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Introduction

The profile21 app is used by an apprentices/trainees to submit their profiling entries while on the go. To help
accommodate this, the app has offline capabilities which allow the app to save any entries when you are not
connected to the internet. The app will then send that data automatically at the next available opportunity. The
app also allows apprentices/trainees to show any unverified profiling entries to their employers, who can use this
app to approve/reject those entries.

After the app has been downloaded from the Apple App Store and installed, it can be launched and
apprentice/trainee can proceed to the login screen.

Before using our app for the first time, log in online via www.profile21.com.au and agree to our

‘Terms of Service’. For best user experience, it is advisible to perform first app login by using WiFi
connection.

Login Screen

To login enter your username and password provided for your profile21 account. You are able to use the
“Remember Me” tick box to save your details for future logins.

Main Menu

After successful login you will proceed to the main menu, where you can select one of the following options.
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profile?1
!_E!l- New Card °
@ Existing Cards ©
E Card Verification ~ ©
L My Details o

(;@s Contact profile21 (5]

1. New Card: This option is used to add new/additional profiling entry (card) for any outstanding period of
time.
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2. Existing Cards: This option is used to view any existing cards, update/submit drafts or resubmit rejected

cards.
3. Card Verification: This option is used by your employer(s) to approve/reject cards you have submitted.
Please note that your employer will need to use his/her login details when approving/rejecting cards

on this app.
4. My Details: This option is used to view/modify the personal details entered onto your account.
5. Contact profile21: This option is used to provide the various contact details for the profile21 team.

New Card

;%-h New Card ©

This option is used to add new/additional profiling card for any outstanding period of time.

First, you will need to select the period you wish to submit the card for.
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Below are cards for periods not yet profiled.
Select a period o ad dd Extra
Gard to Period to add
period aires d (Note: Thi
used for when you work for mulliple employers
during a single period).

2010/Dec [>]

2012/0ct [>]

| Add Extra Card to Period |

Add Extra Card to Period

You are able to submit multiple cards to a single period by using the ) button (Please note

that this is used only when you have multiple employers during a single period of time).

Next, you will need to enter the employer and supervisor you wish to submit to for this card.

walvoda AU 5 2:50 PM @ 79% =B wilvoda AU 7 3:04 PM @ 77% =S

For Period: 2010-12-01 - 2010-12-31
Total Hours: 0

Employer:

4.one 5 Pty Ltd

Select Emplo... v | Add +
EPIC TEST
If your employer is not in the list, tap the Gandalf Grey
Add button to add them to your My
Employer’ List. This list can also be Hobiton Electrics

‘edited via My Details".
TEST 1@# Electrical

Supervisor:
TEST 567

TEST 830
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If your employer is not listed in the dropdown menu, you are able to use the button to search your
TAFE/RTO’s list of employers and add them to your listings. If you still can’t find your employer please contact
profile21 team for assistance.

After that, you will be able to select the areas you worked on during that period of time. Each area will include the
following:

= The type of activities you performed during your work.

=  The number of hours you had worked.

= The role you had during your work.

= The type of supervision you were under during your work.
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Back d Home

For Period: 2010-12-01 - 2010-12-31 For Period: 2010-12-01 - 2010-12-31 For Period: 2010-12-01 - 2010-12-31
Total Hours: 0 Total Hours: 0 Total Hours: 0

Please select the Area Worked (tap €001 - Maintain documentation )

‘more" for more info) Time Spent:| 0 (hours)

In preparing to maintain documentation,
did you;

€001 - Maintain docume
(o
S
CEEY oo v cone

RRLUSEN  £001 - Apply OHS pract

e Prepare the work activities

Carry out the work

Complete/Report work
activities

€010 Deliver a service.

When maintaining/completing
documentation, did you;

© © © © © ©

with my

. ard Summary »
When you have completed all the areas you work for that card, you will need to use the button to
progress to the summary screen and review your entry:
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For Period: 2010-12-01 - 2010-12-31

For Period: 2010-12-01 - 2010-12-31 Work Area Hours: 6 Total Hours: 6 Choose an option:
Employer:Gandelf Grey €001 - Maintain documentation Add another Work -
Area to the Card (et

Supervisor Name:John Smith g P )
In preparing to maintain documentation,

. N N Add a comment to
ekt o be included with this
+ Discuss work with

Card Status:new N : Card
supervisoriclient/peers

G o ror s
it ave Draft
Apprentice/Trainee Role for further editing

later
€001 - Maintain documentat... € o
ubmit Card - no
further editing will
Supervision Levels Seiies

Next > # Regularly with my supervisor Delete - remove
— v o rbced o...
Areas
D

¥ Complete/Report work activities

In the “Card Summary” screen, you are able to:

= Add/edit/delete any areas worked on for that card.

= Add comments to the card.

= Save the card as a draft, so you can edit the card later.
= Submit the card for verification.

= Delete the card completely.
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Existing Card

EE ’ Existing Cards ©

This option is used to view any existing cards, update/submit drafts or resubmit rejected cards.
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For Period: 2011-03-01 - 2011-03-31

For Period: 2011-03-01 - 2011-03-31
Work Area Hours: 79 Total
Hours: 99

Employer:4 one 5 Py Ltd
Supervisor Name:fikj
Date Submitted:2012-08-31

€001 - Maintain documentation

In preparing to maintain documentation,
Card Status: Submitled U youi:

Total Hours:99

¥ Discuss work with

supervisor/clientipeers
Period: 2010/Aug

Employer: EPIC TEST ©
Status: Verified
Date: 2012-08-31

When maintaining/completing
documentation, did you;

¥ Check for Accuracy

¥ Amrange for Sign offs

€001 - Maintain documentat... £

Period: 2010/Aug
Employer: Gandelf Grey P
Status: Rejected
Date: 2012-06-31

Period: 2010/Sep

Apprentice/Trainee Role

¥ Prepare the work activities

& ParmalataDAnAd winds astiitinn

e The list of cards can be filtered by using the search fields at the top of the screen. The list can be filtered by:
1. Card Status:
- Submitted — indicates a card that is pending approval of your employer. These cards may be viewed as
a summary but cannot be changed unless they are rejected.
- Rejected — indicates a cards that has been rejected by your employer and returned for correction and
re-submission.
- Verified — indicates a card that has been approved by your employer. These cards may be viewed as a
summary but cannot be changed.
- Re-Submitted — indicates a card that has been re-submitted to your employer after being rejected.
These cards may be viewed as a summary but cannot be changed.
- Draft — indicates a card that is not complete or have not yet been submitted. These cards can be
viewed for editing and can be submitted to your employer.
2. Period Range

e The list can also be sorted by the period or date of submission, by tapping on period or date buttons.
e When a card is selected, you can view the summary of that card. If the card status is Draft or Rejected, you are able
to modify the information inside the card.

wilvoda AU F  3:01 PM o T8% =D

wilvoda AU 5 3:01 PM o T8% =D

wtivoda AU & 3:01 PM © 78% &

For Period: 2010-12-01 - 2010-12-31

e e et Work Area Hours: 6 Total Hours: 6

Choose an option:

Employer:Gandelf Grey
Supervisor Name:John Smith
Date Submitted:
Card Status:new
Total Hours:6

€001 - Maintain documentat... £

Next >

€001 - Maintain documentation

In preparing to maintain documentation,

did you;

+ Discuss work with
supervisor/client/peers

Apprentice/Trainee Role
¥ Complete/Report work activities
Supervision Levels

¥ Regularly with my supervisor

Add a comment to
be included with this |t
Card

Add another Work
Area to the Card (g tatd

Save Card as Draft
for further editing [REAIEEI
later

Submit Card - no
further editing will [EEEi

be possible

Delete - remove
Card and all Work [ttt

Areas
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Card Verification

Card Verification ©

This option is used by your employer(s) to approve/reject cards you have submitted. Please note that your employer will
need to use his/her login details when approving/rejecting cards on this app.

The list of cards can be filtered by using the drop down menus at the top of the screen. The list can be filtered by
period range. The list can also be sorted by the period or date of submission by tapping on period or date buttons.
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Home

Period: 2011/Mar

Employer: 4 one 5 Ply L1 ©
Status: Submitted
Date: 2012-08-31

Period: 2011/May
Employer: Gandelf Grey ©
Status: Submitted

Date: 2012-09-11

When a card is selected, your employer can view the information inside that card. The employer is also able to:
= Add comments to the card.
= Approve the card.
= Reject the card.

When approving/rejecting cards, the app will request the login details of the employer, before the action is

completed.
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L

confinm the statement below.

For Period: 2011-03-01 - 2011-03-31

Employer:4 one 5 Pty Ltd

Supervisor Name:fikj

Date Submitted:2012-08-31
y 1 am aware that the vaiidity of my
Card Status:Submitted ‘apprentice’s Profiling information
Total Hours:93 contributes lo the successful completion
of their appreniiceship and | am salisfied
that these records reflect an accurate
€001 - Maintain [>] of their work

Confirm

Cancel
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Period: 2011/Mar

Employer: 4 one 5 Ply Ltd
Status: Submitted o
Date: 2012-08-31

Period: 2011/May
Employer: Gandelf Grey
Status: Submitted ©
Date: 2012-09-11

Period: 2011/Sep
Employer: new test
Status: Submitted o

Date: 2012-08-21

In addition to that, multiple cards can be approved at once by using the tick boxes next to the card entry

} ' Approve Selected Cards ‘ b
ele— [ TtON.

and tapping on the

My Details
x My Details ©

This option is used to view/modify the personal details entered onto your account.
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Back D Back 0
Personal detalls for: jbloggs Bloggs Contact Details:
First Name el
= My Employers: profiling@epicitb.com
« 4one5PlyLtd
) « EPIC TEST Phone
Middle Name * Gandelf Grey
* Hobiton Electrics 12345678
Samson
* TEST 567
* Test Company 3
Surname « Test Mandatory Fields LS
* geredg 11 Somewhere Street
Bloggs « joe blogss electrical
 new test
. Suburb
LR E=E Contact Details: & .
« 4one 5Pl Lid s ollingwoo!

In this option, you are able to view/modify:
=  Personal Details (First Name, Middle Name, Surname).
= My Employers (the list of employers you have worked for during the course of your training
program).
= Contact Details (Email, Phone, Address).
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Current Password

New Password

Confirm Password

You are also able to change your password for your profile21 account by using the | Skkised bytton.

Contact profile21

& Contact profile21 ©
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Call:

helpdesk@profile21.com.au

Website:

Go to profile| website

This option is used to provide the various contact details for the profile21 team.

=  Phone Number.
=  Email Address.
=  Website.




