Quick
Reference

Guide




Welcome .

We are glad you're here. Welcome to the Acclaimed Virtual Work
Experience reference guide. Below is a summary of what this guide
will detail:

Start here

What is your role

What a Group
Leader can do.
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D I:l Your Role: Group Leader

As a group leader, you will have access to both the 'backstage' and
‘front stage' of the online work experiences. You can:

Track participant progress
o Access participant project submissions

View work experiences
Provide feedback
View and navigate work experiences

Backstage: Dashboard Access
A group leader tracks, communicates with participants and
views participants submissions using a dashboard that

participants are unable to access.
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TAKE ME TO'MY DASHBOARD

Frontstage: Work Experience access

Group leaders can also view and navigate through the
Mechanical and Electrical work experiences just like a
participant would.

a

] tociamed Hechanics ¢
Erpariasce

Project2: The Boss's Ask




Logging in and Setting Up

To login to the Acclaimed Work Experience, you will need the following:

a) Work email
b) Secure password (we will provide this password)

How to login for the first time

1.Click here to go to launch page.
2.Click login.
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https://www.mentalfloss.com/article/504786/8-tips-make-your-passwords-strong-possible
https://virtualintern.com.au/acclaimed/

Logging in and Setting Up
Video walkthrough
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https://vimeo.com/manage/videos/667590926

Using the dashboard

As a Group Leader, you will access the dashboard to do the following:
e View participants progress
e Access and download project submissions
» Provide feedback

» Email participants directly

Accessing the dashboard summary

1.When you are logged in to the platform, you will be taken to your homepage and
Dashboard Summary:

Welcame!

TAKE ME TO MY DASHEOARD o

a) Button to access full dashboard

b) Total work experience participants

c) Projects that are submitted without approval
d) Number of work experience streams available

Accessing the full dashboard

1.When you are logged in to the platform, click Take me to my dashboard button
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Using the full dashabord
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a) Click Total Students to view student groups and participants
b) Click Placements to view different work experience streams
c) Click Assignments to view all submitted projects

d) Click Home icon to navigate to main site and work experiences
e) Summary panel of recent activity

f) Searching using filters

Accessing, downloading and approving projects

1.Click the Assignments Pending hyperlink or Assignments tab in left hand column.
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View the Assignments Page image below to navigate different actions:

asslgnment_ 3642
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a) Hover over Assignment upload hyperlink then click on Download to view a participant's submission

b) Click Participant's Name hyperlink to show only display submissions from the selected participant.

c) Click Approve button to approve a participant's submission. Please note that once approved, the submission
cannot be unapproved.

d) To view a Project like a participant would, hover over the Project Title hyperlink and click View.

e) If a Comment Bubble icon displays, then comments have sent by a Group Leader or Participant.

f) The Date column will display at what time and date a project was submitted.

Common actions and outcomes

To view a project submission, hover over The submission will download in a new tab

the assignment title and click Download
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Using the dashboard
Video walkthrough
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Or click here


https://vimeo.com/667603629

Viewing work experiences and projects

As a group leader, you will have access to and can view the work
experiences offered to participants. Use the following steps to access
and navigate the work experiences on offer:

1.Once you are logged in, scroll down past the Dashboard
summary and click on the experience stream you want to jump
into. There are two options, Mechanical or Electrical:
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Let's take you there!

2. Once you have clicked on the Mechanical or Electrical stream scroll down
and click Jump In.
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First up, read this
What is a virtual work experience?

I have to do?

You will be taken to the launch page of the work experience.




3. You will be taken to the launch page of your chosen work experience.

Hey there!

e to the Mechanical Experience Stream

Check in with ANSTO >>

ases Introducing ANSTO

4. Scroll down and click on a Project Link to start. You can view each project in
any order.

Level up and launch your work experience

Placement Content o

Other ways to navigate

When viewing projects, the following menu and buttons can help you navigate through the work
experience:

Project menu Next project button

E Acclaimed Mechanical
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Project format

Every project in each work experience follows the same structure.
This is detailed below:

Short video explaining project

The Check =>

First up, chech out this vidoo

Information on what needs to be submitted

Show us what you got >a

Aztion Plan Tempisty

Information on how to complete the project

Then. What yeu nesd to do >
Tha Progect
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3. Action Plan Template

Project submission portal
Finally, Send it off ==

Action Pian Template
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Viewing work experiences and projects
Video walkthrough
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Or click here


https://vimeo.com/manage/videos/668067033/privacy

Providing feedback
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Group Leaders can provide feedback on participant work using the
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2. Pick the project submission you would like to provide feedback for. Hover over the
Assignment Title. Click View.
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[ assignment_3588 16-1265?’.) Mechanical.paf Ryan Dickering

[ assignment 3619 164238088233 Email Template.pdf Ryan Pickaring

] assignment_3598 164237643939 Risk Find_Template.padf Ryan Pickering

3. Type in your feedback in the Comment Box.
4. Click Post Comment to submit feedback.

O Tricia Martin (Group Leader)

|e. Food work!

Leave a Comment




Viewing comments and providing feedback
Video walkthrough
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Or click here


https://vimeo.com/668066013/39918d6744

