qualification which are not in Plan

1]
No Data

< AddMNew ) Generate Report <= Back

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

Update Training Plan Unit

Details

Section Qualification Strand
1262-v2-06- Strand Compulsory-2 1262 : NC in Mechanical Engineering Electricity Supply
Unit Code Level Credits

10414 5

I |

‘On Job Off Job Provider Planned Date
Off Job CPIT 31071201 =

save 3 cancel

History
Changed On Changed By Unit Addded Unit Removed Planned Date Changed Delivery Changed Other
20/06/2011 Sarah Treble No No ez Yes No
Page 1 of 1
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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.

Update Training Plan Unit ‘

=A =4 =4 =

Details

section Qualification Strand

1262-v2-06- Strand Compulsory-2 1262 : NC in Mechanical Engineering Electricity Supply

Unit Code Level Credits

10420 4 5

¥ On Job Off Job Provider Planned Date

¥ Off Job 30/09/2015 =

Save 3£ Ccancel

Currentl y , y oremowe a onit $tandard 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.

1 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.

Lasraisg O W E R

SITO

@ Electricity Supply Industry Training Organisation
E

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

ROA
Trainee Coordination

Filter

ainee BrSplay Unit Standard Code
Faul Moore - 41 Completed Units -

Apply

Generate Report 3& Close
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1 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
t r a is ouerent training programme or select a specific qualification from the

pick list.

@ Electricity Supply Industry Training Organisation
E Losrsiag £ 0 Wi

SITO

Home | About Industry Training Qualifications | Leadership | Assessment & Moderation | AboutUs | Login

Trainee Coordination

Filter
nee Splay Qualification
Paul Moore 2 Qualification Check ~ |

Unit Standard Code :NC in Electrical Engineering (
:NC in Occupational Health and
1195 : NC in Electrical Engineering (§
1220 : NC in Mechanical Engineering
Apply 1293 : NC in Electricity Supply with op|
1284 : NC in Electricity Supply (Electri
1285 : NC in Electricity Supply (Electri

Generate Report 3 Close

If the ROA includes a qualification that has elective unit standards you should check
that a training plan has been completed for
been completed the list of unit standards on the ROA could be incomplete.
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To view the ROA click on Apply. Alternatively you can generate a report that can be
printed. To do this, click on Generate Report.

Q siTo

Electricity Supply Industry Training Organisation

Home | AboutIndustry Training = Qualifications | Leadership | Assessment & Moderation | AboutUs | Login

Trainee Coordination

Filter
Trainee Display
| Paul Moore = | All Completed Units |

Unit Standard Code

Units
Unit | Version | Description Level | Credits | Assessed On | Reported to NZQA
00497 (7 Demonstrate knowledge of workplace health and safety requirements 1 3 15112010 15112010
00750 | & Demonstrate knowledge of electrical test instruments and take measurements 2 2 18/04/2009 16/04/2009
01178 | 5 Follow =afe practices in an electrical workplace 2 3 05/05/2010 05/05/2010
01184 (7 Test, and locate and diagnose faults in electrical machine windings 3 e 25/10/2008 28/10/2008
01204 [ 5 Demonstrate knowledge of earthing 3 2z 28/10/2008 28/10/2008
277 | 4 Communicate information in a specified workplace 2 3 03/03/2008 03/03/2008
28070 (1 Explain the properties of conductors, insulators, and semiconductors and their effect on electrical circuits 2 7 2M22010 21122010
25071 (1 Demeonstrate knowledge of electromotive force (s.m.f.) production 2 3 05/052010 05052010
25072 (1 Demonstrate knowledge of electromagnetizm theory 2 5 05/05/2010 05052010

Page 1 of 1

Training Qualifications

Description Level Version Status Date Verified
1285 : NC in Electricity Supply (Electrical) with strand in Electricity Supply Electrician (Level 4) vZ 4 2 Continuing

1220 : NC in Mechanical Engineering (Level 2} v2 z 2 Continuing

1293 : NC in Electricty Supply with optional strand in Electrical (Level 2) v3 2 3 Continuing

1294 : NC in Electricity Supply (Electrical) with strand in Electricity Supply Electrician (Level 3) v3 3 3 Continuing

0223 : NC in Electrical Engineering (Level 3) v5 3 5 Continuing

1195 : NC in Electrical Engineering (Electrician for Registration) (Level 4} v2 4 2 Continuing

0801 : NC in Occupatienal Health and Safety (Workplace Safety) (Level 3) w5 3 5 Continuing

0174 : NC in Electrical Engineering (Level 2) v7 z 7 Completed

Page 10f1

Generate Report ) 3¢ Close

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 usi ng WAP
doing this, please move onto Section 3.2.4.

s h ¢ leavedraineesiwho hgve heend o n’

Please contact your ESITO customer service manager or trainee coordinator if:

1 you have trainees who have been completing WAP sheets and there is no

T

data on the TraCs page
there i s data on

t

he

Tr acCs
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page but

you



Instead of filling in a paper form and faxing it to ESITO, your trainees will now enter
their exposures online using the TraCs templates.

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

1 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.

1 The Some, Most and All columns in the middle of the screen represent
accumulated exposures. In other words, the numbers previously entered in
t h Blew'Some”, “New Most” and “New All’  c ol.umns

1 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.

(@) Electricity Supply Industry Training Organisation
E Loaieg RO W

SITO

Home | About Industry Training ~ Qualifications ~ Leadership | Assessment & Moderation | AboutUs | Login

Trainee Coordination

Filter
Trainee
| Susan Devoy =l
Apply
TraCs Units
. Latest Sufficient
Unit  Version Description Some Most All R rded TraCs New Some  New Most New All
10508 4 Identify electricity systems in preparation for work |l IZ I Il
15348 3 Demonstrate knowledge of =afequards for use with pertable g 2 5 17082011 - I I2 |2
electrical appliances
Demeonstrate knowledge of electrical =afety and =afe working
15881 3 practices for electrical workers r I2 |1 I
Demonstrate knowledge of 2afe entry into restricted areas in an
1702 2 electricity =upply envirenment 2 2 b 17ia01 r I I2 I
18027 3 Draw sketches and interpret electricity supply service plans r I I I
20423 2 Install high voltage electricity network overhead conductors Il I I I
10507 4 Uas.peraanal protection equipment within an electricity network 3 5 4 1710812011 It I I I
environment
Page 1 of 1

3 cancel

Copyright © ESITO - Al rights reserved. Emmrinﬂ ‘m pme Who mr New zeala“d

Privacy Policy - Disdlaimer - Sitemap - Complaints & Appeals Policy.
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Toview a specifictr ai nee’ s T r,sdkst theirrnang franghe pick list and
click on Apply.

@ Electricity Supply Industry Training Organisation
E S craw

SITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

TraCs
Trainee Coordination

Filter
Trainee

| Susan Devoy (;p

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.

(@) Electricity Supply Industry Training Organisation
E asrie # 6 Wi

SITO

Home | About Industry Training ~ Qualifications ~ Leadership | Assessment & Moderation | AboutUs | Login

Trainee Coordination

Filter

Trainee

| Susan Devoy =

Apply

TraCs Units

. Latest Sufficient
Unit  Version Description Some Most All o TraCe New Some  New Most New All

10508 4 Identify electricity systems in preparation for work [ |2 I Il
15848 3 E:;l::ljr:;:;:;f:dge of safeguards for use with portable 5 2 2 17082011 r I |2 |2
15851 3 E:a:jnigafﬁ Lr;ﬁﬁl;{;\:lrical =afety and safe working r |2 I_I I
17028 2 :E?Lﬁi?;;s:ziz;ﬁ?fﬂ entry into restricted areas in an 3 2 0 1708201 r I |2 I
18027 3 Draw sketches and interpret electricity supply service plans r I I I
20423 2 Install high voltage slectricity network overhead conductors r I I I
10507 4 :::rp;r;:? protection equipment within an electricity network 3 5 . 170082011 = I I I
Page 1 0f1

3 cancel

Copyrigiht © ESITO - All rights reserved, Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appesls Policy

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:

I go to the Status pick list and select Scheduled
1 enter dates in the Visits from and to fields
1 click on Apply.
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(Q) Electricity Supply Industry Training Organisation
E [P

Home

About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Training Site Visits

Trainee Coordination

Filter
Status Visits from to
[Scheduted GD e @ ®
Apply
Site Visits
Date of a Quarterly i Next
\Visit Status Trainee Employer City T Visit Edit
01/08/2011  Scheduled Susan Devoy Mighty River Power Limited - The Apprentice Hamitn Edit
Programme —
01092011 Scheduled Brian Smith Electrix Linited - Palmerston North PoLIERSTON Edit
21i06/2011 Scheduled Tyrone Johnson  Transzfield Services (Mew Zealand) Limited - Otahuhu Otahuhu Edit
190062011 Scheguled FaNaN Genesis Energy Limited - Hunty Huntly Edit
Mewiliam B -
Page 1 0f1
Copyright ©ESITO - All rights reserved, Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

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.

= =4 =8 =8 -9

Date of Visit

Status

Quarterly Progress
Plan Variations

Next Scheduled Visit
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Home About Industry Training

Training Site Visit Details

Visit Details
Trainee
Hannah McWilliam

Date of Visit
19/06/2011

0

QOutcome

Qualifications Leadership

Electricity Supply Industry Training Organisation

Assessment & Moderation About Us Login

On track with training. Needs to ensure TARS worked through in own time.

Cancel

Employer City
Genesis Energy Limited - Huntly Huntly
Status Quarterly Progress
[completed ) [atsfacon 5) (@)
-
Next Scheduled Visit
1919111 @

Copyright © ESITO - All rights reserved.

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

Empowering the people who power New Zealand

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.

@ Electricity Supply Industry Training Organisation
E [

SITO

Home | About Industry Training | Qualifications | Leadership | Assessment & Moderation | AboutUs | Login

Training Site Visits

Trainee Coordination

Filter
Status Visits from to
[completed =l 1611 = &
Apply
Site Visits
Date of Visit Status Trainee Em) r City Quarterly Progress ~ Variations  Mext Visit
18/06/2011 Completed Hannah McWiliam Genesiz Energy Limited - Hunthr Hunthy Satisfactory (3) o 18/09/2011
01/06/2011 Completed Hannah McWiliam Genesiz Energy Limited - Hunthr Hunthy Satisfactory (3) o 18/08/2011
01/06/2011 Completed  Susan Devoy Mighty River Power Limited - The Apprentice Programme Hamitton Satisfactory (3) o 01/09/2011
01/06/2011 Completed  Brian Smith Electrix Limited - Palmerston North PALMERSTON NORTH  Satisfactory (S) o 01/08/2011
Page 1 0f1
Cepyricht ©ESITO - Allights reserved. Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

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
gualification within the expected number of months.

The information in Periodic Plans is generated from the planned completion dates
that are allocated to unitstandardsi n a trainee’s training plan
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.

Page 31 of 38, June 11
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@5 Electricity Supply Industry Training Organisation
ESITO

Home About Qualifications Leadership Assessment & Moderation About Us

Periodic Plans

Trainee Coordination

Filter
Trainee
|Enan Smith j

[~ Incomplete Plans

Periodic Plan
Name Employer Start Date End Date Plan Issued Achieved Details
Brian Smith Electrix Limited - Palmerston North 01/086/2011 Jinezo 0140652011 Details

Page 1 of1

Copyright @ESITO - All ights reserved., Empowering the people who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

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.

Periodic Plan Details

Details

Trainee
Brian Smith

Employer
Electrix Limited - Palmerston North

Start Date End Date Plan Issued On
01/06/2011 31/08/2011 01/06/2011
Achieved

Fully Achieved
Partly Achieved
Mot Achieved

ool -
o Add
10508

Assessed

Unit Standard Result on Remove

10507 - Use personal protection equipment within an electricity network

environment # Remove
09677 : Participate in a group/team which has an objective(s) x Remaove
01277 : Communicate information in a specified workplace

Page 1 0f1

# cancel

Page 32 of 38, June 11



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.

=A =4 =4 =

Periodic Plan Details

Details
Trainee
| Susan Devoy u

Employer
Mighty River Power Limited - The Apprentice Programme

Start Date End Date Plan Issued On
AI6H1 ) 31/811 = 11611 [
Achieved
S |
Cancel

The plan will populate with units standardst hat are in the trainee’s
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).

Periodic Plan Details

Details
Trainee

ISusan Devoy

Employer
Mighty River Power Limited - The Apprentice Programme

Start Date End Date Plan Issued On
01/06/2011 =l 3110812011 = 01/06/2011 =l
Achieved
Units
nit Code
Add
10508
Unit Standard Result Assessed OnRemove
10508 : |dentify electricity systems in preparation for work 3 Remove

Page 1 of1

Cancel

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.

Periodic Plan Details

Details

Trainee
IElrian Smith

Employer
Electrix Limited - Palmerston North

Start Date End Date Plan Issued On

01/06/2011 31/08/2011 01/06/2011
Achieved
Units
Unit Code o= Add
Unit Standard Resutgisesm Remove
10508 : Identify electricity systems in preparation for work # Remove
10507 : Use personal protection equipment within an electricity network
environment * Remove
09677 : Participate in a groupfteam which has an objective(s) x Remaove
Page 10f1
Submit  $& Cancel
3.3. Contact Us Menu Tab
For information, see Section 2.3.
@ Electricity Supply Industry Training Organisation

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Welcome to ITOMIC!

Contact Us
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3.1.1. Profile Menu Tab
From the Profile menu tab you can update your contact details.

(@5 Electricity Supply Industry Training Organisation
ESITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Welcome to ITOMIC!

Frofile

Update Information

3.1.2. Update Information

By keeping your details up to date ESITO can stay in contact with you. Because the
web portal interacts livewithES1 TO’ s tr ai ni lysgemmOMELg e me nt
updating your details online means you automatically update ITOMIC.

@5 Electricity Supply Industry Training Organisation
T cowen

SITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Update Details

Frofile

Status

Last Confirmed
20/06/2011

General Details

First Name Last Name Home Phone

Sarah Treble

Mobile Phone Email Address Preferred Contact Method

027 448 9988g| saraht@esito.org.nz Al 4|

Home Address Details

Street Suburb City
Level 2, 11 Garden Place Hamilton Central Hamilton
Post Code Country

3240 New Zealand

| Save ” Change Password

Copyright © ESITO - All rights reserved. EWIHQ the Mﬂ who power New Zealand

Privacy Policy - Disdaimer - Sitemap - Complaints & Appeals Policy

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 | odgottemn rhy pasdwoed? f
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.

@ Electricity Supply Industry Training Organisation
E$

Home  AboutIndustry Trening  Qualfications  Leadership  Assessment & Moderation  About Us

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 | ogin
trainee coordinator and supervisor or company staff who have been assigned
employer administration rights.

How do | 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.

@) Electricity Supply Industry Training Organisation
E Losviog £ 0 W

SITO

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Change Password ‘

Use the form below to change your password.

New passwords are required to be a minimum of 6 characters in length

Account Information

Old Password: New Password:

Confirm New Password:

Change Password 3£ Cancel

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.

@ Electricity Supply Industry Training Organisation
E Losring 0w

Home | About Industry Training Qualifications | Leadership | Assessment & Moderation | AboutUs | Login

Welcome to ITOMIC!
ESITO

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.lasthname@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 | 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.

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

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

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

1 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.

@) Electricity Supply Industry Training Organisation
E Losring 0w

Home | About Industry Training Qualifications | Leadership | Assessment & Moderation | AboutUs | Login

Welcome to ITOMIC!
ESITO
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Can | 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.

(@) Electricity Supply Industry Training Organisation
E [

Home About Industry Training Qualifications Leadership Assessment & Moderation About Us Login

Welcome to ITOMIC!
ESITO

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 problemsconnecting to the web portal

password?” | i nebportapl@esitn.erg.nze mai |
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