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1. Introduction

1.1  JobCo Training e-learning portal

Welcome to the JobCo Training’s e-learning student user guide. The e-learning Portal is a
Learning Management System (LMS) that is designed to produce a platform to conduct online
courses. JobCo Training’s online learning framework is designed using Moodle. Moodle runs as an
interactive dynamic website with many features to access JobCo Training’s virtual learning
environment, course materials, resources, tools and all other information.

You are required to have a valid user name and password to login to e-learning Portal. Once you
have enrolled with a course, you will be given a student credentials. This single login and password
will give you access to e-learning course, virtual class room (Big Blue Button), e-portfolio (Mahara)
and all other resources relevant to the course you are enrolled in. You must login into the e-learning
Portal (Moodle) in order to access your course materials.

2. Getting started

The aim of this user manual is give you a basic knowledge of how to use e-learning portal (Moodle)
as an online resource. We assume that you have at least basic knowledge of using a computer and
internet including saving your work, use of external storage devices such as a memory stick, file
paths, creating a folder, browsing folders, different types of web browsers and navigation between
pages.

We recommend you select the latest version of a web browser such as Firefox, Opera, Google
Chrome or Internet Explorer and enable pop-ups in your browser.

3. Enabling Pop-Ups

JobCo Training’s virtual learning environment consists of different types of resources. In order to get
the fully functional online learning system the selected browser should be enabled for pop-ups for
JobCo Training’s learning web site as most browsers have an automatic pop-up blocker. You may
need to enable pop-ups in more than one place to get full functionality.

3.1 Internet Explorer

Click the Tools button, point to Popup blocker and then select Pop-up blocker setting.

1. Type in the Jobco trianing URL the jobco training URL in the text box below Address of
website to allow and click on the Add button next to the text box. See figure 3.1.1

All added website names are listed below Allowed sites.
Click in tick boxes below Notification and blocking level.
To finish the process click the Close button on the bottom right-hand corner.
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S— <
MUPMM'S“@L»
Exceptions |
—= Pop-ups are cumently blocked. You can allow pop-ups from specific
| !] webstes by addng the steto the lst below

Address of webste to allow:

Alowed stes:
| www jobcotraning com au
| Remove al... |

Netfications and blocking level
V| Play a sound when a pop-up is blocked
¥} Show Information Bar when a pop-up is blocked.
Blocking level:
[Medum; Block most automatic popups x|

Figure 3.1.1

3.2 Firefox

Select the Tools menu from the main menu and click on Options. Click on Content then click the
Exception button in front of Block popup windows. See Figure 3.2.1 and Figure 3.3.2

—_— ~
Options 2 _||['@ aliowed Sites - Popups (o] o |
o By QO . : :
.| CF i [ = =1 You can specify which web sites are allowed to open popup windows. Type
General  Tabs  Content Applications  Privacy  Security  Advanced the exact address of the site you want to allow and then click Allow.
Address of web site:
¥ Block popup windows
e . . |
] Load images automatically [ Exceptions... |
Allow
[#] Enable JavaSeript Adyanced.. .
Fonts & Colours Site Status
P errer-veerem— Y s
[ Colours. ]
“ Langueges
b Choose your preferred language for displaying pages Chgose..
l oK ] | s | | Help Remove Site Remove All Sites
Figure 3.2.1 Figure 3.2.2

1. Type in Jobco training URL http://www.jobco-training.com.au in the text box below
Address of website and click on the Allow button below the text box.

2. All added websites names are listed here.
3. Tofinish the process click the Close button on the bottom right-hand corner.
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3.2 Opera

o

?

File Edt View Bookmarks Tools  Help [N
S—— L}

1. Open up a session of www.jobco-training.com.au on “Opera” web browser.

& Mail and Chat Accounts...

Delete Private Data...
@© History Ctrl+Shift+H
&3 Downloads Ctrl+)
& Extensions »
& Synchronize Opera 4
Notes
@ Links Ctrl+Shift+L
Advanced 4
Quick Preferences F12»
Appearance...  Shift+F12

Preferences... Ctri+F12

2. On the browser toolbar Click on “Tools >Preferences”.
il —————————— ]

Generst [Forms | Search Webpages | Advanced

Opera can start with your favorite webpages or continue from last time
Startup Start with home page v

Home page http://moodie jobco-training.com.au [

Choose how you prefer to handle pop-ups
Pop-ups Eblo(k unwanted pop-ups ‘ n

Open all pop-ups

Open pop-ups in background

Block unwanted pop-ups
Block all pop-up
Select your preferred language for Opera and

Language English (AU) [en-AU] -

T

3. Click on “General” tab.

4. Click on “Pop-ups” menu and select “Open all pop-ups”.
5. Click “OK” button to confirm the action.
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3.4 Google Chrome

New tab

New
New

Bookmarks

Edit

window

incognito window

Cut  Copy Paste

Zoom - 9% - B

Save page 3s...
Find...

Print...

Tools

History

Downloads

Sign in to Chrome...

Settings

About Google Chrome

View background pages (7)

Help

Exit

1. Open up a session of Jobco training on “Google Chrome” web browser

2. Click on customize and control Google Chrome "= icon on the right hand top corner of
the browser window.

Click on "Settings” on the list and this will display a list of settings for chrome browser

Find “Privacy” on the list and Click on “Content settings” button.

Privacy

Content settings... Clear browsing data...

Google Chrome may use web services to improve your browsing experience. You may optionally disable these

services. Learn more

o

o
o
L

5. Scroll down on the list and find Pop-ups and Select “Allow all sites to show pop-up’

Use 2 web service to help resclve navigation errors

Use a prediction service to help complete searches and URLs typed in the address bar
Predict network actions to improve page load performance

Enable phishing and malware protection

Use a web service to help resolve spelling emors

Automatically send usage statistics and crash reperts to Google

from the check list.

6. Click on “Manage exceptions” button to manage pop-up exceptions.
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7. Type the URL/Host name you wants to allow pop-ups to open.
8. Select “Allow” from the behaviour list
9. Click “OK” button to add the URL to the pop-up settings.

4. Login

You are required to have a valid user name and password to login to e-learning Portal. You must
login into the e-learning Portal (Moodle) in order to access your course materials.
1. Open any web browser (eg. Internet Explorer, Mozilla Firefox or Opera).

2. Type the web address http://www.jobco-training.com.au in the address bar. You will be
able to see the JobCo Training website. See figure 4.1
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JobC().'l‘r.linin;-_:

Other JobCo. Services About JobCo, Training Quick Uinks Contact

Figure 4.1

Select “Online Portal” tab from “e-learning” tab on main menu.

You will be prompted to the welcome page of e-learning system See Figure 4.2. Click the

link “Loging” on right top corner.

; . You are not logged in.
Welcome to E-Learning Courses (Login)
JOBCO TRAINING I Available courses CALENDAR l

JobCo. Training The WoW Factor May 2013

{
TResWAWiFaeT

Teacher: Suzanne Lobley /['f V] (U Z{!(’ﬁ( Sun Mon Tue Wed Thu
— == 1 2

S 6 7 8 9
12 13 14 15 16
9 20 21 1 B
% 27 B8 ¥ 0

NAVIGATION I

Home

¥ Courses

Figure 4.2

Fr

’

Sat

3 4
10 1

17 18

24
n

5. Type in the provided user name and password and click on the Login button. Please note
that the user name does not include upper case letters and the user name is not case
sensitive. The password, however, is case sensitive and it may have upper case letters,
non-alphanumeric (special characters) and numbers. You will not be able to see the
password that you are entering, therefore be careful when entering your password.Now

you are in the home page of e-learning system. See Figure 4.4
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JOBCO TRANING ¥ | My courses

Business of Work

Figure 4.4

6. Your name will be displayed as logged in. If you need to log out simply click on Logout.

7. The courses you are enrolled in are listed here. Click on Course title to expand the
description and it will list all tasks and resources relevant to the course.
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5. Managing your course page

5.1 Accessing your courses

Once you login, all the courses you are enrolled in are listed in the middle section of the course
home page. Click on the relevant course title that you want to access. Please note that you have to
click on the course title, not the teacher’s or trainer's name.

A X My profile settings

JOBCO TRAINING § | My courses

Business of Work
JobCo. Training Teacher: Trainer Jobco

NAVIGATION -t |

Employrment readiness.

_e-lramim course
5
Home

My home

¥ Site pages
¥ My profile
¥ My courses
¥ Business of Work

Figure 5.1

All courses that you are enrolled in are listed one after the other in your Home page.

You can also click on the My courses tab listed under the Navigation section. It will also
list all the courses you are enrolled in.

3. Once you click on Selected course it will open up a page with the course introduction on
first tab. The structure of the course and guidelines to user resources appear here.

4. Course materials are listed in order left to right, top to bottom. Tabs are organized in
sequential order according to the flow of course topics and each topic (Tab) contains few
chapters and subchapters to embed course content, resources, tasks and assessments.
Those “Chapters” are lists in sequential order at the bottom of the page and once you open
a chapter all subchapters will display one after the other, that you need to cover to be
deemed competent for the topic. Click on the second tab to open the first topic of the
course and it will open up your course content followed by the topic’s introduction.

5. Symbols used throughout course materials are:

There is a link to written resources. *

Ay
¥

You will be asked to undertake an activity. %
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L2 E-assessment task, you will be required to complete the task and submit your
finished work.

5.2 Organising page content

You will have a default home page. You are able to configure a few blocks such as Settings, My
private files and On-line users but you are not able to edit your profile or change your home page.

5.3 Docking (Organising) Blocks

Dock is for managing blocks. The dock is an area where blocks can be moved to and from this area
with the block to dock [land dock to block [Cicons.

The “docked” blocks appear as vertical tabs along the left margin attached to the page.
The docks can accessible to anyone any time on any block.
The docked block can expand into a menu with a click on the tab in the dock area.

Clicking on the dock icon when a block is in the docked option will move the block back to its
original position.

1. Click on My Home on Navigation block.

2. Click on the Customising this page button on the right-hand side to customise your home
page.

ﬁ Course administration =~ My profile settings

Upcoming events

Home > My courses ) Business of Work

) :
8
; JOBCO TRANING I Introduction Applying for Job The Interview Process
i -
H Welcome to The Business of Work
:
NAVIGATION =N . . . 2 .
l The Business of Work is an on-line course. That means the content exists on the inte
headphones or speakers, and a microphone. Some computers have a microphone bu
Home an external microphone. Once you have these things set up, you are ready to go.
54y home The course is comprised of:
¥ Site pages
» My profile o Four topics: Applying for a Job, The Interview Process, Starting Work and Advancing at

¥ My courses

o E-assessments, located at the end of each topic.

- At _£AM.
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ﬁ x Course administration My profile settings

Upcoming events

There are no upcoming events [Undock this item
Go to calendar...
Hew event...

aming events

7 7

_[_
JOBCO TRAINING ] Introduction | Applyit

Calendar

JobCo. Training

Welcome to The Business of Work

e-portfolia

NAVIGATION ! I The Business of Work is an on-line course. That means
headphones or speakers, and a microphone. Some com
Home an external microphone. Once you have these things st
0 LG The course is comprised of:
P Site pages
» My profile o Four topics: Applying for a Job, The Interview Process,

5.4  Editing your profile

You are not allowed to change your login password. If you need to change your password because
of a lost or compromised password, please make a request to Jobco Training’s Administration
Department.

5.5 Navigating around My Courses

Navigation within courses and content is easy it’s all about clicking hyperlinks. There are few
different ways to do the same thing within your e-learning course. Once you are familiar with the
navigation of e-learning course by trying it out you will be able to find your own easiest way. Using
“Breadcrumbs” is a good way to navigate around your course content.

Breadcrumbs

The Breadcrumbs trail gives users a way to keep track of their location within the course page.
Breadcrumbs appear horizontally in the top left corner of your page and it shows the pages you
have passed through to get to your current location. See figure 5.5.1

ﬁ ‘ Course administration = My profile settings

Business of Work - Accredited

Home ) My courses > BoW ) 3.1.3 The First Day at Work - activity

Figure 5.5.1
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6. Activities

An activity is generally an interactive learning segment for a student in a course. You can find
activities detail on course overview page by clicking on “My home” link. The navigation block
includes a “My home” link directly below the Site home link. The “My home” (course overview) page
provides users with the links to their courses and activities within them, such as unread forum post
and upcoming assignments.

6.1 Forum

A forum is an activity where students and teachers can exchange ideas by posting comments,
suggestions, questions, etc. When posting to a forum always assume that all other students in the
class can view your post. Once you are subscribed to a forum it means that other subscribers will be
notified of every subsequent post in that forum. You may have different types of forums in your
course.

Forums are represented by the icon ~ throughout your course.
You can reply to a discussion topic but you do not have permission to add a new discussion topic.

How to reply to a forum

1. Click on the forum name and it will bring up a page with the forum introduction. See figure

Interviews are difficult situations where we all feel uncomfortable but often for
a variety of reasons.
This forum is to discuss some of the issues that bother you and to share your
experiences with others.
Remember, no matter what, stay calm, take your time to answer any difficult
questions and try to relax - although we all know that's impossible!
Add a new discussion topic
Discussion Started by Replies  Last post
'
: Admin User
User How to survive the interview! ¥ Admin Use, 0
CHEII0NNY s we ! Mon, 27 Aug 2012, 2:56 PM
'
» Admin User
Maximizin rinterview performance % Admin User 0
Lol BA Aol oy | AominU Mon, 27 Aug 2012, 2:56 PM
1 :
Admin U
What to wear to the interview? -s«{ Admin User 0 . Admin User
e Mon, 27 Aug 2012, 2:53 PM
'
- A / Admin User
What to do before the interview? 8 Admin User 0
! © © e Mon, 27 Aug 2012, 2:52 PM

Figure 6.1.1

Discussion topics are listed with the most recent first.

Click on any topic that you want respond to. It will open up a new page with all replies
associated with the topic that you click in. See figure 6.1.2
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*-’{ What to do before the interview?
&Y & by Admin User - Monday, 27 August 2012, 2:52 PM

List some of the things you need to consider or action prior to the interview

Reply

Re: What to do before the interview?
by Test Jobco - Thursday, 6 September 2012, 3:44 PM

Research the company

Know where you’re going
Presentation spotless

Make sure you have copy of resume

PD with notes

Show parent | Edit | Delete | Reply

Figure 6.1.2

4. The discussion topic is displayed on top with the Reply button on it. If you want to send a
response to the topic question click on the Reply button next to the topic question.

5. Replies to the discussion topic are listed underneath the discussion topic with a Show
parent/Reply button. If you want to send a response or add a comment to a reply, click on
the Reply link on Show parent/Reply button. You want be able to delete someone else
reply and “delete” option also will not be shown.

6. Once you click on Reply it opens a new page with the option to type your response. The
reply page has 4 areas that you need to fill in. See figure 6.1.3

The subject of the response comes by default but you can edit the subject if you want to.

Your message needs to be typed in the Message area. The Message area is capable with
basic formatting functionality such as copy, paste, font style, highlight and insert character
or picture.

9. The Add button is to add an attachment to the response. Click on the Add button to launch
the file picker. Maximum file size is 30MB for your attachment. If you attached any
document successfully your file name will be displayed in the text area next to the Add
button.

10. Once you finish typing your response click on the Post to forum button to submit your
response.
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_v'_{ What to do before the interview?
u & by Admin User - Monday, 27 August 2012, 2:52 PM

List some of the things you need to consider or action prior to the interview

Re: What to do before the interview? by Test Jobco - Thursday, 6 September 2012, 3:44 PM

Your reply
Subject™ Re: What to do before the interview?
Message Font famly - || Font size ~ || Paragraph > 3 -A;-.- =
B 7 U#x |E==|Fy o immA -2 -
S ESE & H Q|-
Path: p
Subscription @ | Send me email copies of posts to this forum [+ ]
Attachment 9 Maximum size for new files: 10MB, maximum attachments: 10 - drag and drop a'-'a:latieo
+ | Add... FHEE
kel Files
You can drag and drop files here to add them.
Post to forum
Figure 6.1.3

6.2 Quiz

Quiz activity module allows the students to attempt a large variety of question types including
multiple choice, true-false, and short answer questions.

Quizzes are an assessing tool that helps to determine what students have learned.
Once you successfully logged in to Moodle you will get the following screen.
1. Click on course you following name link under “Available courses”.

To view the Quiz activity, click on the Quiz activity link(Which has a “ graphic sign)

Quiz information page will give you an overview of the intended purpose of the Quiz, when
the quiz opened and when it will close.

4. Click on Atemetauznow | b tton if you attempt the quiz activity as a first attempt.
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See figure 6.2.1

6. If you attempt the quiz not as a first attempt then Click on

in to the quiz activity as from your last attempt.

Home | My courses ‘_ju BOW-edit \ 3.2.2 Inclusion quiz - activity | Info

Continue the last attempt

You may prompted the quiz has a time limit and will ask whether you want to continue with
the quiz activity when you attempt the quiz as a second attempt.

button to enter

oy

JOBCO TRAINING |

JobCo. Training

Inchaskon activity

NAVIGATION I

Home
My home
¥ Site pages
¥ my profile
¥ My courses
¥ BOW-edit
¥ Participants
¥ Introduction
¥ 1. Applying for Job
¥ 2. The Interview
Process

¥ 3. Starting work

¥ 4. advancing at work

=1 3.2.2 Inclusion quiz
acthity

@info

—

Grading method: Highest grade

Altempt quiz now

Figure 6.2.1

ii. Click on statanewpreview pytton to start a new quiz session.
iii. Click on “True” or “False”.

iv. Click on €Mtk hytton to see the correct answer.

CALENDAR I
i Mewvember 2012 r

Sun Mon Tue Wed The Fri Sat
1t
4 5 & T 3 5 0
LIRS E O TN - I O
won oW non uon
¥ b T B »
Events key
@ Global @ Course

W Grow @ User

MESSAGES I

Messages

Use the “Quiz navigation” panel to navigate through the questions. See figure 6.2.2.

i. Click on any question number on the panel you want to attempt.

Copy of BOW-(for edit)

Home ) Mycourses ) BOW-ecit ) 3.2.2 Inclusion quiz - activity ) Preview

QUIZ NAVIGATION I Guestion 1
Hat complete

BEEE@@E Marked sutel 100 SERTE one:
OEEEEEE e ©

[E]iC) e
Finish attempt .. Chack
Start a now previen
Guntion 2
Hat camplete
JOBCO TRAINING = I Marked outaf 1,00 Select one:
- Py uestian True
JobCo. Training False
Check
NAVIGATION
Quetion 3
Home Nt canlate
My home Marked outaf 100 SERTE one:
¥ sine pages e Tre
Fake
¥ My profie -
™ My courses Chek

Figure 6.2.2

CALENDAR

Hovember 2012 L

Sen Men Tue Wed Thu Fri S

Events key

@ Gobel @ Cours

@ Gop @ User

MESSAGES
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8. Click on | Next | putton at the bottom of the section to see the result.

I. Click on Reumtwatempt | tg redo the quizzes.

Il. Click on Suemtalandinsh ' 14 finjsh up the quizzes and you will get a full summery of
the activity with correct answers.

urse sdmisistration My pros

Weadit ) 3.2.2 Inclusion quiz - activity ) Preview ) Summary of attempt

QUIZ NAVIGATION I CALENDAR I

1//2//3] 48| 6|7

Home ) My courses

i Howernber 2012 ¥

13 oz el e Summary of attempt Sun Mon Tue Wed nl.u i
15 Question  Status $ 03 4 7 0y oW
- nomowouow oW

Mot complete wowowon omon oW
S1ar1 8 new peevien 2 Fp— 7 on o
Events key
1 fal. coer
3 Mot complete @ ckbal @ Couse
JOBCO TRAINING l 4 Mot complete
@ Group [ User
JobCo. Training 5 Biat complete
6 Mot complete
7 Hot complete MREEARES I
NAVIGATION I Mo messages walting
g Mot complete ~
Home Messages
@ Hat complete
My Poene

¥ Sie pages Hat complete
¥ My prodie Hat complete
b 12 Mot complete
~ BOW-edit

¥ Participants . L e
¥ Introduction Mot complete
¥ 1. Apphyieng for Job Mot complete
¥ 2. The Interview
Process 1® Hot complete
P 1. Starting work
¥ 4. advancing at work Retum 1 anempt
3.2.2 Inclusion qutz - e
actiity Subema 1 a0 fnish

Figure 6.2.3

9. Click on “Finish review” link to see the final result of the quiz attempt. See figure 6.2.4

& Quiz sdmisistration  Course administration My profle settings

Incorrect
Marks for this ssbmission: 0,00/1.00.

Select one:
True
Fake ¥

Check

The correct answer & False'.
The correct answer i False'.

Correct
Marks for this sabmission: 1.00/1.00.

Question 16
ncerrect
MackO0outol  Select one:
Ui True %
. Flag question
Fae
Check

The correct answer s False'.
The correct answer & False',

Incorrect
Marks for this sabmission: 0,00/1.00,

Finish review

T — ﬁ
Figure 6.2.4
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10. Click on REAUEMRLAUZ b \tton to go back to the quiz and you can reattempt the quizzes. See

figure 6.2.5
Quiz sdministration  Course administration My profile settings
Copy of BOW-(for edit) You are bgged n a5
(Loganit)
Home ) My courses BOW-edit 3.2.2 Inclusion quiz - activity ) Info

JOBCO TRAINING ' CALENDAR ’
- { November 201 ’

Inchzsion activity Sun Mon Tee Wed Thu Fri Sat
1

Grading method: Highest grade
7 B o 0

Summary of your previous attempts Events key

@ Global B Course
Attempt State Marks / 16,00 Grade / 100.00 Review
Preview  Fintshed 8.00 50.00
MESSAGES l
Highest grade: 50.00 / 100.00.
Messages

Re-atiempt quiz

Figure 6.2.5

6.3 Chat

A chat is an activity that enables participant to have a real time conversation in text.

1. Simply click on chat activity hyperlink accompanying with the icon "~ to enter to the chat
session. It will open up a page with information about your chat session. Simply click on the
link “Click here to enter the chat now” and it will open up the chat dialog box. See figure
6.3.1

2. Enter your text into text area and click send button to publish your message. Click on
“Themes” button to change the appearance of the chat dialog box.

3. Available themes are:

Bubble: Display log in bubble format. Your messages display on right hand side and all
other display on left hand side.

5. Compact: Display log one after the other. Differentiate users others in colour code. (Figure
6.3.1is in “Compact” theme.)
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[ @ Business of Worke & chat Session - Gaogle Chrome *"' [ | =) gl

moodle jobco-training.com.su t G |

12:11 Test Jobco Test Jobco
Hi admin
| ’
| 12:11 Admin User § Admin User
ws s Talk beep
12:12 Admin User

12:12 Test Jobco
Yes i Do allways

‘Send Themes =

Figure 6.3.1Assessment

You will have different types of assessments to complete,to be deemed competent. Each
assessment item is clearly described after the relevant course content with a link. If the title of the

link ended up with “assignment submission” that means you must submit your finished work online.
(eX &> 2.1.3 Print out a Metlink map - assignment submission )

7.1 How to Upload an Assessment

1.

Click on the assessment link to open the submission page. The page lists instruction for the
submission and your submission history followed by the title of the assessment task. See
figure 7.1.1

Prioritising work - submission
Submit your work here.
Submission status

Submission status  Nothing has been submitted for this assignment

Grading status Not graded

Add submission

Figure 7.1.1

Click on Add submission button to submit your work. Before you come to this stage you
must prepare a file (.zip, .doc, .jpg) for submission. See figure 7.1.2
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File subemissions

Save changes | | Cancel

Figure 7.1.2
3. If you want to pass any information to the trainer regarding the task, type your message on
“Online text” area.

4. You can upload your saved files into “File submission” area. There are two options
available for the file submission.

o Drag and Drop

“Drag and Drop” is the easiest way to submit your work. But sometimes with some
browsers the option “Drag and Drop” does not work properly. If so you must use *
Upload Button”.

o Using Upload Button

Click on “Add.” button * A2¢--- on “File submission” section to open up the file picker
dialog box. See figure below.

File picker

t: [ Cnoows File | 1o s o

v £
Click on “Upload a file” button ~— “P°2@27€ g top left corner of the “File picker”

| Choose File

screen. Click on “Choose File” button to browse your file for upload.

Once you select your file, the selected file name will appear next to “Choose
File” button. If it is display as “No file chosen” that means there is no file for submission
and you have to browse the file again.

If you want to rename your file name, enter new name on the text box next to the “Save
as:” label.

Finally, Click on “Upload this file” button [LUpload tnis fite | ¢ upload the selected file.
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You can submit maximum of 3 files and also you can update or edit uploaded files until
assignment due date.

8 Resources

A resource is an item that adds to the course section to support learning, such as a file or link.
Resources appear as a hyperlink with an icon in front of it that represents the type of resource.

Type of resources:

File —
A file can be a picture, a PDF document, a spreadsheet, a sound file, or video file.

Folder!

A folder organises files and folders, which may contain many sub-folders.

Book i

A book is a multi-page resource with a book-like format. You can print contents of the book by
chapter or print the entire book.

[=]

Page

A page is single scrollable screen that contains the content.

URL &

The URL is to connect you to an external web page. By clicking the associated hyperlink with the

title you can access an external web site. The linked web site may be opened with a course
navigation frame or as a popup window.

Contact Information

For further information regarding business activity, please contact:
Name:  Simon Slieker
Phone: (03) 9370 9871

Email simon.slieker@jobco.com.au

Website: http://www.jobco-training.com.au/

o ¢
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With the exception of the Commonwealth Coat of Arms, the Department’s logo, any material protected by a trade mark
and where otherwise noted all material presented in this document is provided under a Creative Commons Attribution 3.0
Australia (Creative Commons Website) licence.
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