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1 Loggingin

LADD Online Training
User Instructions

Access the LADD Online Training page via the Staff link on Bethesda Hospital website or browse to

http://www.bethesda.asn.au/staff

Online Training System

- ——

Payroll Number:

PIN:

Login Forgot PIM ?

EQ Bethesda Hospital

HOME TRAINING LIST UPDATE DETAILS CHANGE PIN FAQ

Click here to open and view the User Instructions documentation.

Personal. Patient-centred. Progressive.

Every user must login with their payroll number and PIN.

If it is your first time logging into the system, your default PIN to login will be: ‘23843732’ (which is

BETHESDA on a phone keypad).

Payroll Number:

PIN:

| Login || Forgot PIN ?

8006

Click on the ‘Click here to Login’ button to proceed

If the wrong PIN is entered, you will be prompted to try again.

Payroll Number:

PIN:

PIMN entered is incorrect. Please try again

| Login || Forgot PIN ?

9006
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http://www.bethesda.asn.au/staff
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2 Updating your Details

After successfully logging in for the first time, you will be required to enter a new PIN, your e-mail
address and mobile phone number. Click ‘Save Changes’ button to continue.

These details are used to send out notifications when you have upcoming mandatory training to be

completed, forgot your PIN to login to the system and click the ‘Forgot PIN?’ button and also for
occasional hospital communications.

NOTE: Your PIN can be any combination of numbers, letters and/or symbols.

IMPORTANT: It is you're responsibility to ensure you create a PIN that is secure.

HOME TRAINING LIST UPDATE DETAILS CHANGE PIN FAQ

Logged in as: 09006
Make the necessary changes to your details and click the Save Changes button

Payroll Number: 09006

New PIN: LTTT)

E-mail Address: user@bethesda.asn.au (eg. userl@yahoo.com.au)
Mobile Number: 0401888888 | (eg. 0403164337)

[¥IMy mobile number can be used to remind me when training is dus (via SMS) [Note: this feature is not yet available]
[¥IMy e-mail address can be used to be used to remind me when training is due [Note: this feature is not yet available]
[#IMy mabile number can be used for occasional hospital communications (via SMS)

[¥] My e-mail address can be used for occasional hospital communications

NOTE: Your e-mail address and mobile number will be used to reset your PIN if required.

Save Changes

3 Forgot your PIN?

If you forget your PIN (assuming you have previously successfully logged in before and updated your
details), at the Login Page, enter your Payroll number and click the ‘Forgot PIN ?’ button. This will
send you an email and SMS with a temporary random generated PIN you can use to login.

NOTE: You will be required to set a new PIN after logging in with the temporary PIN.

Payroll Number: 9006
PIN:

| Login || Forgot PIN ? |
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4 Changing PIN

The Change PIN page allows you to change your PIN after you have logged in. Enter a New PIN and
click the ‘Update PIN’ button.

HOME TRAINING LIST UPDATE DETAILS CHANGE PIN FAQ

Please keep your PIN secure and do not share it with others.

Enter your new PIN: sssssanel

Update PIN

5 Training List

After successfully updating your details, you will be redirected to the Training List page. This page
lists all the online training courses currently available on the system. The mandatory courses that are
applicable to you will have an associated Due Date value beside the Training Course name.

If the due date for the mandatory training course has expired OR is less than 1 month away (as of
today’s date), it will be highlighted in red.

HOME TRAINING LIST UPDATE DETAILS CHANGE PIN FAQ

Click on a training name from the list below. Training courses listed in red are due to completion.
Please note:

- Results will only be collected for training courses which are currently due for completion.

- You MUST click the "submit Results’ button once passing a reguired training course or the results

will not be recorded, and you will be required to re-complete.

TRAINING COURSE DUE DATE
Deteriorating Patient CPR Defib Handover

Fire Evacuation OSH 15/08/2012
Hospital Orientation

Infection Control 25/05/2011

IManual Handling 15/08/2012
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To load a quiz, click either on the desired Training Course or it’s associated Due Date to start the

training course.

i @ http:/'fwww.bethesda.asn.au/staff/TrainingPackages/Load QuizFile htm?Topidd = 2478 FileName=247 Fir - Windows Internet Explorer l SNNCE X
ethesda Hospital - y § . =1 - |
) (! |g, http://www.bethesda.asn.au/staff/TrainingPackages/LoadQuizFi '| ) | ?| A | | Bing P2
File Edit View Favorites Tools Help
- - = »»
B 5.7 Favontes @ http:/fwww bethesda.asn.au/staff/ TrainingPacka... & * B ~ [ @ v Pagew Safety~ Tools~ @~
B o ;
|
I

Click on a training
Please note:
- Results will on

- You MUST cli
will not be reci

TRAINING COURS
Deteriorating Patien
Fire Evacuation OSH
Hospital Orientation
Infection Control

Manual Handling

Logout

—

o

Multiple Choice

What colour code is for a fire emergency?

A) Blue
B) Red

U

A

Question 1 of 2

Clear | | Back Skip || Submit |
ol J o=
4 e +
Done & Internet | Protected Mode: Off fh v ®I100% -
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6 Completing a training course

When you have completed a Quiz, it will inform you of your result. You must click the ‘Click here to
send results’ or ‘Submit Results’ button for the results to be submitted to the online database.

Failure to submit your results will mean your results will be lost.

@ htipy//www.bethesda.asn.au/staff/TrainingPackages/LoadQuizFile htm?Topicld = 247 &FileName=247 Fir - Windows Internet Explorer

! Vi) |é, httpe/ fwww. bethesda.asn.au/staff/ TrainingPackages/Load QuizFi V| B | "f| A | | Bing

File Edit View Favorites Tools Help

oy

<7 Favorites & http:/fwww.bethesda.asn.au/staffi TrainingPacka... ]‘?} * B v [ mn v Page~v Safety~ Tools~w ﬂ'

Quiz Result

Your Score:

Max Score:
Questions Correct:
Number of Questions:
Accuracy:

Number of Quiz Attempts:

Congratulations, you passed

[ Continue ] [ Review Quiz Click here to send results

@ Internet | Protected Mode: Off
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After the results have been submitted, you will be prompted to close off the window. Click the ‘Yes’
button continue. This will take you back to the Training List page.

| o -
(& hitp:/fwww.bethesda.asn.au/staff/results.aspx?Quizld=247 - Windows Internet Explorer = B8 %
=3 | - T o T | || — pvl
@I\_/' * | @] http:/fwww.bethesda.asn.au/staff/ results.aspx?Quizld=247 v | e vy X Bing
I . = - 33
7.5 Favorites @ hittp://www.bethesda.asn.au/staff/results.aspx? ... i;fﬁ ~ B v =] mm v Pager Safetyr Tools~+ '@"

You have completed the Training Course .

Your results have been submitted. Thanlk you!

‘Windows Internet Explorer l J

y
I.
. w

Do you want to close this window?

‘-.I The webpage you are viewing is trying to close the window,
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7 FAQ’s (Frequently Asked Questions)

Click on the ‘FAQ’ button (Frequently Asked Questions) for answers relating to various popular
questions.

NOTE: You do not have to be logged in to access this page.

HOME TRAINING LIST UPDATE DETAILS CHANGE PIN FAGQ

(. Is my information secure?

A_ Only very limited information is retained on the secured and encrypted online database All we
store is your payroll number, e-mail address (if you provide when registering online), mobile number (if
you provide when registering online), and the PIN you have provided. We DO NOT store your name,
address, date of birth or any other personal information on the website servers. This limited
information isstored on secured servers, and your mobile, e-mail address, and PIM are fully
encrypted. What does this mean..? Put simply there is very limited data available, that is in a
secured area, and even if the company storing this information was “hacked”, the detailsare

encrypted such that it would not be of any use to anyone.

However, your information is only as secure as you make your PIN & keep it confidential

If someone does try to guess you're PIN they only have 4 attempts before the account will lockout for

30 minutes.

Q. How do | re-set my PIN?

A If you forget your login PIN {assuming you have previously successfully logged in and updated your
details), enter your Payroll number on the login screen and click the ‘Forgot PIN #* button. This will
send you an email {if you provided your mobile number when registering) and SMS (if you provided
your mobile number when registering) with a temporary random generated PIN you can use to login.

You will be required to set a new PIMN after logging in with the temporary PIN.

O bow a1 ataile fubon Loooion fo for sho S s oo
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