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2. Industry Connect Set Up

Please check with Northern Beaches Business Education Network (NBBEN) to see if you
already have an account. If not, they will set up one for you and you will receive the
following email including your User Naome and Password shortly after:



Once received, you will need to verify your email address. To do this, please remember
your Username and Password, follow the link in the email and log in:

Before continuing — ensure you check your details located in My Account found in the
top right-hand corner.

PLEASE NOTE: If you change any of your account details or password, please ensure to
advise the NBBEN team via email to: wpsp@nbben.com.au




3. Student Registration

Industry Connect now allows students undertaking a VET/TVET subject to register online!
The simple registration form should only take students a few minutes to complete and
then they are registered for the year. Students (as well as yourselves) will receive a User-
name and Password, so if details change, they have access to make any required
changes/updates.

Link: http://wpsportal.nbben.com.au/studentreqgistration.aspx

Alternatively, students can visit the NBBEN website (www.nbben.com.au) and follow the
link at the top right hand corner under Work Placement.



http://wpsportal.nbben.com.au/studentregistration.aspx
http://www.nbben.com.au

Students are to complete the above 1 page online registration form at the beginning of
Year 11 if undertaking a VET or TVET course. If students do not complete this registration,
they cannot attend Work Placement.

All fields on the Registration Form are self explanatory, however, please find below a
table to confirm any confusion with some fields.

Home School Details

Your Home School Name Where the student is enrolled in school

School Year Year student is currently in

Course Details

Course Name VET/TVET course student is undertaking

School Name Where the student attends this course

**If the student is undertaking more than one VET or TVET course, they click the 'YES' button
next to ‘Are you doing another course other than the above VET course/s’'. Once clicked,
another option will emerge underneath for Course Name and School Name.**

Guardian Details All details must be completed in both
Emergency Details sections (mandatory)
Other Details All fields are mandatory in this section

By students clicking the box, they are
agreeing to their details being correct and
used by NBBEN Staff for Student Work
Placement Programme

Student Authorisation

Please note:
1) Students should register using their SCHOOL email address.

2) All fields with a red asterix (*) are mandatory. Students are unable to
submit their registration unless all fields are completed. If a field is missed, a reminder will
pop up at the top of the form advising of the issue.

3) Once submitted, a confirmation note will appear in RED at the top of the screen.



Once students have registered, they will received an automated email (to the email
address provided on the Registration Form), asking to verify their registration. This email is
similar to the email sent for Teacher Registration.

The link will open the following page, where students are required to enter their
Username/Password and Home School Name.



If students need to change/update any details, they will need this User Name and
Password to log into their account and make the required changes. As the students
Teacher, you also have access to change details for students.

Link: htip://wpsportal.nbben.com.au/studentlogin.aspx

Or as above, students can visit the NBBEN website (www.nbben.com.au) and follow the
link at the top right hand side under Work Placement.

Please Note: Students DO NOT need to register multiple times if they
undertake more than one VET and/or TVET course. As the students Teacher,
please ensure the system is checked before a student registers to ensure
they have not already registered from another RTO. If they have, all they will
need to do is log onto their account and add another course.



http://wpsportal.nbben.com.au/studentlogin.aspx
http://www.nbben.com.au

4. Teacher Login

Understanding Your Dashboard

To login to Industry Connect, follow:

http://wpsportal.nbben.com.au/teacherlogin.aspx

Alternatively, you are able to follow the link available on the NBBEN website (same as
above).


http://wpsportal.nbben.com.au/teacherlogin.aspx

Your home page is called your Dashboard.

On your Dashboard, you are able to view any Pending Tasks, Unassigned Placements
offered by Host Employers and any notes.

Pending Tasks

Industry Connect allows you to create tasks/reminders for yourself other staff members
from your school and NBBEN. This also works the other way around (NBBEN/other staff
members create tasks for yourself). Any pending tasks are listed here as reminders.

IE: NBBEN can create a task advising you that your students are ready to be allocated
for a certain week.

Unassigned Placements
This list shows the latest opportunities NBBEN staff have entered. These opportunities are
available to have students allocated to them.

Notes Summary
Industry Connect also allows you to create notes. These can be created for different
placements/employers/students etc.
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Students Tab

In the Students Tab, you are able to:

1) View all registered students (current and archived)

2) Add/Remove or Edit students

3) View/Add placement details

4) Enter all correspondence to do with students

5) Enter reminders/activities (tasks/notes) for all students/placements
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Viewing all registered students

This screen allows you to view all students who have registered for the Student Work
Placement Programme under YOUR SCHOOL. All teachers under the same school will
have access to all students from the corresponding school, not just the ones who are
undertaking the corresponding vocation. Industry Connect allows this access in the
event a teacheris away and a student needs to be allocated/placement details
checked etc, another teacher from the same school has access.

Click to ADD a student <\

\ Click to DELETE a student

Click to EDIT a student

Please Note: Deleting a student is not recommended. If a student leaves the school/
drops a course etc, change the student to ‘Inactive’.
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As the students Teacher, you have access to edit/update all students details.
Click the EDIT button, this page will open:

As you can see, there are another 4 tabs available. The information the student provided
in their Online Registration will appear here (MAIN DETAILS TAB).

As the students Teacher, you will need to ensure all details are correct and any missing
details are entered/information advised to NBBEN if required.

Once a class/student has registered, you are required to send the class list/
students name to NBBEN so we can finalise some details in the students
registrations (IE: Management Details — circled above).
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More Details Tab

NBBEN staff will also update:
Student Target Group & Categories
Enroll Areas of Study or Frameworks

As the students Teacher, you are responsible to ensure the students details are correct. If
a student’s disability/medical condition has been disclosed to the school, can you
please ensure the appropriate boxes are ticked (circled above) and the notes are
written in the ‘Medical Condition’ box. This is so NBBEN can source appropriate Host
Employers.
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Placements Tab

This tab is where you can view the student’s placement status.

Correspondence Tab

Industry Connect allows you to enter all correspondence you or other corresponding
teachers have with a student. You are also able to run & print a report of all
correspondence for the student.
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Activities Tab

One of the great things Industry Connect allows you to do is create Tasks. Tasks can be
made for yourself, another teacher in your school or NBBEN staff, they can also be made
for you by another teacher or NBBEN staff.

You are able to create a Task by clicking ADD, which will take you to this screen:

You can create tasks/notes for certain placements/students/teachers/employers etc.

As per the beginning of this User Guide, you can view your most recent Tasks & Notes on
your Dashboard.
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Placements Tab

The Placements Tab allows you to view all opportunities and placements.

In this tab, you are also able to allocate students to Host Employers online.
You are also able 1o filter the placements by all fields listed above.
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Allocating a student to a placement

Industry Connect allows you as a VET Coordinator/Teacher, to view available
placements as NBBEN staff do. You will have access to placements for the whole year,
with months in advance. You are also able to allocate students to Host Employers online
with one simple button!

Once you have dllocated a class/single placement — advise the NBBEN staff so we can
confirm the placements.

Allocations must be completed at least 4 weeks prior to placement. NBBEN will proceed
confirming the placements and confirmations can be printed by either yourselves (the
school) or NBBEN. Signed Host Employer Forms (pages 2 and 3 of the Student Placement
Record will be emailed to the corresponding teacher by NBBEN).

Steps to Allocate:

Step 1: Ensure student has registered

Step 2: Choose the opportunity you are allocating
As you have access fo all courses/opportunities available for your school,
you will need to filter the available placements for your class. You are able
fo filter by class (choose from drop down under Vocation) or by date. We
recommend to filter by class and then date so you allocate to the correct
dates.

Step 3: Click the EDIT button (pencil circled)
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Once you have chosen the placement and clicked EDIT, it will take you to this page:

As you can see, all fields are ‘greyed’ out; you are unable to edit these. The only field
available is the ‘Placed Student’ field. This is where you choose the student you wish to
allocate to the placement from the drop down.

After choosing a student, click save.

Once you have allocated a student/class, create a TASK or Email to the corresponding
NBBEN staff member advising allocations are complete and ready to be confirmed.

NBBEN will then advise when confirmations are complete.
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Reports Tab

Schools are now able to run and print their own reports/confirmations.

By running your mouse over the Reports Tab, you are able to choose from a selection of

options:

Available Reports

Placement Summary Brief

Placement Student Details BULK

Placement Summary Details by Allocated School
Placement Opportunities by Vocation

Correspondence Report
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Report Descriptions

Placement Summary Brief: Brief report filtered by Placement Status/Area of Study & Date
Range. Can be viewed online, printed/PDF or exported to Word or Excel.
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Placement Student Details BULK: Report used for mainly CONFIRMED placements — half
student details half Employer details. Can be filtered by Placement Status/Area of Study
& Date Range. Can be viewed online, printed/PDF or exported to Word or Excel (PDF

recommended).

Please Note: This report was sent by NBBEN as Student Placement Details. NBBEN are
happy to keep sending this through for beginning of the year with the Host Employer
Details — please advise ASAP.
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Placement Summary Details by Allocated School: More detailed list of opportunities/
placements with blank box to allocate a student. Report can be filtered by Placement
Status/Area of Study & Date Range. Can be viewed online, printed/PDF or exported to
Word or Excel.
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Placement Opportunities by Vocation: Detailed report — one page per Employer. Report
included spaces for allocating/rating students ability. Report can be filtered by
Placement Status/Area of Study & Date Range. Can be viewed online, printed/PDF or
exported to Word or Excel.

24



Correspondence Report: Any correspondence you enter for students can be printed as a
report. Industry Connect allows you to keep correspondence for all individual students,
as well as a report to keep frack of or print.

Once you start entering correspondence, the above page will start to build up. Can be
viewed online, printed/PDF or exported to Word or Excel.
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Activities Tab

Industry Connect allows all users to create Tasks & Notes for all students/placements/
employers. Tasks can be created for yourself, other staff members (intfernal) and NBBEN
staff (external).

To add a Task, click Task under the Activities Tab. Then click ADD.

This screen will allow you to view all Pending and Completed tasks you have entered.
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Task Steps

1) Choose who the Task is for (student or placement).

2) Enter the Task Subject

3) Choose who you would like to assign the task to (Admin/Staff — NBBEN staff or
Teacher — internal teachers from your school).

Another drop down will appear to the right of the original drop down to choose from.

4) Fill in any other fields you require, Enter the description and click Save.

5) Once a Task has been created — you will receive a automated confirmation email. If
you create a Task for NBBEN or Internal Staff Member — the assigned contact will also
receive a confirmation email.

You are able to use the Tasks function for a range of different items including:

- Adding reminders for yourself

- Adding reminders/tasks for a internal teacher (if you are away and require a student to
be allocated — you can add a task for another teacher to look after)

- Adding a task to NBBEN staff to advise allocations are completed and ready to be
confirmed

- Adding a task to NBBEN staff to advise of a single student placement is required

Ensure to always check your Tasks on your Dashboard/Emails as other teachers/NBBEN
staff are also able to create Tasks for you!

Once a Task is created, ensure to change the Status to COMPLETED.
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Notes Steps

1) Under the Activities Tab — click Notes and then Add.
2) Just as the Tasks function — choose who your note is for (placement/student).
3) Enter the remaining fields and click Save.
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5. Need Help?

We are here to help so please do not hesitate to contact our NBBEN staff if you have any

questions or concerns.

Carolina Barajas
Team Leader
Work Placement Support Programme
Ph: 02 9907 3133
Mob: 0422 423 074
E: cbarajas@nbben.com.au

Northern Beaches Business Education Network
Unit 5, 529 Pittwater Road,
Brookvale NSW 2100
Ph: 02 9907 3133
Fax: 02 9907 1594
www.nbben.com.au
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