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What is the Future Force on-line training system?

The on-line training system is your access to all the training material, tasks and assessments required
throughout your program. All your responses will be made within this system. For the most part, you
will be directed to fill in the response sections, but you may also be asked, or choose, to upload
additional files such as documents, audio or video files or even hand written notes and drawings as
additional evidence of your competence.

The system enables you to complete your assessments on any internet accessing device such as an
iPad, android tablet or smart phone as well as laptops and desktop computers. The clean and simple
menus allow for ease of use and straight forward navigation.

It also acts as a notification tool between yourself and your trainer where you will be able to follow
your progress and the assessment status of your work.

To get the most from the system it’s important to ensure update your phone or tablet software (iOS
7/ Android) and if you're using a desktop or laptop unsure you use a recommended browser Firefox,
Safari or Chrome.

The Future Force system is a web app, this means you can access it from a web browser on a mobile
device or computer.
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How do | obtain access to the system?

Your trainer shall initially provide you with a brief explanation of the system. You will then receive an
email asking you to accept the invitation to join the program. The e-mail will be from “Cloud Assess”

and will look as follows:

Subject: Account Confirmation

Account Confirmation

Please confirm your account by clicking the link below.

Powered by Cloud Assess

To confirm your account, click the blue “Confirm my account” box in the centre of the e-mail (circled
in red), then set your password by following the on-screen instructions. Make sure you note your
password down in a secure place! There is provision to note your password down at the end of

these instructions. Do so now.
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The normal login-in screen looks like this:- (note there are a variety of Future Force flag photos that
rotate, so don’t be alarmed if a different photo appears on the log-in screen! )

PASSWORD

Forgot Your Password?

me neio?

You now have access to the system by using your e-mail address and password when logging into
the system. After your initial password set log-in, you can access this normal log-in screen by using
the link on the ‘Traineeships’ page on the Future Force website
www.futureforce.com.au/traineeships (circled in red below), by saving the page in your favourites,
or by typing in the URL https://futureforce.assessapp.com/

What does a traineeship offer me? Qualifications on offer

You'll get: During your traineeship you'll be employed by Future Force (a Registered Training
9 9 ; Organisation), placed in a host company and enrolled in one of these nationally
+ anationally recognised gualification (and no student loan!) recognised qualifications:

+ toearn while you learn y " .
« Certificates Il or IV in International Freight Forwarding (Operator & Senior

+ the opportunity to start your career straight away Operator) (National Training Codes - TLI31316, TLI41616)
+ training that's exactly right for the work you do « Certificates Ill or IV in Business Administration (National Training Codes -
+ mentoring from the Future Force team and your host company BSB30415, BSB40515)
e e— 6 PN

" e Australian P "

How does it work? = Qualifications 27 Lo
. fo— Framework Australian Government

Ifyou arei d in a Trail ip, send us an ication and if you are eligible v Toanane
will then:

+ interview you and check your references
+ testyour skills in basic maths, English and information technology

Cloud Assess On-line Training System

+ set research tasks to gauge your motivation and abilities

+ If successful you will be employed by Future Force, placed in a host col
and enrolled in a nationally recognised certificate course LOGIN HERE

N

Build Force Into Your Career!
Contact us today to discuss our Traineeship Program.
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You should now be looking at the Dashboard screen of the training system. It will look similar to this

example:
i X — TN—
<« c @ tureforce assessapp.com/ dashboar - 9o
8 Mosvimea - seunt tveTack (v [ Facebook a Sgnin @) Pwsonst- Onine e p NetBank- Commbank |l S Virota Tanng.. () Gauses 1110 14and. @) OfceotTamingan. e The Age - Busness (08 YouTube [ Vicoran tong Sene. 88 Long senvcesave . 1) Logn | Maichmp-s. (@ fenm o
B oo
»
& ToDo £ Assessments Due Q Course
)
Assessments o ‘Over Due Certificate Ill in International Frei.
. . i rtifcate i n intermation Freight Forwaring (Operato
L re—
P Forms Next Month
2
. o%%e FUTURE &
SO A A
&S '\ FORCE
Fred
- fred@abccompany.com
O it na
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How do | set up my profile?

The first time you log in, you should set up your profile.

Click on your name in the centre of the screen.
@ ramios DRI —— ~ -—

« ® @ e forceasestapp.com/ it -
2 Mosvanea F° . WA racebook @ Sonin ) Pesonst-Onine B Netsank - Commbank ki Su Vot Taring.. () Gau Taringan_ B TheAge-dusness (8 ourube [T vicwran Long Sevic. 88 Long senice wwve - 1B Logn | Matchmp—¢.. (@ Renumio w
&3 ToDo £ Assessments Due Q Course
[=]
Assessments [ 4] Over Due Certificate Il n International Frel.
_ ficate i in ntemationsl Freight Forwarding (Opsrator
(=} Units This Month
B ]
Forms Next Month
. Py FUTURE
Sve,
& W FORCE
fred@abccompany.com
i
T
“ <or Authentiication’ of

This is what appears.

S% Future Force X § () General Account Settings X RS X
&« (&; 0 ® & https://futureforce.assessapp.com/users/edit
&t MostVisted F ELEMNT Live Track |r.. [fd Facebook @ Signin () Personal- Oniine Ba..  p NetBank - Commbank | Skills Victoria Training... @) Clause
Edit Profile
2 General Password Two Factor Authentication
8
NAME *
= Fred Jones
EMALL *
P fred@abccompany.com
E *
TIME ZONE
15 (GMT-12:00) International Date Line West
s PROFILE PICTURE
No file selected.

1

Enter your name and the e-mail address to where you would like correspondence and/or

notifications to come.

You may also use this screen to change your password, although it is not necessary to do so. This
screen is available to return to at any time in order to amend any of these details. Once updated,
click ‘Update’ (red circle 1), then return to the dashboard by clicking the dashboard icon (red circle

2).

Student instruction for use of the on-line training system
Issue: 200131

Page |7



FUTURE
¥ FORCE

RTO 21865

How do | know when my trainer has sent me work?

When you log in using your password, you are immediately viewing the ‘Dashboard’. The Dashboard
provides you lots of information, including your To Do list. The To Do list is work that your trainer
has sent to you for completion, or is currently underway. A summary of available unit sections
(entitled ‘Assessments’) is shown on the dashboard (Diag. 1 - see red circle 1). To reveal your full To
Do list, click on Assessments, or move your curser over the left side menu bar to reveal all options
(diag. 2), and click To Do (red circle 2).

o Future Force

B Cc @ O & nte eforce assessapp.com/da
£ MosVates (5 ELEMNT Lve Trck{r.. [ Facebook @ Sgnin ) Pesonal- Onine8a.. 4 NeBank - Commbank [ Sk Victora Taming.. @) Causes 1110 14ana. ©) OficacrTamingan_ B The Age - Busi
n PN
FORCE
& ToDo 5} Assessments Due
Assessments Over Due
8 Units This Month
< Forms Next Month
R
O -, oo
.‘:q.” FUTURE ~
WpNp V¥ FORCE
Fred
2 fred@abccompanv.com
(O]
U ntemnational Date Line West (GMT -12:00
. Two-Factor Authentification: off
N7
Diag. 1
. —
< c @ assessappicom;
£ Mostvissed FF ELEMNT Lve Tack | [ Facebook s Signin () Pemsonal-Onine B2 (p NetBank - Commbank K S Victora Taining_ () Causes 11101420 (@) Ofice of Taimingan_ s The Age - 8
<% °
Dgshboar™ @
2 o {5 Assessments Due
(-
nts Over Due
Calendar 8 This Month
i Next Month
S <
Sourse: Q
s L) .o
~
Jelr o) Fred
s @ fred@abccompany.com
ternational Date Line West (GMT
5 & Two-Factor Authentification: off
Tomislav &
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Diag. 3 shows what it might look like with allocated work for you to commence or continue with. If

there is nothing there, it means your trainer has not yet set you any work that have not already
commenced.

@ ramrocs x x| - “N— |
«>0C 0 0 reforce assessapp.com . ENCR Lom
£ Morvims I seunT v Tack |+ [ Facebook  Sgnin @ Penonsi-Onine s {p Nethans - Commbant | Sk viror Taing. @) Causer 1110 14ana. € OMceotTumngan. B ™heage-Busnens . (B vourube [ Viwsan Long Senic. 8 Long snice e N 1B Login | Makm © o preser
= To Do

Assessments Jnit Forms
® =
v
[=]
Recoro
113002 - 2 - Estmate/Caicuiate Mass, Area and Quanity Dimensions: Workbook Sectons 2 e
Fred Jones
TLI E3002 -3 - Estmate/Calcuiate Mass, Area and Quaniiy Dimensions: Workbook Secti _—
Fred Jones
L1E2002 - 4 - Estimate/Calcuiate Mass, Avea and Guantiy Dimensions. Workbook Sections 57 g
Fred Jones
TLI FO0O1 - 5 - Apply Chain of responsibility Legisiation, regulations and Workpiace Procedures: Assessment Tasks 1 ® In Progress
Fred Jones
20 - perpage 1
Diag. 3
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How do | commence and complete the work allocated?

To commence the work, click on the unit you wish to begin, in the To Do list.

This opens the introduction to the unit, from where you can commence work by using the forward
(or back) page (circled in red).

n Revision 2
General  Des Preview

@

=) Information

-

5 &
Unit Descriptor

=]
This unit involves the skills and knowledge required to participate effectively in basic workplace communication as an integral part of routine work in the context of the workplace concerned. It includes communicating information about routine tasks.
processes, events or skils; participating in group discussions 1o achieve appropriate work outcomes, and representing group views 1o oters

A
Work is performed under some supervision. generally within 2 team environment

u No ficensing, legistative or certification requitements apply 1o this unit at the time of publication.

F

L Unit Purpose

3 To provide the trainee with the skills for effective communication in the workplace

fir Elements of Competency

Once completed you can click the ‘>’ button to move into the next section and repeat the process

until all sections are finished. You can move back or forward using this button at any stage.
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Can | upload additional information to support my responses?

In many cases you may wish to upload text files, documents, forms, audio files or video files to
support your responses. In some cases you will be required to do so.

To do this use the Upload additional evidence button (if there is one). If there isn’t such a button on
the particular assessment, there is always one after the final section of the workbook/assessment
titled Additional Evidence Upload. Use the ‘Browse’ button (circled red) to search for your saved
file. Use this for any additional upload of evidence.

Q Estimate/Calculate Mass, Area and Quantify Dimensions: Workbook S
W In Progress ## Attempt 1 v0 x0 21
®
(=] Additional Evidence Upload
= Upload Additional Evidence Here

You are able to upload and attach any additional evidence required here. This could be in the form of a photograph, video evidence, audio or documentation

’ Q

(s} image2019_08_26_111654 pdf
€]
~ UG videos, you can convert them to audio files (i.e remove the images and keep the sound only) by selecting the following button before you upload:
) Convert Video to Audio
Student instruction for use of the on-line training system Page |11
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How do | save my work?

You don’t have to complete all the work in one session. You can save it as incomplete and come back
to it at a later time. Your work will be automatically saved everytime you hit the next button to move
to the next section.

Alternatively, if you are not going to another section, you should click the green Save button in the
bottom right corner. Your work will be saved and you can return to it at any stage.

IMPORTANT: DO NOT click the orange button at this stage. If you do so your work
will be submitted as final and cannot be edited further. If you do this by mistake, you will have to
contact your trainer to have the submission reversed.

Task 2.2

What is BAF? How does your company invoice BAF?

Task 2.3

What is a buy rate?

DO NOT CLICK THIS

Only click the Submit button when you have completed the entire workbook and you believe it is

ready for assessment.
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Can the trainer review my work prior to me submitting it?
The short answer is YES.

Your trainer has the ability to log in at any time to check your progress and any view any work that
you have saved.

This is often quite beneficial as your trainer may make comments on your work that will be visible to
you when you re-enter the workbook or assessment. Always take note of your trainer’s comments
as this may save you from having to attempt the workbook/assessment again.

It may often be beneficial to contact your trainer to alert him/her that you have completed some
work but would like some comment/feedback prior to submitting it. This way your trainer can make
comment on the system or discuss it with you in your face to face training session.

Example of Assessor’'s comments on saved but not submitted work

3.4

Identify and list the different types of PPE used in your workplace.

Safety vests, steel cap boots, safety goggles

3.5

Is PPE used correctly within your workplace policies and procedures? Give 2 examples.
1.

Entry to warehouse not permitted without safety vet and safety steel capped footwear

2.

Protective glo st=peereeWITET NAAINg dry iCe
Assessors Comments \

11/12/14 - Q. 3.1 - note the question has requested 2 common causes. You have only supplied 1 - please complete fully,

/

Section 4
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How do | submit my work for assessment?

Only after you have completed all the sections in this partuicular unit or part-unit can you submit
your work for assessment.
If you are satisfied that all your responses are complete and you have uploaded any additional

support files necessary you can then click the > button until you get to the Outcome screen.

Outcome

Students Full Name

Fred Jones

Students Signature *

Completion Date: *

Assessors Signature

You will then be required to complete the sections, including your name, signature and date.

To complete your signature click in the Signature section. If on a PC, you can use your mouse to sign,
or use your finger or pencil if using a tablet.
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Once signed click the button in the bottom right corner. Your work is now submitted for
assessment by your trainer.
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How do | check the status of my submitted work?

Once you have submitted work, your trainer will assess it. When the asssessment is complete you
can check on the assessment by logging in and clicking My Records from the left hand menu.

There you will see a list of completed assessments which will be available for viewing. This screen
will tell you whether or not the work submitted-has been assessed as Satisfactory, Not Yet

Satisfactory or Still in Progress

wg. © cnssiividems. @ OmeorTanngan. K Thesge-Busnen . @ vourube [ victoran tong Sevic. S Long senik deave

200022017
m Satisfactory 5%

2002/2017

Satisfactory 1336

20/02/2017
13:36

W Not Satistactory

19/06/2017

® satistactory 15:42

1022017
® satistactory fg 032 &
09/1012017

® Satisfactory 00557

09/10/2017

By clicking on in the relevant assessment, you can see not only the results, but your assessors
comments next to each question/task .
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What happens if my work is showing Not Yet Satisfactory?

The first thing to do if your work is showing Not Yet Satisfactory is to view the assessment and read
your trainer’s comments. The trainer’s comments will clearly show exactly which question/s they
have assessed as Not Yet Satisfactory.

Note that you are unable to amend this attempt at completing the assessment.
Your trainer will re-send the assessment to you for re-completion.

The new assessment will appear in your To Do list on the Dashboard. When you click on the new
assessment, it will be identified as Attempt #2 (or #3 or #4 etc..). You will only have to re-complete

the questions/tasks that are maked as N/ot Yet Satisfactory. Note that you can view Attempt #1 (or

any previous attempts) any time by using the drop down menu where it shows Attempt #2.

1
& Future Force X AT X

é C' Q (€)] B https://futureforce.assessapp.com/assessment_records/1214114/edit
Q Most Visted ¥, ELEMNT Live Track | r.. H Fagebook « SignIn @ Personal - Online Ba.. P NetBank - Commbank u Skills Victoria Tra
Workbook Sections 11 -14
@ Satisfactory v4 ®x0 20
®
(] Information
6 Student Instructions - Welcome
- Please work through all sections below.
=
Please remember to only SIGN and SUBMIT (at the bottom of the page) once all se
Q required. Only SAVE and SUBMIT completed work to your Trainer once you have by
0O
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