CONNE™]1S

INFRASTRUCTURE TRAINING

Online marking guide

Logging in

1 Go to the Connexis website www.connexis.org.nz

2 At the right of the webpage, select eLearning

LEARNERS EMPLOYERS SCHOOLS ASSESSORS ABOUT CONTACT

INFRASTRUCTURE TRAINING SCHOLARSHIPS PROGRAMMES NEWS VET REVIEW EVENTS INITIATIVES TRAINING BOOSTER 2025

|e0d J0ssassy

3 Log in to the Totara LMS using the eLearning login and password you have been sent

NE*IS

INFRASTRUCTURE TRAINING

Sign in

Username / email

name@email.co.nz

Password

(J) Remember username Trouble signing in?

Sign in

© Cookies must be enabled in your browser

Powered by Totara

If you haven’t received an elLearning login, contact learn@connexis.org.nz

If you have forgotten your password, select Trouble signing in? and follow the instructions
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When you have successfully logged in, the Facilitators dashboard will appear showing
unmarked trainee assessments.

r

NEXIS S

INFRASTRUCTURE TRAINING

Home . Facilitators
I ¢) Dashboard
Dashboards How to mark online
[ Record of Learning
Facilitators Select the link below for a guide on marking online
Assessor
My Programme Online marking
Marker
Unmarked (14) Marking (1) Marked (47)
Module All
Search
Firstname: Al AB CDEFGHIJKLMNOPQRSTUVWIXY?Z
Surname: Al ABCDEFGHIJKLMNOPQRST

Reports

Learners’ Programme Progress

If you are using a laptop, or other smaller screen, we recommend collapsing the navigation
pane at the left:

NE>IS

INFRASTRUCTURE TRAINING k @ E D (é\\l
Home | Facilit: @
) Dashboard
Dashboards How to mark online Reports
[0 Record of Learning
The Facilitator dashboard with the navigation pane collapsed looks like this:
)% =] @ = 0 @)
Home  Facilitators
| ¢
Dashboards How to mark online Reports
Facilitators Select the link below for a guide on marking online Learners' Programme Progress
Assessor

My Programme
Marker

Unmarked (14) Marking (1)

Module

Search

Online marking

Marked (47)

All v

Firstname: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ

Surname: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ
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What’s on the Facilitator dashboard?

X =) @ =2 0

Home /' Facilitators

17
I o Dashboards 9 How to mark online e Reports
m

Facilitators Select the link below for a guide on marking online

Learners’ Programme Progress
Assessor

My Programme Online marking

0 Marking record

Unmarked (14) Marking (1) Marked (47)

Module All -

Search

Firstname: Al ABCDEFGHIJKLMNOPQRSTUVWXYIZ

Surname: Al ABCDEFGHIJKLMNOPQRSTUVWXY?Z

There are four main sections on the Facilitators dashboard.

1 Dashboards: Gives you access other areas of Connexis eLearning. For example, select Assessor
to go to the Assessor dashboard where you can download Assessor Guides.

2 How to mark online: Select the link to open another copy of this document.

3 Reports: Let’s you view the learners that have been assigned to you and their progress
through their programmes.

4 Marking record: This is where you access the assessments that are available for marking. You
may need to scroll down the page to see the assessments.
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What'’s in the Marking record?

The Marking record is a list of the assessments that have been submitted for marking. There are six
items that you will use or refer to regularly.

Unmarked (14)

m Module

o # Mark attempt
# Set as marked
# Mark attempt

# Set as marked

# Mark attempt
# Set as marked

# Mark attemot
# Set as marked

x Marking record

Submitted
-

18/08/2025

18/08/2025

24/08/2025

26/08/2025

Firstname: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ

Suname: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ

[E Module 1 - Short
answer questions

[ Module 2 - Short
answer questions

B Module 1 - Short
answer questions

B Practical assessment
1

Aggregates, mixes and
manual excavation

Aggregates, mixes and
manual excavation

INFR2401

Maintaining and using tools
and small machinery

Not =
marked

Not
marked

Not =
marked

Not
marked

1 Mark attempt: Select this link to open the assessment ready for marking.

2 Attempt number: Which attempt the learner has submitted. Anything attempt number
greater than 1 indicates a resubmitted assessment.

3 First name / Surname: Gives you the learner’s name as a link. You can select the link to go to
the learner’s profile to check things such as the learner’s email address, CSAM, employer, etc.

4 Assessment: Tells you which assessment the learner has submitted for marking.
5 Module: Tells you which course the assessment relates to.
6 NSN: Is the learner’s NSN number which you’ll need when reporting completed standards.
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Marking trainee assessments

1 Scroll down the Facilitator dashboard until you can see the learner assessments to be marked
in the Marking record

2 Find the trainee assessment to be marked

3 Select the Mark attempt link

x Marking record

I Unmarked (14) Marking (1) Marked (47)
a

m Module All -

Firstname: Al A B C D E WXy ?zZ

# Mark.attemot
# Set rked

Surname: All A B C D E H W X Y Z

# Mark attempt 1 18/08/2025 E Module 1 Short Aggregates, mixes and Not -
# Set rked answer questions manual excavation marked

Mark attermn 1 18/08/2025 B Module 2 - Short Aggregates, mixes and Not -
# Set as marked answer questions manual excavation marked

You'll now see the learner’s answers to the questions in the assessment.

&) Dashboard Home / Courses / Connexis eLearning / Level 4 water | 29981 / Short answer guestions | Module 1 - Short answer questions

M Record of Learni . . . . .
" Quiz navigation Module 1 - Short answer questions - review

M Reports

Started on  Friday, 15 August 2025, 2:57 PM
State Finished
Show one page at a time Completed on  Monday, 25 August 2025, 3:03 PM
Time taken 10 days
Grade Mot yet graded

Finish review

Back to Dashboard

estion 1 ; .
e Describe the purpose of pre-treatment in relation to water quality.
L. R Complets
Administration
Markesd out of Pre-treatment processes of all raw / source water makes it easier to treat at the plant.
100
 Quiz administration v
@Preview
b Results.
® Permissions
® Logs ' Mark this question
» Course administration

wResponse history
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4 Under the first question, select Mark this question

ezl Describe the purpose of pre-treatment in relation to water quality.
Complete
Marked out of Pre-treatment processes of all raw / source water makes it easier to treat at the plant.
1.00
v
l Mark thﬁiuestion
wResponse history
5 You’ll now see an example answer and/or judgement statement for the question.
A Grading

Describe the purpose of pre-treatment in relation to water quality.

Pre-treatment processes of all raw / source water makes it easier to treat at the plant.

Example answer

All pre-treatment processes make raw water easier to treat. Pre-treatment processes impact the performance of protozoal
compliance and downstream processes.

Judgement statement
The trainee correctly describes the purpose of pre-treatment in relation to water quality.

Comment

Mark e

out of 1.00

Save | Cancel |

6 In the Comment box (labelled 1), enter a comment on the trainee’s answer — we recommend
adding your initials to your comment

Comment

1

2P 2| | s

Ue | B| [ |2

Please add some more information, e.g., how does it make water easier to treat at the plant? (LT) o
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7 In the Mark box (labelled 2), enter 1 or 0 where:

e 1lisan acceptable answer

e (Qisan answer where the trainee needs to provide more information

Mark
out of 1.00

o

°®

4

8 When you have finished marking the question, select Save (labelled 3)

Save | Cancel |

9 Mark the remaining questions in this assessment

10  When you have marked all the questions, return to the Marker dashboard by selecting Back to
Dashboard in the Quiz navigation

Quiz navigation

EEE

Show one page at a time

Back to Dashboard

Question 10
Complete

Marked out of

EEEEEE -

Back to [dashboard

|

Comment

Great answer! (LT)‘

Mark
E

out of 1.00

Once you have marked all questions, the learner is automatically notified. There is a 30-minute delay

before the notification is sent.
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Quiz navigation

During marking

In the Quiz navigation area, questions you have marked are coloured blue whereas questions you
haven’t marked are coloured white. This is a good way to check that you have saved your marking

for all questions before returning to the dashboard.

Quiz navigation v
EEEECIC]
E Question 5 Describe four (8) operational factors that affect aeration.
Complete

Marking reattempts

When marking a trainee’s reattempt, correctly answered questions appear green in Quiz navigation.

The questions you need to mark are coloured white.

Quiz navigation I ek : er questions
Questions answered

D EEIEIB E correctly in the previous
Bm attemptare coloured green

Show one page at a time State Finished

Completed on  Monday, 25 August 2025, 4:45 PM
Time taken 1 hour 47 mins
Grade Not yet graded

Finish review

Questions answered

Ad incorrectly in the previous ezl The Drinking Water Quality Assurance Rules 2022 set out the trea
. C [
attempt are coloured white cmpiete Embe e
Mark 1.00 out of Describe three (3) coagulation and flocculation processes that ca
Uz sammE s on 100 process in your answer.
@ Preview v

Select a question number to go to that question.

Show one page at a time

By default, all questions appear in a list that you must scroll through. If you prefer, you can show one

guestion at a time by selecting Show one page at a time.

DEEEEE Show one page at a time
FEFEFEE

Show one page at a time _._—-——'-'_'-
Finish rev? Back to Dashboard

Finish revi

Back 1o Dashboard

Grade Not yet graded

Quiz navigation Module 1A - Short answer questions Part A - review
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You can then use the Previous page and Next page links to move through the trainee’s questions.

Comment: This question was marked correct in the previous attempt. The grade has been carried over automaticallyMark this question

wResponse history

Check trainee progress
You can check the progress of the eLearning trainees assigned to you.

1 Under Reporting Links, select Learners’ Programme Progress

Home | Facilitators

Facilitators How to mark online Reports

Courses view

Assessor

Programme view Select the link below to open a guide on marking online. Learners' Programme Progress

Online marking

Marker
. < Refresh
Learners’ Programme Progress
Unmarked (29) Marking (2) Marked (927)
Module All -
2 You'll list of trai howing thei I th h thei
ou'll see a liIst otT tralnees snowing thelr overall progress throug elr programme
Results - 9 records Show/Hide Columns
USER'S FULLNAME LAST LOGIN PROGRAMME NAME PROGRAMME ENROLMENT DATE PROGRESS (%) LINK COURSE PROGRESS
8 July 2024 NZC in Infrastructure Works (L2) (Version 3) 4 June 2024 0% Course Progress
24 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 15 Jan 2025 Course Progress
5 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 25 Feb 2025 66% Course Progress
11 July 2025 NZC in Infrastructure Works (L2) (Version 3) 28 Feb 2025 @ Course Progress
20 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 14 Mar 2025 61% Course Progress
25 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 2 Apr 2025 0% Course Progress
29 July 2025 NZC in Infrastructure Plant Operations L3 22 Apr 2025 - 21% Course Progress
19 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 24 Apr 2025 [ D) Course Progress
15 July 2025 NZC in Infrastructure Works (L2) (Version 3) 24 Apr 2025 0% Course Progress

Export as csv -
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3 If you'd like to see a trainee’s progress by course, select the Course Progress link for the

trainee
Results - 9 records
USER'S FULLNAME LAST LOGIN PROGRAMME NAME PROGRAMME ENROLMENT DATE PROGRESS (%) LINK COURSE PROGRESS
8 July 2024 NZC in Infrastructure Works (L2) (Version 3) 4 June 2024 0% ) CourseProgress
24 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 15 Jan 2025 m: Course.Progress
5 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 25 Feb 2025 [ o Coursj igress
11 July 2025 NZC in Infrastructure Works (L2) (Version 3) 28 Feb 2025 ~ Course Progress
20 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 14 Mar 2025 Cours Progﬂ E Course Progress
25 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 2 Apr 2025 Course Progress
29 July 2025 NZC in Infrastructure Plant Operations L3 22 Apr 2025 COU[S greSS | ) Course Progress
19 Aug 2025 NZC in Infrastructure Works (L2) (Version 3) 24 Apr 2025 | ) Course Progress
15 July 2025 NZC in Infrastructure Works (L2) (Version 3) 24 Apr 2025 % ) CourseProgress
Export as csv -

You’ll then see the trainee’s progress through the courses/unit standards in the programme

Learner Course Progress

Results - 5 records
LEARNER COURSE NAME LINK COURSE PROGRESS
Health, safety and environmental care Activity Progress
‘Working safely and responsibly Activity Progress m:
Workplace professionalism Activity Progress [ oox
Maintaining and using toals and small machinery Activity Progress 0%
Aggregates, mixes and manual excavation Activity Progress L o

Export as csv -~

From there, you can view the course activities (e.g. assessments) that the learner has
completed.

4 To see which assessments the trainee has completed, select Activity Progress

Learner Course Progress

Results - 5 records Show/Hide Columns

LEARNER COURSE NAME LINK 'COURSE PROGRESS
Health, safety and environmental care Activity Progress
Working safely and responsibly Activity Progress n:
Workplace professionalism Activi gress
- : ™~ Activity Progress |
Maintaining and using tools and small machinery Activity Progress —
Aggregates, mixes and manual excavation Activity Progress
Activi gress
Export as Ccsv A
’ e el .
5 You'll now see the activities the trainee has completed
Learner Activity Progress
Results - 4 records Show/Hide Columns
LEARNER COURSE NAME ACTIVITY ACTIVITY MODIFIED STATUS ACTIVITY LINK
Working safely and responsibly Module 1 - Short answer questions March 5, 2025 Passed View Quiz Attempt
Working safely and responsibly Module 2 - Short answer questions March 5, 2025 Passed View Quiz Attempt
Working safely and responsibly Module 3 - Short answer questions March 5, 2025 Passed View Quiz Attempt
Working safely and responsibly Practical assessment - Incomplete View Quiz Attempt
Export as csv -
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Note: You may see ‘Scorm’ activities in the activity list. ‘Scorm’ is the eLearning content the
trainees work through before completing the assessment tasks.

6 Use the browser Back button to go back to the previous report(s)

x Report: Learner Activity Prog

INFRASTRUCTURE TRAINING

Reporting unit standards

Our eLearning platform does not talk to the Assessor Portal where unit standards are reported. This
means that you must report completed unit standards in the same way you do for trainees using
printed resources.

To assist you with reporting results, please follow the steps below to access the Assessor Portal:

1 Go to www.connexis.org.nz to access the assessor portal

> elLearning Assessor Portal @ Find Your Job Now!

2 In the Trainee details search bar, enter the trainee’s National Student Number (NSN) or
Training Plan ID, then click Search

3 The page should display the trainee’s name and NSN. Click Select

ENTER RESULTS
Traince details
L
=
L (’
CEEEEE—— =3
4 Next, the Training Plans section will open, and you can click Select for the correct Training

Plan, which will allow you to report results

If you encounter any issues with the portal, common fixes include logging out and back in, closing
the window, or trying an incognito window.
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Assessor portal login issues

If you're having trouble logging into the assessor portal, please follow the steps below to reset your
password:

1 In an incognito window, go to the assessor portal login page and click Forgot your password?

Sign in with your Connexis credentials

Eorgot your password?

2 Enter your email address and click Send verification code.

Verification is necessary. Please click Send button.

[[Eeenes ]

Continue

Send verification code

3 Check your email for a six-digit verification code. If it does not show up, please check your
Spam/Junk and Other folders. If necessary, repeat the previous two steps to resend the code.
The email containing the code might look something like this:

ConnexisB2CProd account email verification code
To

€3 Reply | % Replyall | — F d
@ Microsoft on behalf of ConnexisB2CProd <msonlineservicesteam@microsoftonline.com> ©| & Ry iz i o

() 1t there are problems with how this message is displayed, click here to view it in 3 web browser
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

WARNING: This email originated from outside of the organisation. Do not click links or open attachments unless you recognize the sender and know the content is

safe. o
Verify your email address

Thanks for verifying your account!

Your code is:

Sincerely,
ConnexisB2CProd
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4 Once you have received the verification code, select Continue and follow the steps to enter
the code and reset your password.

Other common fixes include:

e C(Clearing your browser history and cache before logging in.
e Continuing to use an Incognito window whenever logging in.
e Double-checking that you have entered your email and password correctly.

If you are still unable to log in after following these steps, please contact quality@connexis.org.nz for
further assistance.
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