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Welcome to Ventia Training!

We would like to welcome you to Ventia Training, Ventia's internal Registered Training Organisation
(RTO) where we are here to support your career growth, be part of your learning journey, increase your
knowledge and skills that align to your role, and give you the opportunity to further your career
opportunities.

We are an accredited training organisation which means that we are approved to deliver nationally
recognised training in the Vocational Education and Training (VET) sector.

We have been awarded our accreditation through the national regulator otherwise known as ASQA.

As an approved RTO, we have a set of standards (compliance) we need to follow and report on to
ensure we maintain our accreditation and continue to deliver and assess accredited training for students.

Nationally accredited means, any statement of attainment (SOA), Certificate Il, I, IV or Diploma that you
complete with us, is recognised nationally, in Australia. You can take them anywhere!

As the training organisation we look after your enrolment, the progress of your training, and the
completion of your training we then issue either a Statement of Attainment, Certificate, or a Non-
Accredited credential at the end of your training, where completion requirements have been met.

Your Learning Journey & who is involved?

There are several sections of the business that are involved in your learning journey. It begins at the
recruitment stage then moves to the department that you are employed with and then we at the RTO
have our part too.

Ventia Talent Acquisition

Recruitment will be your initial point of contact and will organise the pre-employment checks. Once this
process is complete, you will be transferred to Ventia Operations Support

Ventia Operations support

Their role is to:

e Send you a Welcome to Ventia and Client Inductions emails.

o Perior to your start date they will confirm via your medical that you are Fit to Work. They will also
follow up with you to confirm you have completed all the required inductions and questionnaires.

¢ Once you go to your contract they will continue to assist with your rostering/pre-hitch.

Employing Department / Contract

You are employed under a particular department or contract within Ventia. These teams are your
supervisors / managers / colleagues. Some of our Contracts are Rig and Well Services, CSCS WA,
SAPMICM, Living Services, Minerals Services & Defence as examples.

They will have their own internal policies and procedures relating to your employment and are separate
and are in addition to the training with Ventia Training (RTO).

It is your employer’s responsibility to ensure you are given every opportunity to complete your required
training.
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RTO - Ventia Training

We are the training organisation that looks after the processes regarding your training either for
inductions, refresher, some non- accredited courses and full qualifications as per below.

e Enrolment

e Progression of completing assessments / Modules

e Completion of Training — issuing Certificates, Statement of Attainments, Non-Accredited
Credentials.

It is our responsibility to ensure your workplace and us, as the RTO are giving you every opportunity to
complete your training. Please feel free to contact us for a confidential conversation if you are
experiencing any concerns regarding your training outcomes.

Enrolment and Online Training access

Enrolment requests

All enrolment requests for any training must be made to your department or contracts Training
Support/Head of Operations for approval. We do not enrol anyone unless we have direct approval from
your departments head of operations etc.

For all accredited training (including accredited inductions) there is an enrolment form that needs to be
completed for each enrolment prior to an enrolment being actioned.
Enrolment Forms / Links

When your department/contract would like you to complete accredited training that is delivered by the
RTO, they will send you an enrolment application to be completed or a link to complete an online
enrolment.

This enrolment form / Link gets sent back to the department / contract that requested it, not the RTO.
The RTO will receive it from the department / contract directly.

It is important that all fields of information are completed as we are required to report this data to our
national regulator to ensure any training you complete is added to your USI correctly.

All details completed on the enrolment form are kept confidential in our secure training Student
Management System (SMS) and are not shared with external employees to the RTO.

An example of our enrolment form is below:

v
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v

Ventia Training RTO Application for Enrolment

Contact dotails

Venta Training RTO Applicaton fr Enrolment ‘

Of the following categorie:

Bl wr O Miss O s O Other I = e Ventia Trainng RT0 Applicaion for Ervclment ‘
(I Fulltime empioyee Not I Unemployed - not

e b et sesking employment

First name: I Part time employee

Middle name: ‘Do you speak a language oiher | 1 No - English Only

Last name: Proficiency in English: I Very well O wel I Not Well

Organisation of work: Enghsl; apusncs: O Yes O Notat Al

e 1 Yes - Other fesse oy ssiow) | I No

Nobile number

What s your highest COMPLETED school lovel?

Home number:

[ Bachelor Degree (or higher Degree) ertificate Il (or trads certficate)

] Advanced Diploma (or

Residential address: ciate Degree) O Certificate I

Building name: s your residential address the same | [ Yes CJ Diploma (or Assodiate Diploma) O Certifcate |
& ONo ] Gerificate IV (or Advanced Certifcatel O o
Flat/ unit details| Building name =tod ki
Street address: Flat ] unit
details:
PO Box details: ‘Street address:
City / Suburb: City / Suburb:
State: State:
Postcode: Postcode:
Country: Country:
VET related details
Gender: O Male T Female [ Other
Counry of birth:
City of birth:

Country of citizenship:

Australian citizenship Status:

Are you Aboriginal or Torres Strait lsmdeﬁl CINo ‘ [ Aboriginal | [ Torres Strait Islander

Enrolment confirmation/s

Once the RTO has received your enrolment, we will check that all your information required has been
completed in full on the enrolment form / link. If there is any information missing, we will contact you to
update your details to ensure we have everything we need for your enrolment. You will then receive
some email confirmations and instructions based on the course / qualification you are enrolled into.

Once we have processed your enrolment, the next day, you will receive an email to confirm your
enrolment into the selected course/s. This will be for every course you are enrolled, including inductions,
so you may get multiple of these at once, if you have been enrolled into more then one course.

The initial confirmation of enrolment will look like the below example. This email has an attachment that
outlines your course, units being completed and their due dates.

The email will provide you with the online enrolment link https://vnt-elearning.wisenet.co/login
As well as your username, and instructions on how to reset your password.

You cannot click in the link, you must copy and paste the URL into a new web browser as Ventia
Security blocks links in emails.
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Subject

|come to Ventia Training!

thiaty d completion date

The document attached cutline =& and

are enrotled into and your expecte

T access your online learning please copy & Paste this link hitps:funt-eleaming, nfindex php into a new webpage, and bookm it for future access.

Your username. S ——

Yfour Password —you will need to reset tf

s by clicking on 'Forgot password'
You cannot use a phone to complete this training - You need to use a computer/laptop

s have any questions, please contact us atr

- Confirmation of Enrolment-30233-202

ventia ¥

Welcome to Ventia Training!

This is a confirmation of your enrolment into the RI21120 Certificate Il in Oil & Gas Drilling
(Onshore) and Well Servicing that commences on 05/11/2024 and needs to be completed by

04/11/2025
Unit Training Dates
Unit code Unit Title Outcome
Start End
MEMPER200 | Work in accardance with an 0511142024 04/1172025 Continuing
issued permit enrolment
MSMWHSZ12 | Underiake frst response to fire 051112024 Da/11/2025 Continuing
incidents enrolment
MSMWHS217 | Gas test almospheres 05/11/2024 0471172025 Confinuing
enrolmeant
RICOMZO1E Communicate in the workplace 051172024 04/11/2025 Continuing
enrolment
RIENVZO1E Identify and assess 0501172024 041172025 Continuing
environmental and heritage enrolment
concems
RIERR202E Contribute 1o the cantral of 0511/2024 04/1172025 Conlinuing
emergencies and critical enrolment
situations
RIOGDZ04F Perform rig flaor operations 0511172024 0RA1/2025 Continuing
enrolmant
RIOGD205E Support blow out prevention 051172024 041172025 Continuing
aperations enrolment
RIOGN201F Carry aut rig lease operations 0501172024 04/11/2025 Continuing
enrolment
RIRISZ01E ‘Conduct local risk control 051172024 0471172025 Confinuing
enrolment
RISAMZO09E Carry out aperational 05/11/2024 04/1172025 Continuing
maintenance enrolment
RIWHS201E Work sately and follow WHS 051172024 0412025 Continuing
policies and procedures enrolment

If you have any questions, please contact our friendly team at RTO@ventia.com

Yours sincerely,
Ventia Training
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Access to the E-learning portal (Wisenet)

If you are a brand new user, first time learner, you will receive an automated email from Moodle to
create your account. Follow these instructions to set up your access.

If you are an existing user — accessing for the first time since we changed systems, please follow the
instructions in your Confirmation of Enrolment email - below

1. Copy & paste the URL into the web browser - Do not click on the link as Ventia Security blocks
this.

https://vnt-elearning.wisenet.co/login

2. The URL will bring you to the login that looks like this:

ventia

i kelly.robinson |

Cookies notice

3. To reset your password, click on ‘lost password’,
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4. You enter in your username that was provided in your confirmation of enrolment email, and click
search

rour email address below.

t to your emai

Search by username

Username

Search by email address

Email address

|

5. A message will pop up on the screen as per below, please check junk/spam as well as your inbox
for an email from Admin User (via Ventia Training)<noreply@vnt-elearning.wisenet.co>

If you supplied a correct username or unigue email address then an email
should have been sent to you.

It contains easy instructions to confirm and complste this password change.
If you continue to have difficulty, please contact the site administrator.

6. The email comes in and provides a link for you to reset your password, it has a 30min expiry. If
you miss this expiry, you will start this process again for a new link.

A password reset was requested for your account “kelly.robinson1’ at Ventia
Training.

To confirm this request, and set a new password for your account, please go

to the following web address:

https://na01.safelinks.protection.outlook.com/?url=https%3A%2 F%2 Fynt-

elearning.wisenet.co%2Flogin?2Fforgot password.php%3Ftoken®3DeGZNIVhudEmOWEIsncl XCouQMol95Uk&data=05%7C02%7/C2%7/CEa
57ef09d53844b887fa08dcf3 1edcf6%7C84d9e7 fedfo40afh435aaaaaaaaaaaa’e C1% 7 C0O%7C638652561078848229%7CUnknown 67 CTWFpbG

Zsb3d8ey)WljoiMCAwl jAwMDAILCIQIjoiV2IuMzliLCIBTIil 61k ThaWwil CIXVCI6Mn0%3D%7C0%7 CY%7 C% 7 C&sdata=koWUsvy2tdwuN9FzFir7V3
Cls2JUCh7sn74SFZACIGg%3D&reserved=0

(This link is valid for 30 minutes from the time this reset was first
requested.)

If this password reset was not requested by you, no action is needed.
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7. The link will take you to a new screen to reset your password — please check the 8 character

requirements and click save changes.

Please enter your new password below, then save changes.
Set password

-
PR kelly.robinso

The nassword must have st least § characters at least 1

0 Required

Troubleshooting errors if you cannot access your account

If you are receiving this message when you try to login:

ventlav

ﬂ Device enroliment

Ventia requires you to enroll this device to access
message links

Your IT department has enabled Targeted Threat Protection for all users. This is a service that
protects you from email attacks and provides live security training

Enter your email address and we'll send you an authentication code to verify your identity.

nickflynn01@outlook.com

Get Authentication Code

An error has occurred. Try again to complete the process

You'll only see this message again on new devices, or if you delete your cookies. If you have any questions, contact your
IT department.

It looks like you have clicked on the link in the email.
Ventia security blocks access to email links, if you click on them.

Please go back to the instructions to copy and paste the URL into the web browser
Do not click on the link.
https://vnt-elearning.wisenet.co/login
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If you never receive the email to reset your password:

If you have followed the instructions to reset your password, at the login screen and you never receive
the email, please check spam/junk.

If it is not sitting inside any folders, please ensure that you are:
e Using the username provided to you in your Confirmation of enrolment email, or

e The email address that the confirmation of enrolment email was sent to, as this is the one we
have in the system in your record.

If you are still not able to login successfully, please contact our admin team by email, who will assist you
to access your account. rto@ventia.com

Training and your ongoing progress

How to find and complete your training on the E-Learning portal

When you log in for the first time - the E-learning portal will open to your dashboard, and a knowledge
tip.

ventia Homs' Dashbeard My courses L0 w v stm @

The dashboard will show you the calendar — this links to any timetables you are linked to — this is not a
feature we are using at this time.
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1. The top left menu is your navigation, or there is an arrow at the top right that will also show you
your courses/units your enrolled into.

O o Tt - Edit mode @ )

ventlav ome Dashboard Wy courses
i

My courses

= RI'WHSZ0ZE Enter and Work in
Confined Spaces Refresher 2024

= RWS Online Induction 2024

= BSBFLM303 Contribute to effective
workplace relationships

= MSMPERZ00 Work in accordance
with am issued permit

= RIEMWZ2D1E |dentify and assess
ermvironmental and heritage concems
= BSBWHS201 Maintzin workplace

safiety

2. My courses menu shows you the tiles for each unit / course, and your % progression

My courses

Course overview

[ Al > ]| Search

BSBFLM303 Conwibute to

wiorkplace _

BSBWHS2D1 Maintsin workplace

safety n iszued permit

Certificate [l in Well Servicing Cp... Certificate (11 in Well S=rvicing Op-.. Certificate Il in Oil and Gas Driflin...

0% complete 1 09 compiste 1 0% complste $

GF Operate and maintain

Certificste (Il in

09 complete < 0% complets N 2% complets

3. Once you click on a tile, it outlines the requirements of the unit/course and gives you instructions.
You complete each sections requirements.

4. PLEASE NOTE - Non-Accredited Training / Inductions - You need to complete all sections
in order, starting at the Learning resource > Knowledge Questions > Feedback > Auto produce
Certificate. If you don’t complete in this order, your Certificate will not automatically create.
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5. Once the Certificate is created, you will find it in ‘My certificates’, please download and provide to
your Department / Contract contacts.

BSBFLM303 Contribute to effective workplace
relationships

v Welcome to Contribute to Effective Workplace
Relationships

E 55533 s Rescurs

6. Once you submit your assessments, they go back to your trainer to mark. Once they have
marked / graded, they will show up in the grades section. The little bell symbol will alert you of
any updates/ resubmissions required.

BSBFLM303 Contribute to effective workplace o
relationships: View: Overview report
Overview report -~
tt test test
7. You continue this process until everything has been completed.
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8. The RTO is alerted of this and issues your Certificate / Statement of Attainment and sends a
copy to your email address on record.

Progress communication and reminder emails you will receive

Throughout your training, you will hear from us via email and SMS communication methods. Some of
these will include:

» Monthly progress check ins — these are to see how you are progressing and gives you the
chance to reach out for any assistance

Credit Transfer applications approved — if you have applied for any Credit Transfers against your
enrolment - you will be notified

Additional enrolments — if your department / contract enrols you into another course

Missing information - If we are missing any information that is critical for your enrolment, we will
reach out to you.

Course Expiry reminders

Extensions applied to your enrolment

VV VYV V

Additional information / helpful tips

* You will have 3 attempts for each assessment — if you max all attempts without success, please
contact rfto@ventia.com to reset this for you.

o Please include the unit code, name and what activity you need to reset attempts.

* We suggest you use google chrome and, on a PC, Laptop or iPad. Whilst some students choose
to complete on their phone, we cannot assist with any issues if this is the case as we do not
support completing via a phone at this time.

e If you are struggling to get the answers correct, we strongly suggest you go back and take the
time to go back over the Learning resources and then contact your trainer for guidance.

e Our admin can be reached at rto@ventia.com, always happy to assist you.

HAPPY LEARNING!

Student Training Experience Guide Page 14 of 14
Internal



