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Document version details

Version ‘ Date ‘ Nature of amendment ‘

01 November 2018 Update to reflect new user interface

02 September 2020 Updated to support new user interface

03 March 2021 Updated to reflect move to one level of approval

04 December 2021 Updated login screen, cover image and re-formatted
05 December 2024 Updated screenshots, formatting, terminology, cover
06 July 2026 Ul update for Document Uploads

Contact for Enquiries

If you have any questions regarding this document, please contact: gridskills@transpower.co.nz

Proposing Changes

If you have a suggestion for improving this document, complete and forward a copy of the changes
to the above.
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1 Logging in to MySkills

You need to register in MySkills to attend Grid Skills training.

Step ‘ Action

1 Grid Skills training can be accessed through this link: MySkills Login Page

2 To Log in, enter your Username and password then click ‘Login’.

My Skills

armng Maragement Syste

3 The MySkills Learner Home will display.

Hello Demo! What would you like to learn today?

© 8 Completions
. Q  Search for learning
- X 5 Hours

Your topics

Edit

Grid Skills Training, Refresher. Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Learner Quick Links

Your language(s) ¥ If you are a learner, you can click here to access guides,
forms anx

Access Learner Quick Links

Training record View

1 0 1
OVERDUE DUESOON  ASSIGNED / NO DUE > W
DATE

Real-Time Pricing (RTP) Curriculum
Started / Overdue 766 days overdus

e Open curriculum

Curriculum Online Co

Real-Time Pricing Introduction to
Started / Overdue Registered
Introduction to Privacy
Registered ess  Open curriculum oon. Launch

- Launch

NOTE

You can easily navigate back to Learner Home from anywhere in the system by clicking on the
Grid Skills logo in the top left-hand corner.

_9

Grid Skills
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2 Password Management

2.1 Forgotten Password

If you have forgotten or need to change your password, you can do so from the MySkills login page.

Step ‘ Action

1 | If you have forgotten your password:
a) Click on the ‘Forgot password?’ link.

E== TRANSPOWER

My Skills

Please log in below to access MySkills - Grid Skills
Learning Management System

Username
Password

Forgot Usernam{lll| Forgot password?

Need help logging in? Contact us

b) Enter your Username and click ‘Submit’. An email will be sent with a link to reset your
password.

\
NOTE

The email will be sent to the email address recorded for you in the MySkills system.
If you do not receive the Forgot Password email within 15 minutes, please contact your
Training Approver as the email may have been sent to them.

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 2
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a) When you click on the Reset Password link in the email, the below screen displays.
b) Enter your new password.

c) Confirm your new password.

d) Click ‘Submit’.

Reset Password

* Passwords must contain both alphabetic and numeric characters.
* Passwords cannot have three or more consecutive identical characters.
* Passwords cannot be the same as any of the previous 1 passwords.
* Passwords must be 7 - 20 characters.
* Passwords cannot have leading or trailing spaces.
* Passwords cannot be the same as the Usemame, User D or e-mail address.
* Passwaords must contain at least one special character,

* Mew passworg

* Confirm passworg

‘ Cancel | Submit |

You will be returned to the Login page. Please re-enter your new login details.

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE
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2.2 Changing your Password from within the System

If at any time you wish to reset your password, you can do this from within the system.

Step ‘ Action

1 =
Click on the icon in the top right-hand corner.

2 | Click on ‘My Account’ at the bottom of the navigation pane.

Demo Learner

Substations - Connected Party Operator

Learning v
Learner Home
View Your Training Record
Browse For Training

Interests and Waitlists

Help >

ﬁ- My Account

(% Log out
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3 | Click on ‘Options’ in the top right-hand corner and the option to ‘Change Password’ will display.

A My Account My Details

My Details Options ¥

Change password |

| x My Details
Demo Learner
GS Demo Division
D Get the mobile app . Substations - Connected Party Operator

Time Zone:

(UTC+12:00) Auckland, Wellington ¥

Select Signature

Demo Learner v

4 | a) Enteryour current password.
b) Enter your new password.

c) Confirm your password.

d) Click ‘Save’.

Change password

The new password must match the following criteria:

* Passwords must contain both alphabetic and numeric characters.

* Passwords cannot have three or more consecutive identical characters.

* Passwords cannot be the same as any of the previous 1 passwords.

* Passwords must be 7 - 20 characters.

* Passwords cannot have leading or trailing spaces.

* Passwords cannot be the same as the Username, User ID or e-mail address.
* Passwords must contain at least one special character.

Cancel

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 5




3 Learner Home

When to use

Learner Home enables you to:

Search for training

View your Training record and your completed training items

See at a glance any Overdue or Pending Due training dates

Access the Learner Resources page via rotational banners

Easily continue learning you have started, save training for later, see what training is
popular, see any Suggested training through using the carousels displayed on the page

3.1 Accessing Learner Resources

Step

Action

Log in to MySkills. Refer to 1 Log in to MySkills

Click on the Learners rotational banner to take you to the Learner Quick Links page.

Hello Demo! What would you like to learn today?

® 8 completions
. Q Search for learning

- X 5 Hours

Your topics Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE}

Learner Quick Links

Your language(s) ¥ If you are a learner, you can click here to access guides,
forms and policies.

Access Learner Quick Links

Training record View

1 0 1 \
OVERDUE DUESOON  ASSIGNED / NO DUE
DATE

Real-Time Pricing (RTP) Curriculum

Started / Overdue 766 days overdue

Continue learning

v Open curriculum
Curriculum Online Course
Real-Time Pricing Introduction to
Started / Overdue Registered
Introduction to Privacy
Registered ws  Open curriculum oon Launch

oo Launch
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3 | From here you can:

e Upload documents (OJA’s, Research Projects, Essays and 0JO’s)
e Access User Guides, Forms and Policies available on the Grid Skills website.

Learner Quick Links

.
MysSkills

ol »

= 2

ad = My Skills

My Training Record Documents Upload User Guide

Access sny traming you have completed or U any documentation you are required Access the Leamer user gude for MySkills

are in progress of completing. t de.

View My Training Record Go To Document Uploads View User Guide

Assessment
. » .
cloud assess + >
Cloud Assess Login £ Assessment Extension Appeal Of Assessment
Request Form 2 Results Form ¢
Cloud Assess is our Assessment Platform Download and view the azsessment Download and view the appesl of
Click here to be re-directed to the Cloud
extension request form, asseszment results form.

Assess Login page.

Go to Cloud Assess (4 Download Form [4 Download Form (£

Forms
a A
Technical Expert Concerns And Complaints RPL Application Form
Applicantion Form Formg
Download and view the technical application Download and view the concerns and ?f:mom and view the RPL application
form complaints form Ll

Download Form (4 Download Form (4 Download Form [
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4 About Me

When to use

To check if Grid Skills has the correct information for you or to see who your Training Approver is.

Step

Action

Click on the profile icon image in the top left-hand corner of Learner Home.

Hello Demo! What would you like to learn today?
® 8 Completions

Z 5 Hours

Q. Search for leaming

Your topics Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Learner Quick Links

Your language(s) ¥ , you can click here to access guides,

Access Learner Guick Links

Training record View

1 0 1
OVERDUE DUESOON  ASSIGNED / NO DUE > m
DATE

Check your details are correct.

Aboutme ¥ Document Uploads Training Record

@ > Demoleamer » Aboutme

About me

Demo Learner
Substations - Connected Party Operator
GS Demo Division

My Details Prafile

Direct phone
06 569569546445

E-mail
cornerstone@transpower.co.nz

User ID
G02

Location
Palmerston North

Topics

Grid Skills Training Transmission Lines 2 (DO NOT USE) m Substations Compliance m o

NOTE

Please contact gridskills@transpower.co.nz if you need to update any information.
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5 Learning Search

When to use

Use the Learning Search bar to find the training you require.

Step

Action

Search Option 1:

a) To search for training on the Learner Home page, enter a word or two into the search
box. Up to ten training titles display in the search results below the search bar.
b) Click the “training title’ to see more information for that item.

Hello Demo! What would you like to learn today?

8 Completions
. © i L substatior|

® 5 Hours
- Substation Equipment Knowledge
ooe
Substation Equipment and Isolation
Your t -
our topics Edit Introguction to Substations (SET)
Grid Skills Training, Refresher, Substations, Substations The Substation Management System (RTS)
Compliance, Transmission Lines 2 (DO NOT USEy
Managing Substation Risks (SE2)
Your language(s) ¥ Substation Entry 1 {SE1) Curriculum
Substation Entry 2 (SE2) Webinar
Training record View Working in a substation (SE1)
Substation Entry 2 (SE2) Refresher Webinar
1 0 1
OVERDUE DUESOON ASSIGNED / NO DUE
: e Station HMI (RTS) bom

Search Option 2:

The other way to search for training is to put your cursor in the search box and press the
‘Enter’ key on your keyboard. This will redirect you to the Learning Search page.

(® D leamerHome ) Leaming Search

Learning Search

Q  Search for leaming
Filters Reset  122results
TYPE & : =3 3
\PROJECT TEAM ../
MODALITY v Y e >
f ~ o ~N
TOPIC v Curriculum Curicalion i e eyt
Model Management Model Management Rapid Antigen Tests Real-Time Pricing (RTP)
VENDOR h System (MMS) — P System (MMS) - M (RAT) Training Vid Playlist

5 minutes 11 followers

(E3 sHOW ONLY MOBILE-ENABLED

woe sae. oee Follow

A )
= EE

Curriculum Cnline course Online course Online course

Maximo Inducting and Managing Specific The NZ Electricity
Supervising Peop Hazards: HV Electr Supply Industry
40 minutes 20 minutes Registered
- oo e e Launch
TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 9
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6 Request Training

When to use

To request training in MySkills.

Step | Action

1 On the Learning Search page, you can request your training by clicking on the training title or
the three dots in the bottom left-hand corner.

{ > leamerHome ) Leamning Search

Learning Search

Q. Operator

Filters Reset 7 Tesults
TYPE v

i >
MODALITY v IS ST T IR e n T
Toric ¥ Onfine course Onlins course Online course

Connected Party Connected Party Actioning an operating Setting up for switching.
ki v Operator Training Operator Online (C sequence. .
20 minutes

20 minutes 1 hour

(CE3 sHOW ONLY MOBILE-ENABLED
- O - -

NOTE

For Events, the request option will only show for sessions that are currently available.

2 Read through the training description so you know what is required BEFORE you request the
training. Click the ‘Request’ button to request the training.

CURRICULUM

Connected Party Operator Online (CPO) Curriculum

Last updated 19/06/2024 g r
Connected Party Operator Online
Details (CPO) Curriculum

About this curriculum

This online Connected Party Operator (CPO) course curriculum is required by anyone operating
Transpower equipment as part of a connected party agreement.

The course is made up of:

* 1 elearning Module
* 1 assessment

For more information about this course click here.

Audience

Connected Party Operators

Pre-requisite

The CPO online course is suitable for workers who are already competent operators/switchers for
their connected party. An attestation to this effect is required during registration as a pre-requisite to
starting this course.

Learners must also be Substation Entry 2 (SE2) competent.

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 10
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Complete the request form if one displays (below is an example form) and click ‘Submit’.

Grid Skills Training Request Form
Vihen itending 50 your oun P91 Tnc Wit Weather - Werking 2 Height Safety Equipment wbere appropriste SH-E1 Sooks: Cumrent copy Pars 1 and 2. 8.3
Grid Skills Training Request Form Details
Grid Skills Privacy Policy Confirmations: — B o
(O 1ihe Leamer — confirm | have read and accep the: Grid Skill Frivacy Policy
e . Ol the approver consim thefeames will i a curent st ad when atending s couse
holt 2 cstent first cowse:
Do you have any special dietary requitements?: [Sded__ w|
4 | What happens next?

Your training request will go to your Training Approver for review. You will receive an email
letting you know if your training has been approved or denied.

Some training items may require TWO levels of approval. The first approval is done by your
Training Approver and it then comes through to Grid Skills for the final approval step.

11
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7 About your Training Record

My Training Record

Each Learner has their own record of all the training they have undertaken.

Think of ‘My Training Record’ as your personal Training Control Centre. From here you can select,
register, launch, withdraw and complete a wide variety of training items:

Step ‘ Action

1 | Click on ‘View’ on the Training Record Tile to take you to your Training Record page.

Hello Demo! What would you like to learn today?

. (@ 8 Completions
- = 5 Hours

Your topics

ocoe

Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Trainer Quick Links
Your language(s) ¥ If you are a trainer, you can click here to access commanly

used platform features and guides.
Training recld View

Aceess Trainer Guick Links

1 0 1
OVERDUE DUESOON  ASSIGNED / NO DUE > m
DATE

2 | Your Training Record shows the training you are currently registered for and by selecting
‘Completed’ from the ‘Active’ dropdown, you will be able to see your completed training items.

Training Record

@} > Demoleamer > Training Record: Demo Learner
Training Record: Demo Learner B

Vi amy training that you are currently in progress. or that you have registersd for. listed under the Active tab below.
To se= any training that you have completed. click on the Completed tab.

Any training that you no longer wish to display in your Active or Completed tabs, you can move 1o the Archive tab by clicking on the name of the training, and then clicking on Move to Archived
Training Record

For any assistance with this page, please contact gridskills@transpower.conz

Sort by Filter by training type Search by keyward

Active = Date Added ™ All Types = ‘ Search Q |

All

v Acti
e pricing (RTP) Curriculum w
Campleted "

f22 Status: St=n=d / Overduz  Training Type : Curriculum  Training Status : Acive

Archived

Introduction to Privacy m
- Due: Mo DusDate  Stawus:Regizzred  Training Type: Online Course  Training Status : Actve

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 12
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8 Join a Webinar Session

When to use

To join a webinar session, you are registered to attend.

Step ‘ Action

1 When attending a webinar, you will be sent a confirmation email. The email includes a link
to join the webinar session. Simply click on this link to join the webinar.

Please ensure you join the session at least 10 minutes before the start time.
You will need:

e acomputer (one per learner —you cannot join as a group using one computer)
e to bein a quiet environment to avoid background noise disrupting the session
o headphones.

Please contact gridskills@transpower.co.nz if you need assistance.

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 13
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9 Withdraw from a Training Session

When to use

You may need to cancel or reschedule your training after you have requested it. Follow the steps
below to withdraw from your currently scheduled session, so that you may request another, and
the spot becomes available for someone else.

You may withdraw before or after your request is approved, but if you withdraw at short notice there
may be a charge to your company of $350 + GST per day of training.

Step | Action

1 | Onthe Learner Home page click on the title of the training you wish to withdraw from.
(Or select ‘withdraw’ on the item’s tile if you are sure you have found the right one.)

Hello Demo! What would you like to learn today?

@ 8 Completions
Q  Search for learning

- X 5 Hours

Your topics

Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Learner Quick Links

Your language(s) ¥ If you are a leamner, you can click here to access guides
forms and policies.

Access Learner Quick Links

Training record View

1 0 2
OVERDUE DUE SOON ASSIGNED / NO DUE > o
DATE
OVERDUE Continue learning

Real-ﬁme Pricing (RTP) Curriculum 2 PROJECT TEAM >
Started / Overdue 766 days overdue @ >

o Open curriculum
- Curriculum Curriculum Curriculum
Substation Entry 2 Model Management Real-Time Pricing Connected Party
(SE2) Refresher System (MMS) — (RTP) Curriculum Operator Online
Started Started / Overdue Pending Approval

Connected Party Operator Online (CPO)
Curriculum oo ses  Open curriculum eee  Open curriculum eee View Training D...

Pending Approval

View Training Details
® 0

NOTE

You can only withdraw from items which display the Withdraw option.
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You might want to click on the title and open the training item to make sure you are with-
drawing from the right item. A ‘withdraw’ button will appear in the bottom right-hand corner.

SE2 Ref - AM

20355

() Tue 10 Dec 2024, 08:30 - 10:30
Register by Man, 9 Dec 2024, 08:30

®  Microsoft Teams
NZL

® 2hours

@  English (UK

<1 Compliance  Refresher  Substations  Substation Entry
Substations Compliance

4 out of 4 seats available

& Grid Skills

06357 0913
gridskills@transpower.co.nz

Show more

PARTS / SCHEDULE

DEC  Tue, 10 Dec 2024, 08:30 - 10:30

10  substation Entry 2 (SE2) Ref
Ian Clough
Microsoft Teams

On the Withdraw Registration page, select a reason from the dropdown menu, add a comment
and click ‘Submit’.

Withdraw Registration

1If you withdraw your registration for this session, you will immediately be withdrawn from the delegate list.

Session Details

Event Name: Substation Entry 2 (SE2) Refresher Webinar
Date [ Time: (1) 10/12/2024 08:30 - 10/12/2024 10:30
Location: Microsoft Teams
Price: $0.00

SESSION WITHDRAWAL OPTIONS

| Plzaze select a reason

Comments

m | cancel |

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 15
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‘ @ 8 Completions
- X 5 Hours

Your topics Edit

Grid Skills Training, Refresher, Substations, Substations

Compliance, Transmission Lines 2 (DO NOT USE)

Your language(s) ¥

Training record View

1 0 2
OVERDUE DUESOON  ASSIGNED / NO DUE
DATE

Real-Time Pricing (RTP) Curriculum
Started / Overdue 766 days overdue

o Open curriculum

ASSIGNED / NO DUE DATE

Connected Party Operator Online (CPO)
Curriculum
Pending Approval

View Training Details

Continue learning

e

5 | Your status is now shown as ‘Withdrawn’ and you have the option to select another session.

Hello Demo! What would you like to learn today?

Q  Search for learning

_—
Approver Quick Links

If you are an approver, you can click here to access guides,
forms and policies.

Access Approver Quick Links

1 PROJECT TEAM

T Curriculum Curriculum Curriculum
Substation Entry 2 Model Management Real-Time Pricing Connected Party
(SE2) Refresher System (MMS) — (RTP) Curriculum Operator Online
Withdrawn Started Started / Overdue Pending Approval
L Select Session oo Open curriculum oo Open curriculum eee  View Training D...

® 0

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE
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10 Join a Waitlist for a Training Session

When to use

If a session is full, and you want to be notified when a spot has become available.

What does Wait listing mean

Wait listing is when a session is full, and you want to be placed on a list in case a spot becomes
available. You will need to complete the training request form to be placed on the waitlist. If your
waitlist request is granted, you will be eligible to register for that training session.

As MySkills is a live system, sometimes when you request a training session which shows it has
spaces available, these spots may get filled by learners who have requested the training before you
and whose requests get processed before yours. Grid Skills approves training requests in the order
that we receive them.

Step | Action

1 On the Learning Search page, find the training you wish to attend and click ‘Select Session’.

{2} > LearnerHome » Leaming Search

Learning Search

Q substation entry

Filters Reset  S6results
TYPE ~
MODALITY ~ 5
TORIC ~ Curiculum Eent Epent Gnline course

Substation Entry 1 (SE1) Substation Entry 2 (SE2) Substation Entry 2 (SE2) Substation Equipment
VENDOR Y Curriculum Webinar Refresher Webinar Knowledge

2hours Mot Startad 20 minutes

wea ase - Select Session e

2 When you scroll down you will see a list of upcoming sessions and their availability.

(I3 sHOW ONLY MOBILE-ENABLED

Upcoming sessions

Session sorting options

104 sessions
Date (ascending) w

DEC  SE2 Ref - AM

10  Tue 10Dec 2024 08:30 - 10:30
Register by Mon, @ Dec 2024, 08:30 | View Detailz w |

Microsoft Teams

No seats available

English (UK}
—
Add to waiting list )
DEC  SE2 Ref- AM Save for later
11 Wed, 11 Dec 2024, 08:30 - 10:30 ——
Register by Tue, 10 Dec 2024, 08:30 View Detailz w
Microsoft Teams
No seats available
English {UK)
TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 17
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3 If you want to try to join a session that is currently full (indicated by ‘No seats available’),
click the arrow next to ‘View Details’ and select ‘Add to waiting list’ from the dropdown.
Please note, there is no guarantee a space will become available.

4 MysSkills displays the request form for you to complete and submit.

Grid Skills Training Request Form SE Details

id Skills Privacy Policy Confirmation:
Grid Skills Privacy Policy Gonfirmation: | @), . aoorower — confirm this Leamer has read and accepted the Grid Skills Privacy Policy

1 the Leamer - confirm | have read and accept the Grid Skills Frivacy Policy

Cempletion of the Substation Induction or Site Specific Indh

e aprereauise: G\ o

‘Substabon Induction (S1) comgpleted

Site Specific Induction (SS1) completed

1 acknowled jstration will only be d i1 lled in the SE curricul
acknowledge my registration will only be approved i | am enrolled in the SE eurrieulum: | arm envalld i the Sulssafion Enry Cunicua

®)1 am NOT envolled in the Substation Entry Cumiculum

A current First Aid Certificate isite for this cour
current Firs erncate 15  prerequisite for this EOLTSE (7)) the approver confim the leames will hokd a current first aid when altending this course.

@)1 the leamer confirm | wil hold a current first aid when attending this course

Do you have any special dietary requirements?: [Seiect %

5 The training request will now be sent to your Approver for initial approval. Once approved,
MysSkills updates the session on your Training Record with the status of ‘Waitlisted’.

6 If no spaces become available, your Training Record status will change to ‘Waitlist Expired’.
You will receive an email advising you of this and a prompt to register for another session.

7 If another Learner withdraws from the session, you will receive an email notification
advising a space has become available. Should you still wish to attend, you will need to log in
MySkills and go to your Training Record.

The Session status will now show as ‘Registration Pending’.

8 Click on the ‘Register’ to confirm you still want to attend this session — the Session status
will change to ‘Registered’.
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11 Interest Tracking to Attend a Training Session

When to use

If you are not able to attend any of the sessions that MySkills displays, or there are no sessions yet
scheduled for an event you want to attend, you can interest track to receive notification of when
new sessions are added to MySkills.

Interest Tracking vs. Wait Listing

Wait Listing notifies you when a spot in an existing session becomes available, while Interest
Tracking notifies you when new sessions become available.

Step | Action

1 | On the Learning Search page, find the training session you wish to attend. Click on the
‘Select Session’ dropdown and then click on ‘Notify me of new sessions’.

EVENT

Substation Entry 2 (SE2) Refresher Webinar

Last updated 09/04/2024 Duration 1hour, 45 minutes
Substation Entry 2 (SE2) Refresher
Details Webinar

Substation Entry 2 (SE2) Refresher Webinar
Not Started

l View Training Details |

The course is a requirement for workers who hold SE2 competency as part of the two-yearly
refresher requirements.

Preparing for your Training Session

Learners will work through scenarios associated with;

Save for later

Recent safety alerts, key messages or updates issued by Transpower

Hazards and risks inherent in working in Substation Restricted and Controlled Areas

.
.
* General Work and what you can do as a SE2 Competent Person
* Recognise appropriate supervision, control and direction.

2 | MySkills displays the Interest Tracking pop-up. Enter relevant comments and click ‘Submit’.

N Training Details

Interest Tracking

o Substation Entry 2 (SE2) Refresher Webinar

Location
Select a location
Comments

Enter your comments here

Notify me when sessions are scheduled at any location

== @
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As most of Grid Skills training is now done via Webinar or at a dedicated training site (like
Omaka in Blenheim for Lines or Grid Skills training centre in Bunnythorpe for substations)
we recommend you click on the ‘Notify me when sessions are scheduled at any location’
option, at the bottom of the form to ensure you receive session notifications.

You will receive an email the next five times new sessions are added to MySkills. You should
login to MySkills and select a session that best meets your requirements. After five
notifications, your Interest Tracking automatically expires.

If you wish to continue to Interest Track against a course, you will need to repeat the
Interest Tracking process from Step 1.

You still need to register for the session you wish to attend.
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12 How to Check your Wait Listings and Interest
Tracking Lists

Step ‘ Action

1 | Toview any events that you have either wait listed or interest tracked, click on the
3 bars in the top right-hand corner of Learner Home to display the navigation pane.

2 | From the Learning dropdown, select ‘Interests and Waitlists’.

Demo Leamer
Substations - Connedted Party Operator

Learning W
Learner Home
View Your Training Record
Browse For Training

Interests and Waitlists

Help >

3 | From here you can:

e Edit aninterest

o Delete an interest

e Withdraw from a waitlisted session
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13 Undertake Curriculum Training

When to use

Once your request has been approved you can now begin your training.

Field Description

Title Click title to view more details about the training, including archiving your
training and printing a completion certificate.

Type The type of training, for example: Session or Online Class or Curriculum.
The icon to the left of the title also depicts the type.

Due Date / On the Active option, if a due date is assigned, it is listed here.
Completed Date | On the Completed option, the completed date column shows the date on
which the training achieved a status of Completed.

Status The status of the item; for example, Registered, Pending Pre-Work, Pending
Post-Work, Registered/Overdue or Complete.

Options Actions you can perform on the item, for example: Launch or Withdraw.

13.1 Accessing a Curriculum

Step ‘ Action ‘

1 | Onyour Learner Home dashboard, find the training in the Continue learning section and
click ‘Open curriculum’. (If you are enrolled into many items, you might find it easier to
access the training via your Training record on the left.)

Hello Demo! What would you like to learn today?

©® 8 completions
Q  search for leamning

- X 5 Hours

Your topics

Edit

Grid Skills Training, Refresher, Substations, Substations.
Compliance, Transmission Lines 2 (DO NOT USE)

-

Approver Quick Links

If you are an approver, you can click here to access guides,

forms and policies.
Access Approver Quick Links

Your language(s) ¥

Training reco «

OVERDUE DUESOON  ASSIGNED / NO DUE
DATE

OVERDUE Continue learning

Real-Time Pricing (RTP) Curriculum EpROJ ch TEAM 2

Started / Overdue 769 days overdue \ N W

", Open curriculum
Session Curriculum Curriculum Curriculum
Substation Entry 2 Model Management Real-Time Pricing Connected Pany

ASSIGNED / NO DUE DATE (SE2) Refresher System (MMS) — (RTP) Curriculum Operator Online
Withdrawn Started Started / Overdue Pending Approva

Connected Party Operator Online (CPO)
Curriculum Lad Select Session Ld curriculum eee  View Training D...

Pending Approva
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13.2 Viewing the Curriculum’s Content

Action

1 | Carefully read the curriculum description as this provides the detail you need to
successfully complete all the training in the correct order. You can see your overall
progress through the curriculum with the % icon in the top left-hand corner.

.1 Demo Learner Training Recarc: Dema Leamer Mociel Management System (MMS) - Project Team
Model Management System (MMS) — Options ¥
0, Project Team
0% )
About this curriculum
CURRICULUM PROGRESS This curriculum contains training videos for general users of Transpower’'s Model Management System which are

members of substation project teams.

Model Management Thiz curriculum contains short videos created by Transpower and the platform vendor Bentley.

System (MMS) — Project Audience

Team Substation Droject Tezrms

() SECTION 1: MMS AND Learning outcomes

IMFRASTRUCTURE CLOUD # Understznd the reasons for implementing a central Model Management System.

» Understand the key functionality of Infrastructure Cloud, the browser- based Modsl Management application:

5 5, Documents, lssuss
O secTion 2 UsinG = Understand the basics of interacting with 30 madels on the platform: Navigation, Selection, Measuring, Creating

MODELS OMN THE MMS Sections stc.

O secTion 5 PROIECTWISE Section 1: MMS and Infrastructure Cloud View Details
GEMERAL o R i - B =
0% Completed : 0 Min. required : 7 Total courses : 7
’ Section 2: Usil_\g Models on the MMS View Details
0% Completed: 0 Min. required : 10 Total courses: 10
Section 3: ijcctwise General View Details
0% Completed -0 Min_required - 1 Total courses - 1

2 | To display the content for each section you can click on the section title on the left-hand
side, the title itself or click on ‘View Details’. Your completion percentage is showing
beside the section title.

#A  Demoleamer Treining Record Demaleamer © Model Management System (MMS) - Project Team

Model Management System (MMS) - Options ¥
0% Project Team

About this curriculum

CURRICULUM PROGRESS This curriculum contains training videos for general uzers of Transpower’s Model Management System which are
members of subststion project teams.
Model Managemen‘t Thiz curriculurm contsing short videos creatad by Tranzpower and the platform vendor Bantley.
System (MMS) - Project Audience
Team Substation Project Teams

(O SECTION 1: MMS AND Learning outcomes
INFRASTRUCTURE CLOUD ® Understand the reasons for implementing a central Model Manzgement System.

s Understand the key functionality of Infrastructure Cloud, the browssr- based Model Managemeant application:

Documents, ssuss

O SECTION 2: USING ® Understand the basics of interacting with 20 models on the platform: Mavigation, Selection. Measuring, Creating
MODELS ON THE MMS Sections gtc
O SECTION 3: PROJECTWISE Section 1: MMS and Infrastructure Cloud ' View Detal '
GEMERAL 0% Completed : 0 Min. required : 7 Total courses : 7
Section 2: Using Models on the MMS View Details
0% Completed : 0 Min. required : 10 Total courses : 10 .
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14 Training Item Statuses

As you start progressing through your training it is important you understand the different statuses.

Registered

Registered means you can begin the training at any time by click on ‘Launch’.

PRO1 Permits and Permit Recipients
- Status: Registered | Due: No Due Date  Training Hours: 20 min

— is module introduces Access and Test Permit procedures, where they are used,
and the responsibilities of each role within the process. It will take about 20...

Pending Prerequisite

Pending Prerequisite means that something else in the curriculum needs to be completed before you
can start this item. Click on ‘View Prerequisite’ to find out what you need to complete first.

I_Eg[_mj;_Bg:i,pjgn,t_injTe (PR) Research Project (download)
3 Status: Pending Prereguisite | Due: No Due Date

¥ou will observe and take photographs of a permit process then answer a series
of gquestions to create a review of the process. Your Research ProjectMUST be...

Not Activated (Event/Sessions only)

Not Activated relates to a training session. Click ‘Activate’ to begin.

s _Permit Recipient Online (PR) webinar
1 lStatus: Not Activated l Due: Mo Due Date  Training Hours: 1 hrs 30 min
OUL this Permil

N

ecipient Online (PR) webinar. You can request the 90-minute
webinar session as soon you as you begin your Permit Recipient Online...

Approved ‘

Once it has been activated, your status will show as Approved.

o L Recipient Online (PR) webinar Select Session b
1 Due: No Due Date  Training Hours: 1 hrs 30 min

A~ ecipient Online (PR} webinar. You can request the 90-minute
webinar session as soon you as you begin your Permit Recipient Online...
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Pending Pre-work (Events/Sessions only)

Pending Pre-work means that there is pre-work that must be completed before attending the session.

arts 03/08/2020 08:30)

oo Substation En Nehina

mion  Due: No Due Datd  Status: Pending Pre-Work

Pending Post-work (Events/Sessions only) ‘

Pending Post-work means that there is post-work that must be completed.
(e.g., completion of an assessment)

s Substation Enrts 03/08/2020 08:30)

Pending Observer Completion (Assessments Only)

Pending Observer Completion means you have notified the observer/trainer that you have uploaded
assessment documents and are waiting for them to be reviewed.

Substation Entry 1 (SE1) Written Assessment 3 Questions Notify observer ¥
S | Completed (download
StatusyPending observer completion | Due: No Due Date  Training Hours: 5

min
When you have completed all questions, you need to upload it into the SE
Written Assessment folder in the Documents sections of your learning record...

Registered/Overdue

Registered/Overdue means you will receive a reminder email 10 days out from the due date.

or OJA Fxtension Request Mark as complete ¥
Status: Registered / overdue

Condition Asze
3 Due: 22/08/2020
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15 Document Uploads

When to use

When you need to upload any documents such as assessments. For many occasions when
document uploads are required, we use the Cloud Assess Environment. If you are unsure which
platform to use, please contact your trainer to clarify.

Step ‘ Action

1 On Learner Home, click on the ‘Learner Quick Links’ on the rotational banner.

Hello Demo! What would you like to learn today?

© 8 Completions
Q Search for learning
- X 5 Hours
Your topics
E Edit .
Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)
Learner Quick Links
Your language(s) ¥ If you are a learner, you can click here to access guides,
forms and policies.
Access Learner Quick Links,
Training record View
1 0 1
OVERDUE DUE SOON ASSIGNED / NO DUE > 0
DATE

2 | On the Learner Quick Links page, click ‘Go to Document Uploads’.

Learner Quick Links

MySkills
]-' LY —_—
fava) = MyS kills
My Training Record Documents Upload User Guide
Access any training you have completed or Upload any documentation you are required Access the Learner user guide for MySkills
are in progress of completing. to provide,

View My Training Record ' Go To Document Uploads ' View User Guide

Assessment
b .
cloud assess + 7
Cloud Assess Login 7 Assessment Extension Appeal Of Assessment
Request Form £ Results Form &2
Cloud Assess is our Assessment Platform. : e . i
Click here to be re-directed to the Cloud Df:uwnload and view t.he assessment Download and view the appeal of
. extension request form. assessment results form,
Assess Login page.
Go to Cloud Assess [ Download Form [ Download Form
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3 | On the Document Uploads page click on the ‘Documents’ tile.

About me ¥ Document Uploads Training Record

@ > Demoleamer » Document Uploads

Document Uploads

Documents

A

2

4 | Click on the folder you are uploading the document for:

About me ¥ Document Uploads Training Record
@ > Demoleamer » DocumentUploads  Documents
Documents
ISearch documents and folders by title Q
First Aid Certificate On Job Assessments
[ BN Ao ] [ Y s ]
Other Documents Work Records
BN feo [ BN o ]

The Other Documents folder can only be used by Grid Skills administration.

5 | Click ‘Add File’.

Aboutme ¥ Document Uploads Training Record

@ > Demoleamer » DocumentUploads » Documents » OnJob Assessments
On Job Assessments
ﬂ Sample_OJA_2.pdf 53]

Upload date: 13/03/2022 Uploaded by: Demo Approver

K

ﬂ Sample_OJA.pdf
Upload date: 13/12/2021 Uploaded by: Demo Learner
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6 | Either drag and drop your document in or click on ‘Select a file’ to open a folder on your device.
Add file
= - |
7 | Once you have selected your document, click ‘Add’.
Add file
8 | Your file has now been added to your Documents folder — repeat these steps as required.
9 | To let your Trainer know you have uploaded your documents, navigate back to your curriculum by
clicking on ‘Training Record’ in the top navigation bar.
About me ¥ Document Uploads ( Training Record )
2} D> Demoleamer » DocumentUploads » Documents » On Job Assessments
On Job Assessments
10 | Click on ‘Open curriculum’.
‘ —  Real-Time Pricing (RTP) Curriculum
= Due :01/11/2022 Status : Started / Overdue  Training Type : Curriculum  Training Status : Active
11 | Find the corresponding training item, select ‘Notify observer’ from the drop-down menu button

and follow the prompts. You will receive an email confirming the trainer has been notified.

- = \
S Vegetation Control (VA) On-Job Assessment document completed (upload) |
‘ Status: Pending observer completion Due: 14/06/2025 [

Launch ‘
|

Training Hours: 5 min

When you have completed your On-job Assessment for VA you will need  Notify observer

scan it as one document and upload it into the On-Job Assessment fold ] s .
View Training Details

Please allow 10 working days for your documents to be reviewed by the Trainer BEFORE you
click on ‘Notify observer’ again.
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16 Print a Certificate for Completed Training

When to use

To print a certificate for training sessions or curriculums you have successfully completed.

Step ‘ Action

1 | Click on ‘Completions’ on your Learner Home.

Hello Demo! What would you like to learn today?

(2) 8 Completions
Q Search for learning
- = 5 Hours

Your topics Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Your language(s) *

—_—0
Approver Quick Links

If you are an approver, you can click here to access guides,
forms and policies.

Training record View
1 0 1
OVERDUE DUE 500N ASSIGNED / NO DUE

DATE

2 | Find the Training item and click the ‘View certificate’ button.

Substation Entry (SE) Level 2 View certifiate =
i Completed : 20,/10/2017  Status : Completed  Training Type : Curiculum  Training Status : Completed e

3 | Awindow with your certificate will pop up. Depending on your needs, decide whether to print or
save a digital copy of your certificate.

NIRRT af(e w

_0

Grid Skills

THIS CERTIFICATE IS AWARDED TO

Demo Learner

IN RECOGNITION FOR ACHIEVING COURSE OUTCOMES FOR

Substation Entry (SE) Level 2

ON30/1022017
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17 Run MySkills Training Record Reports

When to use

Use the training record report function to produce a printable Excel worksheet of all or part of
your record.

Step | Action

1 Navigate to your training record by clicking on the ‘View’ link on the training record tile, on the
left-hand side of Learner Home.

Hello Demo! What would you like to learn today?

(2 8 Completions
Q@ Search for learning

- = 5 Hours

Your topics

Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO MOT USE)

Trainer Quick Links

Your language(s) ¥ If you are a trainer, you can click here to access commonly

used platform features and guides.
Training rec

Access Trainer Guick Links

1 0 1
OVERDUE DUESOON  ASSIGNED/ NO DUE >
DATE

2 | Choose what training records you would like to export by selecting the Active, Completed or
Archived from the dropdown.

Q > Demoleamer » Training Record: Demo Learner

Training Record: Demo Learner B

Wiew any training that you are currently in progress, or that you have registered for, listed under the Active tab below.

To see any training that you have completed, click on the Completed tab.

Any training that you no longer wish to display in your Active or Completed tabs, you can move to the Archive tab by dicking on the name of the training, and then clicking on Move to Archived
Training Record.

For any assistance with this page, please contact gridskillz @transpower.conz

rt by Filter by training type Search by keyword
Search Q |

Filter by Training Status

Completed = I Completion date ™ All Types =

Al

Active
. n to Load Forecast Modelling m
v Completed

1/08/2022 Status : Completed  Training Type : Ondine Course  Training Status : Completed
Archived
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3 | Click on the ‘three dots’ in the top right-hand corner to display the three report options you
have available to you:

e Export to PDF (prints to PDF so you can save or print a copy) — see Step 4
e Print Training record (only provides the option to print the report) — see Step 5
e Run training record report (prints to Excel so you can save or print a copy) — see Step 6

0 > Demoleamer » Training Record: Demo Learner

Training Record: Demo Learner

Wiew any training that you are currently in progress, or that you have registered for, listed under the Active tab below.

Add External Training

To see any training that you have completed, click on the G tab. Export to PDF
Any training that you no longer wish to display in your Active or Completed tabs, you can move to the Archive tab by dicking on the name of the training, and
Training Record. Print Training record

For any assistance with this page, please contact gridskills@transpower.co.nz Run training record report

Filter by Training Status Sort by Filter by training type Search by keyword

Completed e Completion date ™ All Types = Search Q

Search results (9)

4 | Export to PDF: Click on the ‘Export to PDF’ report to generate a quick overall training report.

Example output:

Training Record: Demo Learner

View any training that you are currently in progress, or that you have registered for, listed under the Active tab below.
To see any training that you have completed, click on the Completed tab.

Any training that you no longer wish to display in your Active or Completed tabs, you can move to the Archive tab by clicking on
the name of the training, and then clicking on Move to Archived Training Record.

For any assistance with this page, please contact gridskills@transpower.co.nz

Search results (9)

Introduction to Load Forecast Modelling
- Completed : 11/08/2022 Status : Completed Training Type : Online Course  Training Status : Completed

Load data validation and selection
- Completed : 11/08/2022 Status : Completed Training Type : Online Course  Training Status : Completed

Dispatch schedule load concepts
- Completed : 11/08/2022 Status : Completed Training Type : Online Course  Training Status : Completed

TRANSPOWER NEW ZEALAND | LEARNER USER GUIDE 31

@

):




5 | Print Training record: Click on the ‘Print Training record’ report to generate a quick snapshot of
your training.

Example output:

Completed training: Demo Learner

Tithe Type Completion date Score Status

Introduction to Load Forecast Modelling Online Course 11/08,2022 0 Complet=d
Load dzta validation and selection Online Course 11,/08/2022 1] Completzd
Dispatch schedule load concepts Online Course 11,/08,/2022 o Completad

Substation Entry Z (SE2) Evant 24/11/2020 Completsd

o

Substation Entry 2 (SE2) Ref Webinar (z) (Starts 24/11/2020 12:00) Session 24/11/2020 1] Completzd

Getting started with Substation Entry 1 (SE1) online taterial 30,0/2020 Completsd

zisha's test curricubum for emails Curriculum Completed
Test Event (Starts 03,/09/2020 15:30) Session Completed
Substation Entry (3E) Lavel 2 Cumiculum Completad

- K

6 | Run training record report: Click on the ‘Run training record report’ for a comprehensive look
at your training record.

& Demoleamer - Trining record  Training record Beport

T Training record Report: Demo Learner
& Substations - Co...

1 e Dizplay status and progress information far training on the training record. Filter the report by Training Title, Training Type or various date filtars.
About me
Document Uploads Trainirlg
I:EI Training record Type
: Al Training |
Title

Search by training title

Topic(s)

@ Date added to trainimg record
OTﬁ'lning start date
(2 Training comnpletion date {sessions and extemal training will use ths End Date]
Select range cl=a-
Select | Starting date B2 || End date 1]

Dinclude zssociztad training (zurriculum training and pre or post work)
[ Inchude Archived Training
Dinclude Completed Trainimg Only

Oinclede Training Detzil Information

Back Run report

NOTE

Please contact gridskills@transpower.co.nz if you require assistance to run this report.
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18 Reviewing MySkills Approval History

When to use

To view the time stamps of when any actions relating to a training request occurred, including
registration, approval and completion time and dates and any associated comments.

Step ‘ Action

1 On Learner Home click on ‘View’ on the training record tile.

Hello Demo! What would you like to learn today?

@ 8 Completions
Q  Search for learning

- ® 5 Hours

Your topics Edit

(Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Trainer Quick Links

If you are a trainer. you can click here to access commeonly
used platform features and guides.

Your language(s) ¥

Training [EC

1 0 1
OVERDUE DUESOON  ASSIGNED / NO DUE
DATE

Access Tralner Quick Links

2 | Click on Active, Completed or Archived option from the dropdown to locate the training you
wish to review. Click on the right-hand side dropdown and select ‘View Training Details’.

M T © TTIUET ST T COTEETET Ty TYpe T oTae COurse TRalang STas « LoTnpeTey

oy Substation Entry 2 (SE2) Ref Webinar (2) m
Completed : 24/11/2020 Status : Completed  Training Type : Event  Training Status : Completzd

ng recerd

Substation Entry 2 (SE2) Ref Webinar (z) (Starts 24/11/2020 12:00)
L] Completed : 24/11/2020 Status: Completed  Training Type : Szssion  Training Status : Completed

3 | Scroll to the bottom of the page and click on the arrow on the ‘Training record history’ bar to
display the history for that item.

Training purpose:
Due date: None.
Reporting Title: Substaton Enry 2 (SE2) Rekesher Webinar

Sessions for User
Classroom Session 1D Number Event Reg Num Sttt date suus
1 e Pa—
Assignment History
Roghum Latest registation? Oeivery Training recont desvery method Version Oue dute St Option
ves Assigned by Dians Hodiginson on 24112020 113613 Oiectsssgnment ' Here congiersa 2 2

Training record history
Com o 131 ’

(o)
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19 Archive Training

When to use

To move training from the Active area of your Training Record to the Archived area. You may want
to do this if the Active item is no longer relevant to your current role or is now Inactive.

Step ‘ Action

On your Learner Home dashboard, click on ‘View’ on the training record tile.

Hello Demo! What would you like to learn today?

@ 8 Completions
C eal or learning
- ® 5 Hours
coe

Your topice Edit

Grid Skills Training, Refresher, Substations, Substations
Compliance, Transmission Lines 2 (DO NOT USE)

Trainer Quick Links

If you are a trainer, you can click here to access commonly
used platform features and guides.

Your language(s) ¥

Training re(

Access Trainer Quick Links

1 0 1
OVERDUE DUESOON ASSIGNED f NO DUE [~ o
DATE
On the training item you want to archive, click on the dropdown list and select
‘Move to Archived Training record’ and follow the instructions.
) D Demoleamer D Training Record: Demo Learner
Training Record: Demo Learner B

View any training that you are currently in progress, or that you have registered for, listed under the Active tab below.

To see any training that you have completed, click on the Completed tab.
Any training that you no longer wish to display in your Active or Completed tabs, you can move to the Archive tab by clicking on the name of the training, and then clicking on Move to Archived

Training Record.
For any assistance with this page, please contact gridskills@transpower.co.nz

Search by keyword

Filter by Training Status Sort by Filter by training type
Search Q |

-

Active - Date Added ™ All Types

Search results (2)

Real-Time Pricing (RTP) Curriculum W

Due: 01/11/2022  Status : Started / Overdue  Training Type : Curriculum  Training Status : Active

Open curriculum

‘ Introduction to Privacy ' Move to Archived Training record '

Due:No DusDat Status:Registered Training Type : Online Courss  Training Status : Active
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You can view Archived training items by selecting ‘Archived’ from the filter dropdown.

{2} > Demoleamer P Training Record: Demo Learner
Training Record: Demo Learner El

View any training that you are currently in progress, or that you have registered for, listed under the Active tab below.
To see any training that you have completed, click on the Completed tab.

Any training that you no longer wish to display in your Active or Completed tabs, you can move to the Archive tab by clicking on the name of the training, and then clicking on Move to Archived
Training Record.

For any assistance with this page, please contact gridskills@transp:

Filter by Training Status Sort by Filter by training type Search by keyword

Archived v Title ™ All Types v Search Q ‘

or Steel Replacement (MSR) On-Job Assessment document completed (upload) m
}/2020 Status: Registered / overdue  Training Type : Material  Training Status : Archived

| ' Archived
A

If you need to return the course to the Active page, click on the ‘View Training Details’ item

Activate
from the dropdown to open it and then click L on the right edge of the screen.

{2} > Demolearner » Training Record: Demo Learner
Training Record: Demo Learner E]

View any training that you are currently in progress, or that you have registered for, listed under the Active tab below.
To see any training that you have completed, click on the Completed tab.

Any training that you no longer wish to display in your Active or Completed tabs, you can move to the Archive tab by clicking on the name of the training, and then clicking on Move to Archived
Training Record.

For any assistance with this page, please contact gridskills@transpower.co.nz

Filter by Training Status Sort by Filter by training type Search by keyword

Archived h Title ™ All Types h |Search Q ‘

Search results (13)
-~ TEST Minor Steel Replacement (MSR) On-Job Assessment document completed (upload) m
d "‘I Due: 02/09/2020 Status: Registered / overdue  Training Type : Materisl  Training Status : Archived

View Training Details
e

i

P Test Event (Starts 30/04/2021 15:30)
[ Due : No Due Date  Status: Cancelled  Training Type : Session  Training Status : Archived

Inactive
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