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Scope

This work instruction is for learners who need to complete the following: -

e HSE induction to work on Hydro sites.

(Note: If working in high risk or restricted areas (e.g., Operational, Project, or
Construction sites); under a permit to work “PTW?” or isolations; you must attend a
scheduled Instructed Person "IP" training session.)

e Personin Charge “PIC” refresher eLearn. (New PICs must attend face-to-face
training.)

* Contractors requiring IP - Permit to Work training should book face-to-face HSE & IP
training.

To book into a scheduled session, contact WHS External Mailbox

For any IT related issues, contact the Hydro Service Desk on 1800 102 025 between the
business hours of 8am and 5pm.

Initial step — Hydro Job Representative

1.1 Hydro Job Representative
1.1.1 Contact WHS External Mailbox to: -

= checkthe external learner’s employer exists in Hydro’s Learning Management System (LMS). (NB:
This is a separate system to the PTW register so although the company may have done work with
Hydro previously, it doesn’t mean they’re in the LMS.)

= advise of the required online training so we can check the training meets the job scope, and we
know which course to assign to the user when their new account notification comes through.

= send this guide or directions on how to access through our HSE portal to the worker. (The guide
can also be found in our WHSMS on our external web-site https://www.hydro.com.au/hse under
How we provide inductions and training, then Induction.)
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1.2 External Learners
1.2.1 Access to Induction
1.2.2 Important : Learners need to access the learning via a laptop or computer. The

learning cannot be completed using a mobile phone.
1.2.3 To create an account, use the link below.

= Do notshare the link with others.

= Learners MUST create their own accounts and have their own email addresses. (If the
learner does not have an email address, they need to attend a scheduled session.)

=  Employers must not set up accounts on behalf of the users.
https://hydroelect.plateau.com/learning/user/portal.do?siteID=HYDRO%SfEXT%5fLMS&landingPage=login

1.2.4 Below is an example of the initial screen. To create a new account, click where

shown to register.

Sign In

MNew User

Airg yOU 8 NEW user?

Next page

oY Hydro
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1.2.5 Fill out the form. Note, the Site Registration Code is EXT_1243 not 1234.

Create New Account

Please complele the “Create Maw Account” form and cick “Submil. ARer you creale an account, you can view your Learning Plan, add iems 1o your
cart, and chack out

* Required Fiekds
Account Information User ID must be unique — use letters only in

“User D . [Gregren 4/’/] the ID, no humbers
|

* Site Registration Code : [EXT_1243 @¢—

Contact Information EXT_1243

* First Name : [Greg N

* Last Mame : [Ten | H i i
* EmailAddees: et ! Email address must be unique to the user. Generic

* Confirm Email Address : [pregiestarmstrong@gmall com company email addresses are not to be used.

1
* Telephone Number : j
* Main Address : [Tesi 1 - ]
* City : |Hoban ]
* Siate | Province : [Tasmana | Youremployer address can be used
* Postal Code : [To00 |
* CountryHegeon [ Australia v

Employee Information If your employer can’t be found, contact

* Your Employer : | RSP <4—=——| WHS.externalmailbox.com.au

* Business Area Engaged By ! [ Hydro Tasmania w
| Resat
\
Ly

1.2.6 The following message will appear

Thank you Tor registening. You will receive an email with information on activaling your account. To SCCess learning, pheage use th link above to ign in

wilh your activated accounl inffarmalion
Continue

1.2.7 Activate your account
kd Primary ©  Promotions 2, Social
ias Activate Your Account for HYDRO_EXT_LMS - Dear Greg Test, ... 11:59 AM
oY Hydro
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1.2.8 Click on the activation link in the email
€« O | E @ 10f 10 >
Activate Your Account for HYDRO_EXT_LMS inbex = 2 @
® ias@notifications.sap.com M59AM (Ominutesaga) sy @ & H
. tome *

SADd

Dear Greg Test,

An account has been created for you. To activate your account for <#if user.target_url??
>HYDRO_EXT_LMS=#else>HYDRO_EXT_LMS#if=, click the link below. You will be taken to a
page where you will also set a password for your account.

hitps:/famvpbahOp.accounts.ondemand.com/ids/activation ?token=
1241414141444D744F454150794B6C6F786D664135325435557264494754
7345383377693568734E556CAFT2583762722532464844794E3052677754
4866567867534E767A3S316C42534F41594F 794879374 7794838387A574179447645253344

If the link above is not displayed or does not work, Copy and paste the link below fo the address
bar of your browser.

Best regards
The Hydro Group Leamning Team

This e-mail may contain trade secreis or privieged, undisclosed, or otherwise confidential information. If you have received
this e-mail in emor, you are hereby nofified that any review, copying, or distribution of it is strictly prohibited. Please inform
us immediately and destroy the original transmittal. Thank you for your cooperation

1.2.9 Two-factor authentication

Once you click on the link, this will pop up. A code will be emailed to you (see next step for example).
(This may take a few minutes)

cand S,
SAR

Two-Factor Authentication

Aecount: greghestarmstiong B g com

[ oo
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1.2.10 Code email example

ias@notifications.sap.com 1200PM (O minutesage) ¢ @

2
@ ©ome-

hydroelect-stage

Dear Greg Test,

This is your one-time verification code from the Hydro Group:
This code is valid for (how long) minutes.

Didn't request this? Please notify us at To be cetermined?

1.2.11 Enter code and continue

EY (P

Two-Factor Authentication

Account; gragtestarmstrong @ gmail.com

We heve sent you & code by emall. Please enter this code and
ehoose Continus.

Email Code *

( )

Mot receiving textsT

Request New Code

1.2.12 The following will appear. Set password and continue.

SARd —
=

Activate Your Account
HYDRO_EXT_LMS

© An sccount has been created for you with Identity
Authenticaton for use with HYORO_EXT_LMS. The account
intormation we slrescly have for you i below:

To begin using your account for HYDRO_EXT_LMS, set a password
below,

TELL US ABOUT YOURSELF

First Name

Greg

Last Name *

Test

Email *

SET PASSWORD

3

Ro-Enter Password *

oY Hydro
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1.2.13 Account activated

=

HYDRO_EXT_LMS

@ Tharsc you for registering and sciating your secount
grogtastarmstrong@gmail.com

(3

l

1.2.14 Learning modules are not assigned automatically, as we first need to assess and
determine the appropriate training required.

1.2.15 Once identified, the relevant course(s) will be assigned to the learner’s account
within three business days. An email notification will be sent from the WHS
External Mailbox once the assignment is complete.

1.2.16 Access learning by clicking on the same link as before

https://hydroelect.plateau.com/learning/user/portal.do?sitelD=HYDRO%5fEXT%5fLMS&landingPage=login

1.2.17 Follow the two-step authentication process again (1.2.8)
1.2.18 The learning landing pad will appear as per below with your required learning shown.

Learning Neew Learring Experience @ =

| Eaarch for Larng g Brovwia LEwany

Welcome to Hydro Tasmania
Group Learning!

Acoess your requined learming and explone our intemal onling
o nieng e otinng.

Required Learning @ cericsum Compsance Current

HSE (L2} Online induction
Curricutum: HIE (LI) induttion
D on BESI0ES

Dwling & 3T

1.2.19 Click on learning to complete.

1.2.20 If you need to step away from your device while completing your assigned learning,
please make sure to save and exit. This ensures your progress is recorded and the

oY Hydro
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system remembers where you left off. If you don’t do this, the Learning Management
System may time out in the background, and your progress won’t be saved—even if
the final page shows that you’ve completed the learning. Once you finish the course,
exitimmediately to ensure your completion is properly recorded.

1.2.21 ATake 5 and induction card will be posted to the learner on completion of learning (if
applicable).

1.3 Hydro Job Representative

1.3.1  The learning will be updated on the PTW register within 5 business days of the
learning being completed.

1.3.2 ltisthe responsibility of the Hydro Job representative to make sure the contractor has
completed the relevant training before they start work.

Continue to next page for Troubleshooting Guide

Hydro
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2. Troubleshooting Guide

If you’re experiencing any IT related issues and the following guide doesn’t fix your issue, contact the
Hydro Service Desk on 1800 102 025 025 between the business hours of 8am and 5pm.

1. Contact WHS.externalmailbox.com.au for assistance

2. Click on forgot password

|

| e Iﬁp:ri.-rhl'
.
-II TENE -

oY Hydro
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3. Enter email address and click continue. Don’t put any spaces before or after the email
address

Forgot My Password

HYDRO_EXT_LMS

To reset your password, enter your email address and choose
Continue.

Email or User Name *

[ gregtestarmstrong @gmail.com| ]

>
Get access another way? ——
Return to Sign In

4. This will appear

g el -

Forgot My Password

HYDRO_EXT_LMS

@ If an account exists, an email with a link to reset your
password has been sent.

Click the link in the email. You will be forwarded to a page
where you can reset your password. The link in the email will
expire in 2 hours.

Get access another way?
Return to Sign In

oY Hydro
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5. An email will appear in your inbox

How to reset your password inbo « =]

® ias@notifications.sap.com 10:13AM (O minutesaga) ¢ @ &
@ e~ @
> :
)
+

Dear GREG ARMSTRONG,

Someone requested to reset your Learning password. If it was not you, ignore this e-mail. To
reset your password, click on the link below.

hitps:/isapssodev hydrotasmania com au/ids/activation 2token=
12414141414447796E3430327925324657694E3670364955636869775648
514B4A6A68T1476D324E5131517A4755¢ D4B637A6931785, 4454
56714A634D56564A72494365577176556D39434A5665444371555855707 56D6B6E: 44

If the link above is not displayed or does not work, copy and paste the link below to the address
bar of your browser.

Best regards.
The Hydro Group Leaming Team

6. Click on the link and the Two-Factor Authentication dialogue will open

Said

Two-Factor Authentication

Account: gregtestarmstrong@gmail.com

We have sent you a code by email. Please enter this code and
choose Continue.

Email Code *

Not receiving texts?

Request New Code

7. An email will be received with your verification code.

< B O W E @ i 10f9 >
One time verification code insexx a2 0
@ ias@notifications.sap.com 10:4AM (Tminuteago) v @ €
@ tome~
hydroelect-stage
Dear GREG ARMSTRONG,

This is your one-time verification code from the Hydro Group:
This code is valid for (how long) minutes.

Didn't request this? Please notify us at To be determined?

Best regards,
The Hydro Group Leaming Team
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8. Enter code from email and set new password

lsapd

e’ i w
Two-Factor Authentication
Account: gregtestarmstrong@gmail.com Reset Your Password

HYDRO_EXT_LMS

We have sent you a code by email. Please enter this code and
choose Continue. Reset the password for your account

gregtestarmstrong @gmail.com:
Email Code *

[ ] New Password *
Jrese— ®

Re-enter New Password *

Not receiving texts? [ snnraren ® ]

Request New Code

9. Learner will be directed back to sign in page

Mew User

Al you 8 new user? Chck here bo register

1. Email WHS External Mailbox — whsexternalmailbox@hydro.com.au to get the learning
assigned.

Hydro
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1. Make sure your screen is maximised by clicking on this square

£} Homa » Hydro Tasmania - Work - Microsofk Edge - o4x

(5 hitpsy/hydroelectplateau,com/icontent_e/CUSTOM _apac/hydroslect/self-managed, Production/hse-induction- A

“We are proud of the significant
contribution Hydro Tasmania makes
to Tasmania.

The safety and wellbeing of our
people and communities is at the
heart of everything we do, and
creating a safe and healthy
environment is core to our business,

Hydro Tasmania is one of the

Tasmania's biggest employers and we
actively engage with the communities
we work in. Our actions and activities

2. You may also need to zoom the screen content. Click on the 3 vertical dots at the top
right of your browser screen and a drop-down menu will appear.

3. Click the minus next to the zoom and reduce to 80%.

& Zoom @3% +

4. The next and back buttons will appear as shown below

Rachel Watson

Chief Executive Officer

oY Hydro
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1. The training can only be completed on a laptop or computer.

NOT MOBILE ACCESSIBLE

1. Emailthe WHS External Mailbox — whsexternalmailbox@hydro.com.au. They can check
the system and manually update if needed.

x. Hydro
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1. OtherIT issues

For all issued listed below and any other IT related questions, contact the contact the Hydro Service
Desk on 1800 102 025 025 between the business hours of 8am and 5pm.

e Issues resetting password

e Too many attempts with entering password — it will reset after an hour

e Accountis locked

e |can’taccesstdoesn’t allow me to access on my mobile phone —you need to access viaa
laptop of computer.

e Contentwon’t launch

oY Hydro
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