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Key

Premium Feature
This symbol indicates that a feature is a premium feature, which means that it is not enabled
automatically. You can request that the feature be enabled by contacting the Catapult Team. If a

non-premium feature is missing, speak to the Primary Account Owner (first user added to your
Edify account) about enabling it for you.

&) Paid Feature

This symbol indicates that a feature is a paid feature. You can request to purchase the feature by
contacting the Catapult Team.






Edify Overview

System Overview

Before building content, it is crucial to
understand Edify’s fundamental structure. Think \

of your Unit as consisting of two distinct .

environments: Sections and the Online Variant. [ & ¢

N
b

-

Sections acts as your workspace. This is where
you build and store all individual Assessment and
Supporting Information Sections.

The Online Variant controls the learner
experience. This is where you arrange your
Sections to determine what students see in the
Learning Management System (LMS) and how it
is presented.

Navigating around a Unit

The image below is a screenshot of the Unit Overview in Edify. This is the page you will see
every time you open a Unit to edit it.

Main Navigation Back to your Unit editing
Menu Unit library state
8 September 2026 Edition
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Edify Overview

Main Navigation Menu
The Main Navigation Menu is how you will access all of the different areas in Edify. The main

areas you will use are Sections and the Online Variant. You can also access the Mapping,
Media Library and History from here.

Sections - An Overview

Sections is your main workspace for building content. The first step in building your assessment
is to navigate to the Sections tab. Sections are the foundational components that will hold your
Learning resource (blue rectangles) Assessments (yellow rectangles) and Supporting info
(purple rectangles).

« Back to Unit List

CHCECEQSS5 Meet legal and ethical obligations in children's education and care

W& Leamning resource

Learning resource

- 3 p
o0
Skills recognition Knowledge questions Performance tasks Mult Projects
This section has § Topics and 20 Questions T ction has 4 Topics and O Tasks This secticn has 1 Praject
o
e a0 o
Practical assessment
This section has 1 Task
o C
(D Supporting info
Unit infarmation Unit mapping
= & +
] . ]

You can view and edit the internal structure of a section by clicking on the section.

Skills recognition Knowledge questions Performance tasks Mult Projects
E This section has 5 Topics and 0 Questions This section has 5 Topics and 0 Tasks This section has 0 Projects

¢l - JH| 2 0

Practical demonstration

This section has 0 Tasks

() Supporting info

New Supporting info

Unit information Unit mapping

Wy &0 ::: 0
) ) . ] ) . _ The plus symbols
This cogis used This button is used to This rubbish bin are used to add
to edit a section. duplicate a section. is used to delete new sections.

a section.

Now that you have a basic understanding of sections, let's look at the Online Variant.

September 2026 Edition 9
Edify V2.0



Edify Overview

The Online Variant - An Overview

The Online Variant is where you will organise your resource as you wish for it to appear in the
LMS. You can order, place and add additional sections and features here to customise the
learning experience.

« Back to Unit List

-
c Edlfy CHCECEDQS5 Meet legal and ethical obligations in children's e on and care © MARK AS READY
| 5
H Uinit Overview Unit horme o
Unit hame
Vesming & About this unit
This unit describes the performance outcomes, skilis e required to identify and meet lagal and ethical cbligatio
Assessme. ability to recognise potential and actual examples of n e with regulatory requirements and contribute to the contl
pr
Supporting This unit applies to educators who work according 1o established policies and procedures in regulated childeen’s edus |I ‘”
My
Mapping
Sear
Media Library
melin
History
+ Hew saction
Help e
START
LEARNING

The Online Variant contains the same navigation menu as the LMS. Let's take a look at the
different tabs.

Unit home - This is the first page a Learner will see
when they access a Unit.

Unit Overview Unit home Learning resource - This is where Edify links the
Catapult Learning resource. It can be disabled from this
Unit home
Sections /

tab.
= ESSHg 6 Assessment - This is where your assessment sections

.— are added, disabled, and laid out as they will appear in
the LMS.

i Assessme..

i Supporting..
Supporting Info - This is where the Supporting Info
i My notes sections are added, disabled and laid out as they will

Magbing appear in the LMS.
i Search
Media Library
S Time"”e\ LMS sections - These sections are part of the LMS. They
& G can only be moved, disabled, or set to Trainer only view.

Help \

New section - This is where you can add an new

section to the Online Navigation Menu as it will appear

in the LMS.

10 September 2026 Edition
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Edify Overview

Mapping, Media Library & History

Now that we've looked at Sections and the Online Variant, let's explore the rest of the Main
Navigation Menu. Further down the menu, you will find Mapping, the Media Library, and
History.

Let's look at Mapping first.

Mapping is where you will find a breakdown of the mapping relevant to the Unit you are
working on. You can view all of the mapping here by expanding the sections using the arrow on
the top right of the mapping section.

Next, we have the Media Library.

The Media Library is where all of your attachments and images will be stored. You can add your
Assets or Images here using the New Media button at the top right of the screen, or you can
add them to your Sections as you build your assessment and they will be stored here. You will
also see at the top left that you can access Common Media and Archived. You will place any
attachments or images here that need to be used across multiple Units. Archived is where any
archived media will be stored. If you haven't added any media yet, the Media Library will be
empty.

Now let's look at History.

September 2026 Edition 11
Edify V2.0



Edify Overview

History shows what work has been changed on the assessment and who it was changed by.

This can be helpful if some time has passed between when you started working on the Unit and
when you are completing the Unit so you can have a reminder of the changes you made. It is
also useful if multiple people are working on a Unit to see who made a particular change and
when.

« Back fo Link Liss

CHCECEDSS Meet legal and ethical abligations in children's education and care

Jant Dioe

0000000000

i

You will see there are headings at the top with:
Action - what was changed.

Description - a brief description of the change.
Variant - will say Online if it was in the Online Variant.
Created at - the time and date of the change.

User - the name of the User who made the changes.

This breakdown explains each action you might see in the Actions list:

If the unit was cloned

from another unit, this will
Clone Clone . . Map
be the first action

A mapping component has been
added to a question.
recorded.

been created. moved.

A section or question has A mapping component has been

Destroy .
removed from a question.

A new part of the unit has A section or question has been
Create Create Move Move

been deleted. Uninap

. z A section or question has : An existing part of the unit has

Duplicate Duplicate . Update
been duplicated. been changed.
The Search function has The Edify Assistant has been
been used (This feature Edi used (This feature must be

Search ( fy Edify Assistant ( .
must be enabled for your  Assistant enabled for your organisation.
profile.) This is a paid add-on.)

12 September 2026 Edition
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Edify Overview

Help
On the Main Navigation Menu, you will see at the bottom of the list the option Help. Click Help
to open a direct link to the Catapult Knowledge Base.

< Back to Unit List

C- Edify BSBAUDS11 Initiate quality audits (D) MARK AS READY

L]

A Unit Overview <

5 the skills and knowiedge required 1o inftiate and crganise quality oudits. I covers assessing the scope and objectives of qualty sudits: commursicating with the suddees and developing and submitting a qualty sudn plans

e base in quality suditing, and who are peoficient in using a range of quality audiing and managesial techrigues fo initiate quakty audits. Individuals may also supervise and manitor the

unit at the time of publication

The Catapult Knowledge Base (pictured below) is a resource hub for videos, articles and

instruction manuals for using the Edify system. You can browse the helpful support information

listed, or use the Search bar to search the Knowledge Base for assistance.

) Catapult Submit a Ticket  Signin

Catapult > Edify

Edify

Edify User Manuals

« Edify Assessment Builder User Manual

Getting Started with Contextualisation

September 2026 Edition
Edify V2.0
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Edify Sections

Assessment Sections

Your Edify assessment will include all

of the Catapult assessment sections by
default. You can edit, disable, or overwrite
these sections if you do not require them.
Some sections will be disabled by default
such as the Multiple-choice section (this is
an LMS feature) Projects (for V5 units) or
sections that do not contain content for
the particular unit. You can also

create your own new sections. Let's start
by going over how to disable an unwanted
section.

Disabling an unwanted section

To disable an unwanted section, firstly, click the cog on the bottom right corner of the section
you wish to disable. This will bring up the Section Settings pop-up. You will see a box in the top
right corner of the pop-up which says Disable. Check the box and click Save.

Balerpiate

Performance tasks (default)

Tip!

It is best practice to disable rather than
delete, as disabled sections can be re-enabled,
but deletion is permanent and can not be
retrieved. Catapult Standard sections can only
be disabled, not deleted.

September 2026 Edition 15
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Edify Sections
Editing existing sections vs creating new sections

Edit an existing section

« Keep the same structure and only make edits to existing questions, or add/remove
guestions.

« Change the section title, sub-section titles and component labels and number format etc.

« Override the boilerplate text.

« Add additional section components like Multiple-choice style questions etc.

« Add additional section Mapping like ‘Elements’ for example.

« Retain the non-gradable functions of a Performance tasks or Practical demonstration section.

Create a new section

« Start from the beginning and build the assessment yourself.

« Create an additional assessment to be used along with the Catapult assessments.
« Create a section without Topics.

« Create your own Supporting Info section.

« New sections are automatically set as gradable.

Edit Knowledge questions section X

[ bisabled
o Assessment type  Trainer marked - written responses Assessment setlings
Boilerplate
Knowledge questions (default) - [0 Needs sub-sections
et sy e None
> & id B I B = = = E
E = Lo B @ ‘
\!( Bold B T E = =E =E E

To provide evidence that you have the essential knowledge required for the fellowing -

performance criteria and related knowledge evidence. SR = = L o B @

{IMAPPING]} To provide evidence that you have the ial b ledge required for the following

performance criteria and related knowledge evidence.

[{MAPPING}}

SECTION LABELS

SECTION LABELS

[ Custom component labe [ custom component labe
Component labe Decima1.i1.2...3....] . X -ompanent labe m“:.““a'“-?- 3. A
canceL  [ELAGS CANCEL
16 September 2026 Edition

Edify V2.0



Edify Sections

Editing an Existing Section

Editing an existing section is how you can make updates to the existing Catapult content. This
can be useful if you want to make changes to a question or Task or want to add a question or
task. These features are available as part of the Basic Edify Subscription.

To edit an existing Section, go to Sections and click on the standard Catapult section you wish
to edit.

Skills recognition Knowledge questions Performance tasks Projects Practical assessment

Unit information Unit mapping

Now that you are inside the section, let’'s use Knowledge Questions as an example, you will see
all of the Topics that make up the Section. Click the Topic to expand the internal
components.

i I +3
Componants
: e &
opic 1: ientify legal and ethical obligations . o @ 7 - W You can drag the following components inlo &
o section
Topic 2 Meet legal and ethical chligations S P
# B scenarc o @ mro
Topic 3 Contribute 1o workplscs improvements mg s
L &
4 s u
/

Inside the Topic you will see all of the components. The numbers on the components will
correlate to the question numbers in the LMS. You can expand them by clicking on them to see
the content inside.

To edit the component, click on the pencil icon at the top right of the component.

& , -
’ |- = @ ou can drag tha Sk companen i 8 vecs
e - # “ L
September 2026 Edition 17
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Edify Sections

This will open the text editor where you can make any necessary changes to the text. You can
type in the top text field to edit the text for the Learner or the bottom text field to edit text
for the Trainer.

& Comoonets

@ ¥ou can drag the folicwing components into o section

8 [E scEnamo quESTION B (@ wronox
#

W § = exsar QUESTRON

Now scroll down and you will see a list of check-boxes. You can choose to enable video
recording by checking the box next to Record Videos. You can disable the ability to add
attachments (this is enabled by default) by un-checking the box next to Attach files. You can
also check the box next to the text Hide in Online Variant to disable the question. This will
remove the question for the LMS when the Unit is published in the LMS.

Once you have made all your changes, click Save.

Componerts
&

@ ¥ou cam drag the Tollowieg Componens Into & section

8 @ scevancutstion 8 (D wea no

B § E EsSAY QUESTHIM

Questic 2 we # 0

To learn how to add new content, go to Section Components.

18 September 2026 Edition
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Edify Sections

Creating a New Section
To create a new assessment section, click the yellow box with the + symbol under the

Assessment heading.

Unit Overview < Sections

B Learning resource

Learning resource

.+.
e 0
Online
Mapping Skills recognition Knowledge questions Performance tasks
2 This section has 4 Topics and 16 Questions This section has 4 Tepics and 0 Tasks
o
Media Library - M| a0
Histos . ~
2. Projects Practical assessment
This section has 1 Project This section has 1 Task
Help
%0 L=
(@ Supporting info :
Unit information Unit mapping
. = a5
- | a0

A dialogue box will appear with the 3 options for your new assessment.

Assessment type  Trainer marked - written responses

(® Trainer marked - written responses
(O quiz - multiple choice and true/false

(O Observations - performance-based tasks

CONTINUE

CANCEL

Let's go through what the capabilities of each Assessment Section Type are so you know which
will suit your custom assessment best.

You can find an overview of Section Component Question Types in the Catapult Knowledge
Base by searching An Introduction to Question Types or by clicking here.

IMPORTANT!

Any new sections must be added to the Online Variant
in order to appear in the LMS!

Please refer to the chapter The Online Variant on how
to do this step.

September 2026 Edition 19
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Edify Sections

Trainer marked

This section type is used for assessments that require trainer marking, such as written
responses. Learners can also attach files and record videos (if enabled). All section
components can be enabled in this assessment type. The default components are Info Box,
Scenario, and Essay.

SECTION LABELS SECTION COMPONENTS SECTION MAPPING

Scenario question

Info box

Essay question

Table question

Multiple choice question

Short answer question

Drag and drop into text question

True/False question

Quiz

This Section Type is intended for answer selection assessments. It has the benefit of enabling
auto-marking. Auto-marking is a Section setting where the system automatically marks the
Learner’s responses as Satisfactory or Not Satisfactory. Auto-marking will need to be enabled as
an additional step for this Section in the Online Variant. We will go over this step later.

A Quiz section allows for a variety of marking options such as:
1. Trainer marked and part of the submission cycle

2. Auto-marking and still part of the submission cycle

3. Auto-response, not part of the submission cycle

Only the following Section components can be used with this assessment style:

SECTION LABELS SECTION COMPONENTS SECTION MAPPINGS

Scenario question

Info box

Multiple choice question
Short answer question

Drag and drop into text question

SN

True/False question

20 September 2026 Edition
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Edify Sections

Observations

This section type is for practical assessments. Learners will be asked to demonstrate the
appropriate skills by recording observation notes, attaching additional files, or recording videos
to provide evidence of their task completion. This section includes an observation notes section
as a built-in feature for the trainer to record information about their observation, as well as the
ability to upload their own attachments and videos of the learner completing the task.

For this observation:

UIGCH L EEAEUMGLENGICE Record Video  Attach File(S)

What was done?
How were the tasks performed eg real workplace, simulation, role play
When was it done and over what period of time?

Who observed the tasks being performed?

A

SAVE

As this assessment style is intended to record observable tasks, it does not have the function for
students to type or select answers. Only the following section components can be used:

SECTION LABELS SECTION COMPONENTS SECTION MAPPING

Scenario
Info box
Task

September 2026 Edition 21
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Setting up a New Assessment Section

Once you've selected your Assessment section type, you will need to add a few more details to

set it up.

Firstly, your New Section will need a Title. You can add it in the text box provided. Please note

that Section titles must be unique.

You can also add a Description, which is an overview of the assessment for the learner, and
trainer to understand what will be assessed. Simply click the dropdown menu and select
Custom to add a new description or Boilerplate to choose from the list of pre-existing
boilerplates. A text box will appear where you can add text, links, or images. You can leave this

as None if you do not want to add a description.

o Assessment type  Trainer marked - written responses

Assessment settings

MNone

Assessment objective
\'t Bold « B I [=:]
EviEvEE L o B @R

To provide evidence that you have the

g q

performance criteria and related knowledge evidence.

{{MAPPING}}

SECTION LABELS

O custern component label

Component labe Decimal (1,2, 3,...)

i for the followi

Important!

Section titles and
sub-section titles must be
unique, you cannot use the
same title twice.

You can also check the box next to Needs sub-sections if you wish for your New Section to
have sub-sections. This setup will be similar to how the standard Knowledge questions and
Performance Tasks sections are setup with Topic headings. You can customise the sub-section
headings as you build the assessment.

Once you check the box next to Needs sub-sections, a second checkbox will appear with the text
Automatically make sub-sections from the Units Elements. This will create sub-sections that
are automatically labelled with the Topic heading from Training.gov. We will go into more detail

about sub-sections later.

Title

I Needs sub-sections

[ Automatically make sub-sections from the unit's Elements

Select description
None

22
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Edify Sections

Section labelling

At the bottom of the New Assessment Section setup panel, there is a tab called Section
Labels. You can use this tab to change the default Component label. The default for Trainer
Marked and Quiz is Question. The default for Observations is Task. By default, the system will
label Questions numerically and Tasks with uppercase alphabet. You can adjust these to your
preference using the Component number format.

Please note that the system will not automatically label your assessment components in order
if you have checked the box next to Custom component label as this is intended for use when
assessment components need different labels within the same assessment e.g. Topic 1 has
questions and Topic 2 has Case Studies.

If you selected to use sub-sections, you can also customise this here. The Section prefix is the
label for your sub-sections. The default for Sub-sections is Topic.

6 Assessment type Trainer marked - written responses Assessment settings
Title

Needs sub-sections [J Automatically make sub-sections from the unit's Elements
Select descnption

None -

Assessment objective

9 ¢ ¢ Bold v BB T ==

]
il
ihil
(1]

v
Il

Lo @B @

To provide evidence that you have the essential knowledge required for the following
performance criteria and related knowledge evidence.

((MAPPING}}

p = strong 20 words

SECTION LABELS SECTION COMPONENTS SECTION MAPPING

Section prefix

[J custom component label I

I'.:n-"|_~.-'_::'-'+'!:_ number format

Component label IDecimaI (1,2,3,..) X

-

September 2026 Edition 23
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Edify Sections

Enabling Section Components

The middle tab in the section setup panel is Section Components. You can access it by clicking
the heading. It will bring up a list of all the sections components which can be enabled for your
assessment type. Simply check the box next to the components you wish to enable or disable for
use in your new assessment section. We will go into more detail about each of them in Section

Components.

SECTION COMPONENTS

Scenario guestion

Info box

IEEEEET T

Enabling Section Mapping

The final tab in the section setup panel is Section mapping. In this tab, you can use the
checkboxes to enable or disable any mapping components you will require for your assessment.
We will go into more detail in Unit Mapping.

N LABELS SECTION COMPONENTS I SECTION MAPPING I

[ Elements
Performance Criteria
Knowledge Evidence

[ Performance Evidence

Now, click Save and you will have completed setting up your new assessment section.

Your new section will now appear in Sections at the end of the list. You can rearrange how this
appears in the LMS in the Online Variant, we will go over this in the chapter The Online Variant.

Leaming resource

o0 &
Skilts recognition Knowledge questions Performance tasks

-] g0

Projects Practical assessment New Section

o - -1~ Bn}

Linit mapping
£ o W
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Sub-sections

Sub-sections are a handy way to split up your
assessment into sections. This also means that you can
increase your question count. Each sub-section has a

question limit of 25, and you can add up to 12 Note:

sub-sections. Sub-sections can be split by Topics, Parts or

in whatever way suits your assessment. Topic numbering is
sequential starting at

You will need to enable Sub-sections in the Section number 1 and cannot be

settings when creating your assessment by checking the
box neit to Needs Sug-zections. You can t¥1en choogse to .altered tostartata
check the box next to Automatically make sub-sections different number or be
from the Units Elements if you want the titles for the changed to alphabetical.
Subsections to be auto-generated. You can find more
detailed instructions under Setting up a New
Assessment Section.

If you need to update your new assessment section to include sub-sections, you can do this by
cloning your assessment and checking the box needs subsections. You will then be able to drag
your existing questions into the sub-sections.

Now that you have created your new section with Sub-sections, this is what it will look like if you
have chosen to create custom sub-sections.

Click the + Create Topic button to add your first topic. A text box will appear where you can add
the title. The system default is to use the Section Prefix, Topic. You can change the Section
Prefix in the Section settings. Click Save to continue.

New Topic X

Fs

[ Disabled

v

CANCEL SAVE

Now that you have created your first sub-section, you can start filling it in the same way that you
would a regular assessment section. Just drag over your components from the right-side menu.
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Adding your second sub-section works a little differently. As the assessment is now filling out the
centre panel, there is now a left-side menu which will display your sub-sections. Click the + New
button to add another sub-section.

+ Back 1 Unit Lint

CHCECEQSS Meet legal and ethical obligations in childeer's education and care m
CREiR] = - |
New Section o
5 Topic 1: Topic 1 title e ) B B 2 ‘i‘l.
Tegie1 4 "
B e 8 © wrosox

Repeat the same steps of adding the title and clicking Save. You will then have a second
subsection. You can navigate between them by clicking the heading to open them up, or you
can click the top option All, to view all at once.

New Section
- &
+ CREATE NEW TOPIC
Topic1 o
o
Topic2 (o = =
& Topic 1: Topic 1 title (oasouesions )1 € - >
+ New
[ o
Drag your components here!
i Topic 2: Topic 2 title (omsoveswns |l B #  ~

Drag your components here!

You can disable a sub-section by clicking the Edit pencil icon on the top right of the Topic
header and checking the box next to the word Disabled, then click Save.
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Section cloning
Cloning an existing section creates an exact copy of that section. Cloning a section allows you to
make major changes to the section while retaining the original version.

To clone an existing section, click the icon at the bottom right that looks like two rectangles
stacked together.

« Back 1o Linit List
CHCECEDQSS Meet legal and ethical obligaticns in children's education and care

W Lo

Learning rescurce

Skills recognition Knowledge questions Parformance tasks Projects Practical assessment
Thin section has 4 Tepics wad 16 Quesiicns This secsion hat 4 Tepics and 0 Tas Thia section haa | Prijeet

> % ol 0| ' an @0

Dussbicate ection

Unit information Lnit mapping

This will bring up a pop-up window. You can add the title for the new cloned version of the
section here.

Clone section

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIHI
|iiEIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIl

v

CANCEL SAVE

If you need to created sub-sections for a section you already created that does not have
sub-sections, you can add them by cloning the section and checking the box Needs
Sub-sections. The system will create a copy of the Section with sub-sections. You can then drag
your questions into the sub-sections.

Clone section X

-~

[J Needs sub-sections
w
CANCEL SAVE
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Gradable vs Non-gradable
These are the two types of assessment functions you can have in Edify:

Gradable assessments - These assessments are locked into the submission cycle and can only
be edited by the Learner or trainer one at a time, depending on the unit submission status.
They count towards the Learner’s assessment progression percentage in the unit.

Non-gradable assessments - These assessments can be edited by the Learner or Trainer at any
time and do not count towards the Learner’s assessment progression percentage in the unit.

Most assessment sections are gradable. Any new assessment section that is created will be
gradable.

The default non-gradable sections are Performance tasks and Practical demonstration.

If you want your assessment section to be non-gradable, you will need to use either the
Performance tasks or Practical demonstration section by relabelling the section and add-
ing your own assessment in place of the existing one. You cannot clone these sections to gain
non-gradable functionality.

A gradable Assessment Section will have an icon appear on the bottom left that looks like a
rectangle with a tick on it in the Online Variant as per the screenshot below:

Assessments
defautt dalwil defauit delmdt
Unit home Skills recognition Knowledge questions Performance tasks Projects

This section has 3 Topécs and 16 Questions This section has 3 Topics and 0 Tasks This section has 1 Project

o
(i b =4 (B o
H Assessme._
il Supporting \
il My notes

The Performance tasks and Practical demonstration can be made gradable by clicking the
edit cog on the section in the Assessment tab of the Online Variant and then checking the box
next to the word Gradable and then clicking Save.

i Leaming R..
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Section Components

Section Components are the building blocks of your Assessment Sections. They sit inside your
Assessment Section and have different functions to allow for different question types. You can
access the internal structure of your new assessment section by clicking in the middle of the
Section button.

< Back to Unit List

c- Ed]fy CHCECEOS55 Meet legal and ethical obligations in children's education and care

B
A Unit Overview < Sections
W& Leaming resource

Learning resource

- +
L=
Mopping Skills recognition Knowledge questions Performance tasks
. This section has 4 Topics and 16 Questions This section has 4 Topics and 0 Tasks
e = =
Media Library e Mn| &0
History
Projects Practical assessment New Section
This section has 1 Project This section has 1 Task This section has 2 Mg 0 Questions
Help o] = =
a0 & 0 L e
( Supporting info
Unit information Unit mapping
= o +
&0 & 0

This will open your new assessment, which will look like this:

¢ Back 1o Unit List

=
c- Edlfy CHCECEOS55 Meet legal and ethical obligations in children's education and care

A Unit Overview < New Section E

I'!'l Components

© vou can drag the following components
into a section.

P
I.!J
%: [ SCENARIO QUESTION

# (O inFo Box

Mapping
i = ESSAY QUESTION

Media Library

History

Help

You can now drag and drop your assessment components from the right-side menu to start
building your assessment. If you are missing any components that you need, you can return to
the section editor by clicking the cog on the top right of the screen.
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Essay Components

An Essay component is used for a typical written answer. You will have the top text box where
you can input the question and the bottom text box where you can input the

answer guide for the trainer.

You can format the text using the toolbar at the top of each text box.
If you scroll down, you will see three checkbox options.

Hide in Online Variant — checking this box will mean that the question will not be visible in the
LMS. You would use this if you want to remove the question, but keep the option of reactivating
it later.

Attach files (checked on by default) — this will appear next to the text box in the LMS and will
allow students to upload files along with their answer.

Record videos — Checking this box will allow students to record video evidence within the
system for questions with a demonstrable answer.

9 & # highlight B I B i= i= I o ]

ki
i
il
11

Answer text goes here

CANCEL SAVE
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Once you have finished adding your question, be sure to click Save to save your work.

If you need to access the question to make further edits, you can open it back up by clicking the
pencil icon at the top of the question.

< Back to Unit List

c- Edlfy CHCECEQS55 Meet legal and ethical obligations in children's education and care

CRL
A Unit Overview < MNew Section s
l'l'l Components
Question 1 = .zm - @ You can drag the following components
e i
T into a section
Question text goes here
#° B [B SCENARIO QUESTION
Answer text goes here
[

i (@ iNFo BOX

Drag yeur mappings here!

Mapping

i = ESSAY QUESTION
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Task Components

If you create an Observation-style assessment, Task will replace Essay as your main
assessment component. Task has some different features than Essay, but functions in the same
way in terms of setting up the question. Your top text box will be for task instructions, and the
bottom text box will be for any notes for the trainer.

Performance tasks ~ o

All J'!‘I Components

H Task A ([Unsavedchanges. Task @ You can drag the following components

199G into a section

Topic2 &
6 7 9 # highlight B I =z]

EE=E E=-E = L o # B scenario # (@ INFOBOX
Topic3 @
h B ®

= Topic4 o @ o=

Task instructions i = TAsSK
-+ New

5 2 ¢ # highlight B I B = = E = = = I <

B @

Trainer guide

canceL  [EEEAYS

This section has the built-in feature for Observation notes (shown in the screenshot below)
which will appear in the LMS. It also has Record videos enabled by default.

For this observation:

UTGCRL LW Gl Record Video  Attach File(S)

What was done?
How were the tasks performed eg real workplace, simulation, role play
When was it done and over what period of time?

Who observed the tasks being performed?

A

SAVE
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Scenario Components
Scenario components can be used to group together any other component blocks. It
includes a text box to add any overarching instructions for the components which are grouped

under it. You can change the Child Question Number Format to be numerical or
alphabetical.

To build a Scenario question, drag the Scenario component into the assessment.

Add your text to the text field, choose the Child Question Number Format and then click Save.

New Section . o3
Components
E Qumions e S 0 M © You can drag the following components
Ext into a section.
T
£ Question 2 [UnSavsdchanges scenari -~
i# [E] SCENARID QUESTION
5 ¢ \'/ # highlight B I /| EE EE = = : = T & @ m | 5
- - # (D) INFO BOX
Scenario text
i = ESSAY QUESTION
Decimal (1,2, 3, ...) X

O

Your saved scenario will look like the following image. You can now drag and drop your Child
Questions into the box. You can also drag in pre-filled components from your assessment.

o
.I'B Companents
o W O Von i e [P Tellimng SEmEcoants In1e o section
| ;‘ & sc il @ nro B0
E Wl = =z}
¥ o
i TRuE of
Once the Child Questions have been added, it should look like this:
i Question 2 scerario & M~
Scenario text
1 sharanswer S WM v
2 v /£ WO ~
3 e S W v
Drag your mappings here!
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Info Box Component

The Info Box component is used when you want to add additional instructions to an
assessment without the need for a student response. This can be used in place of a Scenario
to provide overarching instructions without grouping components together. It can also be used
to provide additional information that needs to sit separately from the actual assessment
guestions.

To use the Info Box, drag the Info Box component into the assessment.

There will be a text field where you can add text, images, or attachments. There is no answer
field as this component is not answerable. The Info Box will appear purple to separate it from
any assessment questions.

New Section fed
‘_!‘ Components

Question 1 ey W~ @ You can drag the following compenents info a
o
S section,

Question 2 swearin S W
/- Ei [E] SCENARID QUESTION

Info box Ursaved changes

# (D) INFO BOX E = ESSAY QUESTION

P
=
,
m
i)
[l
]
il
L]
iii
m
hil

L o BH R
2 BB TABLE QUESTION
Information text

Click to download attachment.
i IS MULTIPLE CHOICE QUESTION

i BT SHORT ANSWER QUESTION

# | DRAG AND DROP INTO TEXT QUESTION

caveR: m
B TRUE/FALSE QUESTION

Be sure to click Save. Once saved, it should look similar to the image below.

i Info box infobox [ ~

Information text

Click to download attachment.
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Table Style Components

If you want to add an interactive table to your assessment, then you will need to use the Table
component. Table components have additional functions which allow the table to be interactive
in the LMS, allowing learners to input answers directly into the table.

Firstly, you will need to ensure Table components are enabled in the Section settings.

Once you have added your Table component to the Assessment Section, you can build your
table in the Question text field using the table tool in the toolbar.

& Components

@ fou can drag the following components info & section

& B I FE¥EFIE E T
5 e - jest
0 i
i [ ow E
1 (B e
* # B B-FF3E 3 a8 m
) Bl B-EEIE L 6@

Click the table icon in the toolbar, select the option Table, then click and drag your cursor to
highlight the number of rows and columns you want your table to have. Then release the click.
Your table will appear in the question field.

You can further edit your table with the other options under the table tool to add/remove
columns or rows.

£ Question 3 ([Usssved chianges. e
4 & B I B = =2 = v i = L o @ m . ]
[ =z) > s
[« >
[ N tsent
L [= N B inse ]
Ta ] B Delete row
[ oe B Row prope
£ cutre
U B 1 @ f°F = = Lo @B m
UBE B I BvEE=TE=S iEviE = Lo B®
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You can also edit the cell properties to set a cell as a header. First, highlight the cells you want
to make into headers. Click Cell, then Cell properties.

Question 3 {[UnSked changes )

e @~
5 8 B I Bv-FEF=EE EvI E Lo BER B
- B/ 2 u
g ,—
> E :
= § a
..... e ang
4 # . + B I B+«FFT=E v = L o B @
& H i B I @BvEETEE EviS 2 Lo B @

A pop-up window will appear with a few different options

. Select the drop-down Cell type, then
select Header cell. Click Save.

Cell Properties X
Width Height
25.0185%
Cell type Scope
F—
Cell v I None v
Cell o/ Vertical align
None v
Header cell

Your headers will now appear in bold to indicate that they have the header setting enabled.

E Question 2 (RSadchengERD

rasie ] P
Question text
9 2 ¢ Paageh v B | BvEEE=EE EvEvEE Lo BB O¥ @
Header text Header text Header text Header text
Header text Answer Answer Answer
Header text Answer Answer Answer
i tent (Bef
) & Paragraph El Bz = E = iE = Lo B K ki
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Now that your table is setup, you want to make your table interactive by setting the answer
cells as interactive. To do this, highlight the answer cells and then select the last icon on the
toolbar, which will set them as interactive. You will know that it has worked when the cells
appear shaded green.

Question 2 ( Unsaved changes.. Table [l ~

6 0 & paragaph BI BYEEZTE EviE = Lo Bm % :

] L |
Header text Header text Header text Header text

Header text Answer Answer Answer

Header text Answer Answer Answer

E HEHEBEB #BAERB

You can also add instructional text and any required attachments and images either before or
after your table.

Once the question part is complete, you will notice that there are two text fields for the answer
guide. This is because the system will auto-generate the table for the answer guide if suggest-
ed answers have been added to the interactive cells. As the system will auto-generate the
answer guide table, the two text fields allow you to choose if you want the answer guide text to
sit before or after the table in the answer guide in the LMS. You can add text to both if you wish,
or leave them both blank if you only require the suggested answers provided in the table.

-
@
i ]
T
il
hl
11}
il
~
B
]

-
w
i ]
T
il
il
L]
Bl
-
B
]

R

You will also have the option to enable attachments and videos for table components.

Be sure to click Save once you are done to save your work.
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Once you have clicked Save, your new table question will look something like the image below.
Note how the answer text sits before and after the table and how the answers within the table
have been separated out into the answer guide.

# Question 2

Header text
Header text

Header text

Text before
R

Header text

Header text

Header text

Text after
—

mappings

Table /‘ m ~

Header text Header text Header text
Header text Header text Header text
Answer Answer Answer
Answer Answer Answer
"
Drag your mappings here!
.
Tip!
.

Remember that if the cells aren’t
green, then they are not interactive.
Always check that the cells are green

on any interactive tables before

setting your Unit to Ready.
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Multiple-choice Components

Multiple-choice components require the learner to select from a list of pre-written answer
options. Multiple-choice components can be set as auto-marking, we will go into more depth
on this in Auto-marking.

To create multiple-choice questions, you first need to enable the Multiple-choice component in
the Section settings.

Once you have the Multiple-choice component, drag it into your assessment.
The Multiple-choice component looks a bit different from the previous components we have

gone over so far. The question field works the same, but instead of an answer field, you will see
a + symbol button next to the word Answers.

If you click the + symbol button, a new text field will appear below where you can add your first
answer option. If this is a correct answer, check the checkbox next to the word Correct. Click
the pencil icon to save.

i Question 4 (Unssvedchinges weo [ ~
9 & highlight B I B+-EET=E Evis = Lo AR
Question text
q ¢ & highlight BIlI B-FEFEE E 2 Lo @@
First answer option
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Repeat the previous step until all of your answer options have been added. Ensure that at least

one is marked as correct. Your answers should look similar to the image below. Be sure to click
Save once you have finished creating the question to save your work.

Question 4 ([ Unsaved changes

s b~
= highlight B I B = = = = == = Lo BB
Cuestion text
First answer option
7
Second answer option
Third answer option

Once saved, your Multiple-choice question should look something like the image below. Note

that the correct answers will appear green to indicate they've been marked as correct
responses.

i Question 4 g S W~
Question text

[ a. First answer option

[ c. Third answer option

M
Drag your mappings here!
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True/False Components
True/False components can be used to create questions that the student only needs to indicate
if they are true or false.

To create a True/False question, you will first need to enable the True/False component in the
Section settings.

Once the component has been enabled, drag it into your assessment.

You will notice that the True/False component has a similar look to the Multiple-choice
component.

In the Question text box, you will need to add a lead-in sentence rather than the question
itself. This will be something along the lines of “Indicate whether the following statements are
true or false”.

To add your questions, select the + symbol button below next to the word Answers.

o

A text field will appear below where you can add your question. If the answer is true, check the
box next to the text Click If true. Then click the pencil icon to save.

i Question 5 | UnsséedEhanges w M ~
6 4 Paragraph B I B E EE = = L < B @
Indicate whether the following statements are true or false,
.
Y (e B I BvE =S = = L < B m
cace. [N
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You can repeat this to add as many questions as you like. Be sure to click the pencil icon each

time to save your work. Once you have added all your questions, click Save.

Once saved, your True/False questions will appear as below.

i Question 5

Indicate whether the following statements are true or false

A decade is 10 years.
A millenium is 100 years.

magpings

Drag your mappings here!

Note:

If you need to add more than one
True/False question, the questions
can be combined as per the example
above.

42

TRUE FALSE
@ O
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Short Answer Components

Short Answer components are intended for questions which have an answer of only a few
words, such as a name or a term. The answer will need to have only one correct option, which
the student will need to match in order to be marked correct. They are intended for use with
auto-marking. If the answers vary or require a full sentence response, then the Short Answer
component would not be recommended in this case.

To use a Short Answer component, you will first need to enable the component in the
Section settings.

Once you have the component, drag and drop into your assessment.

Mew Section o
Rk il
Question 1 e S W~ @ You can drag the following components imo a sectian
)
i
Question 2 wes S W~ il B scenamioguestion il (D iNFo sox
ra
Info bo s 0
W = essavouesmion 3 B TABLE QUESTION
GQuestion 3 we 4 W
Hl B MULTIPLE CHOICE QUESTION
Cuestion 4 we S W v
i 35 SHORT ANSWER QUESTION
s w 7
Ouestion 6 (IRGREERGEED o s e « W - i |5 0RAG AND DROR INTO TEXT QUESTION
H (B TRUE/FALSE QUESTION
44 Bl B+-FEEE 4 = Lo @@

R - |

You will notice that this component looks very similar to the last two we have gone over;
Multiple-choice and True/False.

You will add your question text to the text field and then use the answer + symbol button to
add your answer text.

Tip:

Some things to consider...

* Answers should only be one word (or two
words max) because the learner must write
the exact answer, otherwise the system will
not mark it as correct.

* No full stops or punctuation. Capital letters
are OK.

e A word bank can be helpful to provide
suggested answer.
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When you press the + button, a text box will appear below where you can add your answer
text.

Question 6 ([ linsavedchanges

e

Paragraph B I B

What is the capital of Victoria?

"

il
il
1]

Short Answer o

Lo B m

Toxt
Melbourne

C ;.I.:-:-? Inonline vatiant

Click the pencil icon to save. You can only add one answer option for this component to
function correctly. Click Save to save your work. Once saved, it should look something like this:

i Question &

What is the capital of Victoria?

shondnswer W~

Drag your mappings here!
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Drag and Drop Components

Drag and Drop components are used for fill-in-the-gaps style assessments. The most common
one is the table style, where you match text or images, or put words in order. This could also
be a sentence with blank sections which the learner has to fill with words chosen from a word
bank. The Drag and Drop component can be used with auto-marking.

To build a Drag and drop assessment, you first need to enable the component in the Section
settings.

Once enabled, drag the component into the assessment.

— g Comvonens
@ ¥ou can drag B dolowing components inta a section
| e
L E® @
#
/0
i = R
/0
£ 0 -
so - e —
T wm"&‘“ e =
B B-F ¥ = (2] L a8 m & o
-

You will notice that this component looks very similar to the last few we have looked at,
however this one functions quite differently. You will first need to construct your text, leaving
gaps for the blanks to be filled. You can do this by writing a sentence with gaps, using a table
for a matching activity, or any other way you choose.

Once you have added your text, use the + symbol button next to the word Answers to create
your word bank. A text field will appear below where you can add your answers. Click the pencil
icon to save. Repeat this step until you've added all the words in your word bank.

]
]
L}
L
]
[ ]
-
5]
-]
o
B
1]
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Now that you have filled out your Word Bank, you will need to use the Insert Placeholder
button in the toolbar to place where your word bank answers need to be dropped into the
text. To do this, click your cursor where you want the answer to sit and then click the Insert
Placeholder button. This will place a number which is a placeholder for your text. These
numbers correspond to the words in your word bank in the order in which they were added.
They will be placed in numerical order with each click of the button. However, you can choose
where to place them. Once you have added all of your answer placeholders, you can then select
if you want your word bank to sit at the bottom of the question or to the right of the question.

¢ B I B

i = = . 3
Place the types of fruit in the corresponding row:
Berries 3 &
Citrus 1

2

Stone

i
il
1]
iii
i
il
il
-
<
B
2l
<

- Q
Vi
Lemon
7
Peach
— 4
Raspberry
() Ri
O+

SANGE: m

Once you have finished placing all of the words from your word bank, click Save to save your
work. It should then look something like the screenshot below.

i Question 7 Draganddropinta text #° TIJ A
Place the types of fruitin the corresponding row:

Berries

Citrus

Stone

Lemon  Peach = Raspberry
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You can then test the question by dragging the word bank options into the question. If you
click the button Trainer / assessor Answer Guide, then the system will place your word bank

where you have assigned them to sit for a correct response. Click Reset to set the question
back to display the word bank.

# Question 7 Dragand dropimoten. & [J
Place the types of fruit in the corresponding row:

Berries Raspberry

Citrus Lemon

Stone Peach

TRAINER/ ASSESS ANSWER GUIDE RESET

Drag your mappings here!
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Additional features
There are a few additional features that you can add to your assessment to make it more
interactive and engaging. You can access these in the edit toolbar inside any editable section.

Linked Assets

Linked assets are additional resources that you can add to your assessment via a text link to be

downloaded by learners or trainers. This is useful for additions to your assessment, such as style
guides or forms to be filled out. You can link assets to any location where there is a toolbar with
a Media Library button. You can attach any files you like so long as they are less than 100 MB.

Click your cursor where you wan the asset to link and then click the Media library
button.

# Question 8 ((Unsavedchanges. essay I

a3

Lo B@

-
,
m
—
||I|
U]
ihl
1]
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il
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i
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(1]
iii
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This will open the Media library. You can then drag and drop your file in.

Media Library [ oo~
UNIT SPECIFIC COMMON MEDIA ARCHIVED

Search... Q
ALL B IMAGES [@ PDFS <) AUDIOS M VIDEOS ] HTMLBLOCK B® H5P [R OTHER FILES

m = Show 18 » entries Showing 1 to 2 of 2 assets

ID61420 2 Iinstruction manual outll 1]

CLOSE
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Once you have added your file to the Media Library, a text box will appear at the bottom of the
pop-up window. This text box is for your link text which is how your link will appear in your
assessment. You can leave this as is and the system will automatically fill in the text to say Click
to download (your file name), or you can replace this with your own text. Once that is done,
click Insert to link your asset.

MediaLirary

UNIT SPECIFIC COMMON MEDIA ARCHIVED

Search Q,
ALL B IMAGES (@ PDFS «) AUDIOS ®W VIDEOS §] HTMLBLOCK B HSP [ OTHER FILES

m = Show 18 * entries Showing 1 to 2 of 2 assets

-irE .pdf
- W —— 3
-
= |
IDE1420 H linstruction manual outli.. ¢

-

Link text
[Click to download the attachment. % INSERT =

k 10 download the attachment

Your asset will then appear in your assessment as blue link text. Once you save the
assessment question, the link will become active and you will be able to download your
asset by clicking the blue text.

H Question 8 ([Unssved changes ey [ -

P Paragraph B I B

Ll
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il
il
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I Click to download the attachment. I
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Images

Images can also be embedded in your assessment. You can use this to add diagrams or visual
explanations or simply to make your assessment more engaging. You can add images anywhere
in your assessment that has a toolbar with the Image library button.

To add an image, place your cursor where you want the image to be placed. Then click the
Image Library button on the toolbar.

i Question 9 (G changes. ey [J o~
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CAMCEL SAVE

This will bring up a pop-up window for the Image Library. Simply drag and drop your image
file into the Image Library.

Media Library m
UNIT SPECIFIC COMMON MEDIA  ARCHIVED
Search Q
= = Show 18 = enfries Showing 1 to 2 of 2 assets
B .
— T ——r  —
- g T
u -
a8
u process in H )

e — —
— e INSERT =
(50% @® Left (O center (O Right O Inline

Once you have added your image, you can adjust the size with the percentage box at the
bottom of the window. You can also set where you want the image to sit by selecting the
position buttons. Once this is done, click Insert to insert your image.
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Edify Assistant
Edify assistant is an Al tool which you can use to

assist you with writing your assessment. Important!
The Edify Assistant allows you to create Questions The Edify Assistant is a paid
and Answers at the click of a button, based on add-on feature of your existing

specific Elements, Performance Criteria, Knowledge
Evidence, Performance Evidence, and Foundation
Skills of your choice.

Edify subscription.

To build your assessment using Edify Assistant, click on the icon on the right-side menu.

« Bk 1o Unit L

"
CHCECEQS5 Meet legal and ethical obligations in children’s education and care
L

Once you have clicked the Edify Assistant button, the right menu will open up the Edify
Assistant. This is where you can start building your assessment. Firstly, you will need to select
which mapping components your assessment question to relate to.

If you cannot see a Mapping component, click on the cog in the top right-hand corner, and
select mapping components and then click on which components you need.

The Custom Topic field allows you to add additional information to influence the generation
of the question.
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Once you have selected your mapping, scroll down to select the component type you want to
use for your question. Then, finally, select the number of components you want the Edify Assis-
tant to generate and click the Generate button.

The Edify Assistant will then generate components based on your request. You can click on
them to expand and view what has been generated. You can click Regenerate if you want to
generate different options. Click Reset if you want to change your prompt.

L= g (ke

[ &
oo
Guestion 3 we J 0

@ ¥ou can diag the tolowing compunents st & stetion G temove them o they 86 not reevan

Once you are happy with the questions the Edify Assistant has generated, you can drag and
drop them into your assessment.
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Once your question has been added to your assessment, you can refine your question or t
trainer answer further using the Edify Assistant button in the toolbar.

é Edify Assestant
Guestion 10 (8 b sia e @ -
Assistant's Prompt Settings (@
. w

" Selected mappings
i ...'r: Faragraph B I B-F EX

Analyse the ey comporants of the National Quabty Framewerk (NOF) in Acitrake

PCLY EET

I om

Lo

iain bow they envure 1he deinery of high-quatty services = the VET setor

F
O RESET

o the i thery sem not

The National Cuakity Framework (NOF

Standards for Regatered Training Crg,

aining, tharaty enuring that the VET uector can effectively meet the neds of lesrnen snd the brcader Auttrakian ecanamy.

Highlight the text you want to alter, then click the Edify Assistant button. The button will bring
up a list of options for refining your trainer answer.

Bl B-FF¥SI 3 Lo B @

Jricenal Quality Framework (NGF) in Austoalia and sl how they ensure the delssey of bigh-quakty senices in the VET sector.

asharity (ASOA)

ustry. Thite tandards cover arat usch an esiner and siiessor

By recognised and that they align with

ity of the quabfications they offer. This reguiatary aversight i essentul for

wcation and training. theretry ruring that the VET sector can ef

Note:

While the Edify Assistant generates content
based on Unit mapping, your organisation is
responsible for reviewing all Al-generated
questions and answers for accuracy and
compliance before publishing.
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Select the option which suits your needs and a pop-up window will appear where you can
further refine your changes. You can access the other options from the list in the bottom-left
corner. Once you are happy, click Insert and then Save your question.

Exarrine the

cruial robe in enuring that high-quabty senvices.
Training (VET) sectie. Tha NOF i detign
andardh that appy 8 vocasional
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ry o Cuakty Standard [MOSL
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shrvics provickes and the regralatery autherih

¥
tegrty i VET

sansces. By g the
NCIF mnsures that learnars recsive sducaticn and training that meet kigh-quakey benchmarks, thereby
erihanciee thise shills inthe

Ml meras
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Voice-to-text

Voice-to-text allows the User to convert spoken words into written text. This feature can be
used for creating new assessments by speaking instead of typing as a hands-free option for
creating your assessment.

To create your assessment using Voice-to-text, add a new Assessment Component into your
Assessment Section. You will see on the left of the toolbar there is a Microphone icon.

 Queston 9 (RS o W A
Question text

(')f" # Paragraph i B T B === R E = L B @

P span 0 words
Answer lext

a8 #v pngaph v B T |- = = = SvEvEE Lo B @

P O words 4
Visibility
[ Hide in online variant

Wer Pl
B Attach files

O Record videos

CANCEL EDITS -

Click on the microphone icon. Your browser may push a request to allow the use of your
device’s microphone. If this happens, click the Allow button to proceed.

&  Listening...

Transeribed Tegt

CANCEL  \NSERT TEXT

Tip!

We recommend that you use
Google Chrome.
Firefox does not currently
support this feature.
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You are now ready to start using Voice-to-text, simply begin speaking and your internet
browser will convert your speech to text in the pop-up window.

To pause or stop recording, click the microphone icon in the pop-up window.

@ Listening...

Transcribed Text

CANCEL INSERT TEXT

You will notice the text that says Listening next to the microphone icon when recording and

that this text will disappear when it is stopped. You can edit the recorded text by clicking into
the text box and typing with your keyboard.

Once you are happy with the recorded text, click Insert Text to add the text to your question.

$

— Transcribed Text

Recorded text

CANCEL INSERT TEXT

Your text will now appear in your assessment. Please note that you may need to review the

grammar and punctuation of your response. Once you are happy with how it looks, be sure to
click Save at the bottom of the assessment component to save your work.

Voice-to-text is also available on the toolbar for the Trainer Guide.
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Auto-marking
Auto-marking allows certain assessment sections to be automatically marked by the system.

When the learner submits the Unit for marking, trainer feedback is automatically assigned as
either satisfactory or not satisfactory. The trainer will have the option to provide further
feedback as a text response. It is the trainer’s responsibility to send the Unit back to the learner
or to instruct the learner to submit the Units final assessment.

For auto-marking to be used for an assessment section, it must only contain true/false,
Multiple-choice, Drag-and-Drop and/or Short Answer questions. If a component other than these
is used, the auto-marking will not function. It will also only function for Quiz type assessment
sections.

To build an Auto-marking section, add a new section in the Sections tab and select the option
Quiz.

You will see the note in blue that states Important: If you need this section as Auto-marking,
enable the Auto-marking setting on the Online Variant. We will go over how to do this in
Online Variant Chapter under the headings Gradable Auto-marking Section and

Non-gradable Auto-marking Section.

Click Continue.
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The section editor window will appear. Fill out the title and any other settings your would like for
your new sections and click Save.

Then click into the new section.

Sections
W Leamning resource

Learning resource

= +
fe
Skills recognition Performance tasks Projects
This section has 4 Topics and 1 Task This section has 1 Project
el = s
o & 0 %

Mew Section Quiz

This section has 11 Questicns This section has 0 Questicns

oD oD

You will see that the section already has all of the auto-marking compatible assessment
components enabled.

A Unit Overview Juiz e

"!} Components

@ You can drag the following components

o' 2o into a section.

g

#+ | i B scenario quEsTION
Online

| 5

# = MULTIPLE CHOICE QUESTION

Mapping

E |5 DRAG AND DROP INTO TEXT QUESTION

Media Library

# |&4 TRUE/FALSE QUESTION
History

Help

Once you have finished adding the questions to your new Quiz assessment, you must choose
where you want it to sit in the Online Variant.

Firstly you must decide if you want the quiz to count towards the learner’s progress in the Unit
or not by choosing whether to make it gradable or non-gradable.

We will go over how to add these different options in Online Variant Chapter under the
headings Gradable Auto-marking Section and Non-gradable Auto-marking Section.
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Search
The Search function allows you to search for content to be re-used in building your
assessments. Search sits at the top of your assessment sections. This feature must be enabled
in Permissions. It can be used to find and re-use tasks or questions that you have previously
built in the Unit you are working on or in other Units in your Edify library. This can be useful for
Assessments Components that are repeated across Units or if the same outline is required for
multiple sections.

W Uni Ovenview [ lew Sect : I =0 | o
Duestice 1 . s e s Solioweng componerEs g
Sections "
NARID

To use Search, copy the first line of text from the content you want to find and paste it in the
Search Bar. Click the Magnifying Glass icon to search.

® %9 U B

You can expand the search field by clicking the three sliders icon next to the Magnifying glass,
this will bring up a small pop-up that will give you the option of searching in the Current
Resource or All Resources in your Edify library. You can also choose the Search Type from the
dropdown menu. Make your selection and then click Set to save your settings.

Unit Overview lew Section All workplsices mist regulary feview policies and procedures 'x.':-\ e
Search type
& § Bestfields iy
Question 1 [T A | v
ra
I‘" E - A S OUPCH
= Question 2 oo # W 2 ~ Current Resource All Resources
> =
Online i Info box wiotex I e ..
Fa
i Question 3 e S W~ &
Mapping
i Question 4 Mz S W w
Media Library
Question 5 P | v
History
Help £ Question & Short Anawor / m w
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Your search results will appear in the right side menu. You can click on them to expand and see

the content inside.

New Section

Duestion 1

Guestion 2

Ouesticn §

Question

Question 10

Sewch ety 1
i
..... /0
o]
- W
2 e
w 4 o1 -
# | i
-7 L
@ /0
s o

P

Dagaddopmnin S @ v oy

All workplaces. mwst regularly review policies and proceddres to ensere they
= s

£an serdce providers and their staff sccess and use b contribute fo
wents that will ensure comisuing complkance with legal snd ethical

icdentify and list at least 10 information scurces or types of information that will be

Once you have found the component you were looking for, simply drag it into the assessment
where you would like it to sit. The system will automatically re-number it with its new location.

5 that will énsare continuing complance with legal and ethical requeerments?

of different sources inchuding the relevant bodies that oversse childrer’s education and care

Divag your mappings here!

Note:

Scenario sections will have to have their
Child Questions searched separately
and dragged back into the scenario.

You will also need to re-map the
assessment component once added
into the new location.
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Creating a Supporting Info Section

Supporting Information sections are for additional information for the Learner and/or Trainer
to support your assessment. These can be instructional text, your internal mapping document,
additional resources for students to download, or anything else that you need included in your
assessment that doesn’t directly relate to a particular assessment section.

You will find the Supporting Info sections at the bottom of Sections. They are purple-coloured
buttons. To add a new Supporting Info section, click the purple button with the + symbol.

CHCECEOQS5 Meet legal and ethical obligations in children's education and care

R Leaming resource

Leaming resource

Skills recognétion Knowledge questions Performance tazks
Thes sectic Topics and -

Projects Practical assessment
16 Chwstions Thin secsion han 4 Topicy and 1 Task Ths secsion hay § Ersject M sac 1Task

porting info
Unit information Uit mapping
= > +
LM al a0

A pop-up window will open. You will then need to add the title for your new Supporting Info
section.

Then, select the description type you want from the dropdown menu. You can select
Boilerplate to choose from the boilerplate menu or select Custom to add a new description.

New Supporting info section X

Select description

None

b d
I
l Boilerplate .
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Once you have selected Custom, a text box will appear where you can add any text,
attachments, hyperlinks or images you need. You will have the same editing toolbar as you do
for the assessment sections. Once you have finished adding your custom description, click Save.

New Supporting info section X

rF
Title

New Supporting info

Select description
Custom v

Custom description

9 0 ¢ Paragraph v B T B
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p 0 words
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CANCEL SAVE

Once you have clicked Save, your New Supporting Info section will appear as a purple button in
Sections.

Learnil NG resoun (= - ¢
= - -,.,,,-.W.'u.v,,.,,q-.oom-.: & This section has 4 Topica snd 1 Task - : This scotion has 1 Profect w This sosion haa 1 Taak -
-] paD y
Unit information o Unit mapping o New Supporting info o i
Note:
It is important to remember to add any new
sections into the Online Variant so that the
system knows where to place them in the LMS,
otherwise they will not be visible in the LMS.
We will go over how to do this in the next
section.
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Edify Sections

You will see that under Supporting Info in Sections, there is a section called Unit mapping. This
section contains a compilation of mapping from each component in your assessment.

Unit mapging

New Supporting info

To edit the mapping, you will need to add mapping blocks to your questions in your assessment.
(Catapult assessments will have already been mapped, however you can change this if you need

to).

Firstly, you will need to open up one of your assessment sections. Then expand your questions
by clicking on them, You will then see a box at the bottom of the question that says Drag your

mappings here!

Go over to the right side menu and click the button at the top. This will open up the mapping

components.

If you hover over the mapping and press M on your keyboard, this
will expand out the mapping to show more details. Repeat to set
the mapping back to the contracted version.

You can also view a list of all the components that have been
mapped to a particular mapping component by double clicking it.

Tip!
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Drag and drop the corresponding mapping from the right side menu into the box under your
question to map it to the Unit mapping.
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If the mapping you need isn't visible, click the Cog at the top right of the section to access
Section settings, then click the mapping tab and enable the ones you need, then click Save.
They should then appear in the right side menu.

SECTION LABELS SECTION COMPONENTS SECTION MAPPING

Elements

Performance Criteria

Knowledge Evidence

S08Q0]

Performance Evidence

-
|

CANCEL SAVE

Once you have added all the mapping to your assessment, you can view the overview in the Unit
Mapping section to see if you have mapped everything you need to.

Tip!

You can disable the Unit mapping and add your
own mapping document as a new Supporting Info
section. Just be sure to add it to the
Online Variant.
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Inside the Unit mapping section it will look something like the screenshot below.

Unit Overview Unit mapping O
KQ: Knowledge questions KQ P PA | NS
Sections P: Projects

PA: Practical assessment

NS: New Section

Elements and performance criteria

Online
E1 Identify legal and ethical obligations
PC1.1  Identify and access authoritative sources of information Q11 P1 PAJQTO
Mapping
Media Library PC1.2 Correctly interpret sources of information about the legal and ethical requirements that apply to the contemporary work role Q1.4 PA
History PC1.3 Identify the scope and nature of own rights and respensibilities in the job role Q15 PA
Help Sl c2  Meetlegal and ethical obligations
PC21  Adhere to legal and ethical requirements in work practice according to service policies and procedures and scope of role Q21 PA
PC 2.2 Identify potential ethical issues and dilemmas including conflict of interest and discuss with an appropriate person Q22 PA
PC 23 Identify potential or actual situations of non-compliance and report according to service procedures Q23 PA
E3 Contribute to workplace improvements

Any new Assessment Section which has been added and mapped will appear on the right
as an acronym with the full name on the left in the mapping key. Under the acronyms on the
right, the column will contain a list of the Components mapped to each row of the Mapping.

Tip!

If you require assistance with the system
mapping data, contact Catapult. We can assist
with additional mapping needs such as adding

Foundations Skills, splitting mapping lists or
reverting back to Standard state.
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Mapping Review

In addition to checking your mapping by using the Unit Mapping Section, you can also review
your mapping in Mapping on the Main navigation Menu. This is a useful way to see what
guestions you have mapped to each mapping component with all the details in one place.

To review your mapping, click Mapping on the Main Navigation Menu.

Unit Overview < Mc‘::}pmgs

Elements
Sections

o
Performance Criteria (. /}

Fe
Knowledge Evidence -\)

Performance Evidence C i w
#

™
Foundation Skills Q b

Mapping

Media Library

History

Help

This will open up a list of all of the Mapping sections for the Unit. Click on the Mapping section to
expand it. Let’s click on Performance Criteria as an example.

Performance Criteria @ ~

PC1.1
Identify organisational and task requirements relating to style, presentation and storage of documents prior to commencing the task

PC1.2
Clarify purpose and requirements of text with the author/speaker

PC1.3
Record shorthand notes from a dictation source at a minimum speed of 60 words per minute

PC1.4
Clarify meaning and spelling of unusual names or terms to ensure accuracy of the notes

PC1.5
Self-check shorthand notes for accuracy

PC21
Produce text from shorthand notes to at least 98% accuracy

PCc22
Produce text within designated time lines

PC 3.1
Self-check final text for accuracy, spelling, grammar, punctuation and formatting

PC3.2
Revise, format, print, name and store text in accordance with organisational and task requirements

Once you click on the Mapping Section, it will expand to show the related Mapping Components.

To the right of the Mapping Components, you will see the number of Assessment
Components the Mapping Component is mapped to.
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If you click on the number of mapped components, it will bring up a pop-up window with a list
of the mapped Assessment Components.

PC1.1

Identify and access authardative sources of informateon

Knowledge questions
Togpic 1: Identify legal and ethical obligatisns

# Question 1

Projects

i Project 1
Practical assessment

# Practical assessment
New Section

# Question 10

CANCEL

You can then expand it out further by clicking on the Question or Task. Click Cancel at the bot-
tom of the window to close the pop-up window.

PC 1.1

rs
Identify and access authoritative sources of information
w
- rs
Question 1 Essay v
Projects
Project 1 scenario v

Practical assessment

Practical assessment Task A

The practical assessment provides the opportunity for learners to demonstrate their skills, relevant to each unit
of competency. These demonstrations must be observed by the qualified trainer/assessor or a third party who
has had the observation requirements fully explained to them and has signed the third party agreement.

To complete the practical assessment learners must have access to a fully equipped workplace or to a
simulated workplace that replicates an actual workplace. Tasks must be completed to comply with the
standards outlined in the performance criteria and performance evidence for each unit. RTOs should
contextualise the tasks to support consistent and fair assessment process across the organisation and to
accommodate specific learner cohorts and industry frameworks.

This tool provides information to learners about what they must demonstrate. It also provides instructions for
trainer/assessors and enables them and/or a third party to record their impressions of the learner’s
performance.

Click here to download the Practical assessment

CANCEL
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Disabling Unit Mapping

If you do not want to use mapping for your assessment, you can disable the Unit Mapping. You
may wish to disable the Unit mapping to replace it with your own mapping document or remove
it entirely for a non-accredited Unit. The removal of all references to mapping is a three-step
process.

Step 1 - Disable the Unit Mapping by clicking the cog on the bottom right of the Unit Mapping
Section in Sections.

Sections
WE Leamning resource
Learning resource
: +
2
Skills recognition Knowledge questions Performance tasks A Projects
This section has 4 Topecs and 16 Questions This section has 4 Topics and 1 Task This section has 1 Proj
] = o
= D 2 0 &0
Practical assessment New Section Quiz
This sectson has 1 Task This section has 12 Question Ll 8 0 Quws
2 0 om0 oD
(® Supporting info
Unit information Unit mapping New Supparting info
= = = ==
20 [2]o oo

A pop-up window will appear. Check the box next to the word Disabled at the top right of the
window. Then click Save.

Edit Unit mapping section

\
(] Dpisabled

Title T|p|

Gustorn ) You will need to

Custom description alter the Standard Unit
& & pgph v B I @vE T =S mapping title if you
ZviEvEsE Lo B 0 want to add your own

Unit mapping
document. We
suggest changing it to
Unit mapping (standard).

{UNIT:MAPPING}}

-
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Step 2 - You will need to remove all pre-existing mapping from the individual assessment
components by clicking the X at the top of the mapping component.

i Topic 1: Take dictation using shorthand om0/ s -

i Question 1

h By S T -~

Why do organisaticnal requirements relating to style, presentation and storage of documents work practices need 1o be identified?

Step 3 - Click the cog on your Assessment Section to open the Section Editor.

You will see a box in the middle with the title Assessment Objectives. Erase all text in this field
and click Save.

Repeat for all Assessment Sections.

Edit New Section section X
Title D Disabled

New Section

Sele 4 on

None

Assessment objective

a9 \!J' Paragraph & BT /|-

il
[11]]
ihl
]

= v s L ¢ B M@

il

To provide evidence that you have the essential knowledge required for the following
performance criteria and related k led id

o'

{{MAPPING}}

SECTION LABELS SECTION COMPONENTS 3 APPIN
O custom component label
Compoenent number format
Component label Decimal (1,2,3,...) X -

-

All references to Unit mapping should now be removed. If Assessment objectives appear even

though they have been removed, double-check that all mapping has been removed from all
assessment components.
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The Online Variant

Functions of the Online Variant

The Online Variant is where you will setup your
assessment as you want it to appear in the
LMS. It is important to add any new

sections you created to the Online Variant so
the system knows where to place them in the
LMS. There are a number of places where your
new sections can be placed. We will go over all
the parts of the Online Variant and the
different outcomes you can achieve with
customising your assessment display.

The screenshot below gives you an overview of the Online Variant.

« Back to Unit List

C- Ed[fy CHCECEOS5 Meet legal and ethical obligations in children's education and care

B e
A Unit Overview < Unit home o
Unit home
Leaming B About this unit
This unit he perfl . shills and dge required to identify and meet legal and ethical obligations, This
i Assessme Includes the ability to recognise potential and actual examples of non-compliance with regulatory requirements and contribute to the
continuous improvement of practice. -
t % o
Supposting This unit applies to educators wha work to poticies and dures In regulated children’s education and care
services in Australia
£ My notes
Mapging The skills in this unit must be applied in accordance with Commonweaith and State/Territory legislation, Australian standards and
industry codes of practice.
Search
Media Library N caclingi legislat ; 1he time of pubiicat
¥ pational licensing, c or specific q apply 1o this unit at the time of publication
£ Timeline

+ Mew section

Lirasesrg thatimaty

LEARNING

Let's start by looking at each of the Tabs on the Online Navigation Menu.
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Unit Home Tab

The Unit Home tab is the first tab that you will see when you open a Unit in the LMS. On this
page you will see the About this Unit text as well as navigation buttons to access all the
Learning Resource and Assessment.

You can edit the About This Unit text as well as add additional buttons.

To edit the Unit home, click the cog at the top right of the page.

START
LEARNING

This will open up a pop-up window where you can make edits. There are three tabs: About this
Unit, Background and Home Page Buttons. Let's start by looking at About This Unit.

Edit Unit home X

'S

Title
ABOUT THIS UNIT BACKGROUND HOME PAGE BUTTONS
-~
Heading
Content
U Paragraph B I By = = = =
= v s = L o B W

{{UNIT:APPLICATION}}

2 words

[ Hide about this unit

hd
A 4

CANCEL SAVE
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About this Unit

This is where the Application of the Unit is displayed. The text field contains an internal link to
the About This Unit text In the Unit Overview tab on the Main Navigation Menu. You can
copy the text from there and replace the link if you want to make edits, you can override the link

entirely with your own text, or you can add additional instructions and leave the original text
linked.

Once you have made any changes you want, click Save.

Edit Unit home X

-

Title

ABOUT THIS UNIT BACKGROUND HOME PAGE BUTTONS

Heading

Content

4 Paragraph B I =

i
i
v

Inl

L o B @

2 words

[J Hide about this unit

-

v

CANCEL SAVE

Once you have clicked Save, the Unit home tab will update and you will be able to see your
changes.

d actual examples

START
LEARMNING
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Background
Background is where you can edit the Background image of a Unit Home Page. You can change
the image to suit the context of the unit or to make it unique to your customised version. You

can also replace the image with a video.

To update the Background with an Image or video, click the Background tab and then click
either Image or video from the two grey buttons listed.

Edit Unit home X

Title

BEACKGROUND

image

= EX

Select an image Select a video

Choase a file from the media library Choose a file from the media library

The grey buttons will then take you to the Media Library where you can add your image or
video. Add your content and click Insert.

The grey button will then contain a thumbnail of your content. Click Save to apply.

Your content will now appear on the background of the Unit Home page.

Edit Unit home X

Title

BACKGROUND HOME PAGE BUTTONS Important!

If you choose video, About

= .
- o this Unit and Unit Home
E o s s buttons will not be
MR R available.
x j
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Unit Home Buttons
Unit Home Buttons are the navigation buttons that sit on the Unit Home Page. The Unit home

tab contains two buttons; One leads to the Learning Resource and the other leads to the
Assessment tab. In addition to these buttons, you can add your own buttons. The button can
either be a downloadable attachment or it can link to one of your other sections.

To create a custom button, you will need to click the cog on the top right of the Unit home
Tab. This will open the Section Editor. Click the second Tab called Home Page Buttons.

Now click the button Home Page Button +.

Edit Unit home X

Title

ABOUT THIS UNIT BACKGROUND I HOME PAGE BUTTONS I

Home page huttons ﬂ

»

— Learning resource

Learning materials START
LEARNING

— Assessments

Questions and tasks Go to
ASSESSMENTS

-

-
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A second pop-up window will appear. You will Note:
have the option of linking a Section or a File ’
attachment.

The section will need to be added
To link a Section, select the section from the in the Assessment Tab, the
dropdown menu. Supporting Info Tab or the Left

side menu so the LMS has
somewhere for the content to sit.

Linkto J@ Section O File attachment

I Section v I

Minor label Maijor label

[ Disabled

b 4

To link a File Attachment, click the paperclip icon to open the Media library and select your
file.

Linkto (O Section I@ File attachment I
Attachment

Minor label Maijor label

[0 Disabled

o

Now that you have selected your link type, you will need to add your labels.

The Minor label is the smaller text at the top of the button.
The Major label is the larger text on your button.

Each label must contain less than 20 characters.
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Once you have added the labels, click OK on the second pop-up window. Then click Save again
on the first window.

Link to O Section @ File attachment

Attachment

Minor label

Iinstruction manual outline.pdf [ﬂj X

Major label

Click to download Instruction Manual

[J Disabled

CANCEL OK

Your new button will then appear as a purple button on the Unit Home page.

Unit home

Unit home

# Learningr...

i Assessme..

i Supportin...

My notes

i Search

# Timeline

+ New section

About this unit
New text added

This unit describes the perf

skills and ge required to identify and meet legal and ethical b
P | and actual ples of nor pli with regulatory ki

obligations. This includes the ability to recog
i and contribute to the c of p —
This unit applies to ed who work g to established policies and proced, in regulated ducati
and care services in Australia,
The skills in this unit must be applied in o with C: Ith and State/Territory legislation, Australian
ds and industry codes of p
No occupational licensing, certification or specific legislati q apply to this unit at the time of publication.
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Adding Sections to the LMS

There are three places where you can add your New Section into the Online Variant; The
Assessment Tab, the Supporting Info Tab or the Online Navigation Menu. We will go over
how you can add your new sections to each of these places next.

Assessments Tab
The Assessment tab contains your Assessment Sections. You can disable existing sections or
add new Assessment or Supporting Info Sections here to customise your Assessment in the LMS.

Click the Assessments tab to open it up. You will see the standard Catapult assessment sections
will already be active in the tab. To add your new assessment section, click the button with the

+ symbol.
< Back to Unit List
( Edlfy CHCECEOS5 Meet legal and ethical obligations in children's education and care
B3 Trebuchet Training
L ] Unit Overview Assessments fe s
dafauh daf.
Unit home Skills recognition Knowledge questions
Sections This section has 3 Topics and 17 Questions
# Leamningr. o
B e
# Assessme..
Online default
Performance tasks
i Supportin..
This section has 3 Topics and 1 Task +
i My notes
Mapping *

i Search

Media Library

# Timeline

History

Help

+ New section

New section

Section type

Boilerplate l

v

Attachment

New Declaration form

Saved Declaration forms
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The pop-up window will expand. Click the next dropdown box on the list labelled as Choose

One.

Y

Section type
Section -
I Choose one v I

Qverride title
v

CANCEL SAVE

Scroll down until you find the title of your new assessment section, then click on it.

Section -

Choose one

— New Section I l

‘ = Quiz
— Quiz Section

Click Save and your new assessment section will be added.

. 3 Unit Overview Assessments e
. . . defaul B default
Unit home Skills recognition Knowledge questions
Sections This section has 3 Topics and 17 Questions
i Learning r.. P
e o
# Assessme..
Online default ]
. Performance tasks New Section
i Supportin...
This section has 3 Topics and 1 Task This section has 12 Questions
& My notes
Mapping 3 D o Q
i Search
Media Library
+
& Timeline

History

4+ New section

Help

Now that we have looked at how to add your new assessment section to the assessment tab,
there are a few other options you can choose to add in the assessment tab, let's look over those
next.
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Changing the Default Landing Section

The default landing section is the first section that opens when accessing the Assessment Tab
in the LMS. In your Assessment Tab, you may want to change which of the assessments appears
first to prompt learners to complete that Section before moving on to the others. The default is
set to the Knowledge Questions section.

To change the default landing section, click on the Assessment Tab in the Online Variant. Then
click the cog at the top right of the page.

« Back 10 Unit List

-
c- Edlfy CHCECEOQS55 Meet legal and ethical obligations in children's education and care @) MARK AS READY
s e
A Unit Overview < Assessments E
Uit home Skills recognition Knowledge questions Performance tasks
This section has 3 Topics and 17 Questions This section has 3 Topics and 1 Task
¢ r
C o] e
Mew Section
Suppeartin
This section has 12 Questions
My notes ™
Mapping L= os
Search
Media Library
Timeline
History
+ New section

Help

A pop-up window will appear. There will be a dropdown menu with the title Default Landing

Section.

-

Assessments

[ Disabled

Knowledge questions X o

CANCEL SAVE

Click on the dropdown menu and scroll to find the Section you want to be your default landing
section. Select it and click Save.

Edit Assessments X

a

Assessments

[ pisabled

Default landing section
New Section

X -
CANCEL SAVE

Your selected Section will now appear as the landing section in the LMS.
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The Supporting Info Tab contains your Supporting Info Sections. In the Supporting Info Tab, you
can disable existing Supporting Info sections as well as add your own new Supporting Info

sections.

¢ Back 1o Unit List

G Edify

F-3 Unit Overview

B Teebuchet Tra

Supporting info

Unit home Supporting info

ment agreement
i Leamningr.. »

1 ASSESSME,

i Supportin...

My notes
Mapping

i Search

Media Library

i Timeline
History

4 New section

Help

1. Additional information and evi

skills checklist

dence

4. Third party evidence collection agreement

e

CHCECEQS5 Meet legal and ethical obligations in children's education and care

Details about the unit
1. Unit information

2. Unit mapping

@ MARK AS READY

e

If you click on either of the Sections within the Supporting Info Tab, they will open up so you
can access their internal Sections. You can see the internal sections listed on the buttons.

When adding your new Supporting Info section, you can either use the + button or you can
add it within one of the existing sections. The process is the same, you will just need to click into
one of the existing sections to add it there.

Click the + button. A pop-up window will open. Use the dropdown menu and select Section.

You will notice that this pop-up window looks the same as the one for the Assessment tab, it
functions the same and you can use the other options in the same way and have them placed

in Supporting Info in the LMS.

Section type

I Section

Boilerplate

Attachment

New Declaration form

Saved Declaration forms
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Once you have selected Section, the pop-up window will expand. Used the second dropdown
menu Choose one and scroll until you find the title of your new Supporting Info section. Select
it and click Save.

New section

Section type
Section v
Choose one
-~
hd
I — New Supporting info I l

Your new Supporting Info section will appear where you placed it.

< Back to Unit List

C- Edlfy CHCECEQS55 Meet legal and ethical obligations in children’s education and care

B Trebuchet Tr
A Unit Overview Supporting info 7
- = dofault ; - dafault S
Unit home Supporting info Details about the unit New Supporting info
m [ e 1. Additional information and evidence 1. Unit information
et - 2, Assessment agre 2. Unit mapping
ming r
e 3, Foundation skills checkli oo
4. Third party evidence collection agreement &

i Assessme

# Supportin.

i My notes e
Mapping

i Search
Media Library

i Timeline
History

<+ New section
Help
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Disabling existing Supporting Info sections
You can disable an existing Supporting Info section by clicking the cog on the section and
checking the box next to the word Disabled.

If you want to disable an internal section within a section, you will need to click into the
section first by clicking the section button. As an example, we will look at disabling the
Assessment Agreement section.

Firstly, click into the Supporting Info section within the Supporting Info Tab in the Online
Variant.

+ Back 1o Unit List
CHCECEQSS Meet legal and ethical obligations in children's education and care

o unit : New Supparting info

oo

4 New saction

Once you are inside the Supporting Info section, click the cog on the bottom right corner of
the Assessment Agreement section to open up the section settings.

< Back to Unit List

CHCECEOSS5 Meet legal and ethical obligations in children's education and care
R Trebuchet Traie .
Online Suppaerting info Suppaorting info *

Supporting info

Unit home Additional information and ev;den;t;:I Assessment agreement v Foundation skills checklist e Third party evidence collection e
agreement
o st [y Assessmentagreemaent pdf (default) [ FoundationSkilts. plf (defaul) gmmp e,
9 o] o 1] tyAp t.pdf (defaul
£ Assessme. Q
& Supportin...
+
+ New section
Important!
The Additional Information and
Evidences section must remain
enabled for system functionality.
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Once you are inside the section, scroll down until you see the checkbox with the word
Disabled next to it. Click the checkbox and then click Save.

Edit Assessment agreement X

-

In order for you, as the learner, to be judged as competent you must have a satisfactory result
recorded for all assessment activities as directed by the trainer/assessor. If a result of not
satisfactory is recorded for any assessment task, the trainer/assessor will determine whether
additional training and/or assessment is required. You may be required to use the following form,
according to your trainer/assessor's directions, in order to indicate your understanding and
acceptance of the assessment agreement.

Uploadable Form

Content

1
1
il
1]

S \!} Paragraph v B I /B -

EviEvE s Lo B @

The learner and trainer should use this form, together, as follows:
1. The learner should download the {JATTACHMENT}}
2. The learner should fill in the form.
3. Save or scan the completed form and re-upload it as a PDF.
4. The trainer/assessor may then download the form, and add their own signature.
5. The trainer/assessor should then save or scan the completed form and re-upload it as a PDF.

Who can upload form?
Trainer

Learner

[ Trainer only

Disabled

-

The section will now appear faded and with a red tag to signify that it has been Disabled.

Online Supporting info Supporting info

Supporting info default

- Supporting info

Unit home Additional information and evidence L. ) ) )
1. Additional information and evidence

# Leaming r.. O 2 A : :
i Assessme.. 3. Foundation skills checklist
- St " 4. Third party evidence collection agreement
£ My notes
E Search a
I Timeline

-+ New section

The disabled section will also appear crossed-out on the external list view as shown above.

84 September 2026 Edition
Edify V2.0



The Online Variant

Online Navigation Menu

As well as adding Sections to the Assessment Note:

and Supporting Info Tabs, you can also add them

to the Online Navigation Menu as their own Assessments in the Online
Tab. This can be useful if you want to create a Navigation Menu will not be

non-gradaple assessment, like a quiz, or add your counted towards the learner’s
own Learning Resource document. . .
progress in the Unit.

To add a section to the Online Navigation Menu, you will see down the bottom of the menu
there is a button which says + Section.

< Back to Unit List

c— CHCECEQS5 Meet legal and ethical obligations in children's education and care

) MARK AS READY

BB Trebuchet Training ) (SRt
Unit home o
Unit home
7 Leamingh: About this unit
New text added
i Assessme..
This unit describes the perf skills and k ledge required to identify and meet legal and ethical obligations. This
. includes the ability to recognise potential and actual les of non-cc i with ¥ requirements and contribule to the
i Supportin continuous improvement of practice, -
i My notes This unit applies to educators who work according to established policies and procedures in regulated children’s education and care
services in Australia
i Search The skills in this unit must be applied in accordance with Commonwealth and State/Territory legislation, Australian standards and
industry codes of practice.
& Timeline No ocx ional licensing, cer i ion or specific legislath i apply to this unit at the time of publication,

=+ MNew section

START
LEARNING

When you click this button, a pop-up window will open. You will notice that it looks the same and
has the same functions as the + button in the Assessment and Supporting Info tabs. To add a
new section, select Section from the dropdown menu.

Section type

w

Boilerplate l

Attachment

New Declaration form

Saved Declaration forms
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The window will expand, select your new section from the second dropdown menu and click
Save.

Your new section will then appear on the Online Navigation Menu. This is where it will sit in
the LMS.

< Back to Unit List

C- Edlfy CHCECEQS5 Meet legal and ethical obligations in children's education and care

A Unit Overview < New Online Navigation Menu Section « packTosecion £ M

Ethical Obdigations
Unit home Ethical obligaticns, while not legally enforceable, are equally important in guiding the conduct of educators. These obligations focus on the moral responsibilities

towards children, families, and the community.

Sections

Leaming resource The ECA Code of Ethics outlines several key principles, such as respecting the dignity and rights of all children, fostering collaborative partnerships with families,
and committing to continuous professional learning.

ASSESSMents

Principle Description
i Supparting info Respect  Treat all individuals with dignity and value their contributions.
’ Integrity  Act with honesty and uphold ethical standards in all professional activities.
1 My notes grily ¥ P L
— Justice romote faimess and equality in education and care settings

L P f d equality in ed d g
i Search

Media Library Adhering to these ethical principles enhances the trust and respect between educators, families, and children, creating a more harmenious environment
i Timeline

History
& New Online Navigation Me...
Help

+ Mew section

You can re-arrange the position of your new Section Tab on the Online Navigation Menu by
using the grip icon (grid of dots icon) to drag it into the position you wish for it to sit.
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Disabling Tabs on the Online Navigation Menu

Disabling Tabs removes the from the LMS. If you would like to create an assessment only Unit,
you will need to disable the Learning Resource from the Online Navigation Menu in the Online
Variant. The same steps can be applied for disabling any of the Tabs in the Online Navigation

menu.

To disable a Tab, you will first need to click on the Tab to open it. Then click the cog at the top
right of the screen.

+ Back to Unit List
-
c- Edlfy CHCECEOQS5 Meet legal and ethical obligations in children's education and care
I Tt T
& Unit Overview < Learning resource ¢ BACK TO SECTION EI o
Unit home Learning resource ﬁ
# Leamning resource | Topic 1 Topic 2 s
Ass: ents B

Supporting info

My notes
Mapping

Search
Media Library

Timeline

History

Mew Online Navigation Me
Help

+ New section

A pop-up window will appear. Check the box next to the word Disabled. Then click Save.

Edit Learning resource X

Learning resource

Audio

O Trainer only

Disabled

CANCEL SAVE

The tab will then appear blocked out in red with a red icon signifying that it has been disabled.
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Supporting Materials & Features

Along with adding your New Sections to your assessment, there are a few other supporting
materials and features you can add to support your assessment in the Online Variant. We will
go over them next.

Attachment Section

Another section you can add to the assessment tab is an Attachment. Attachments are
downloadable assets that sit within their own Section. This may be used for forms or videos that
are additional to the assessments.

To create an Attachment Section, repeat the steps from the previous instructions to add your
new section, but instead of selecting Section from the dropdown menu, select Attachment.

New section

Section type

Section

Boilerplate

Attachment

New Declaration form

Saved Declaration forms

This will expand the pop-up window with an attachment field. Add a title for your attachment,
then click the paperclip icon to open the Media Library.

Fs
Section type
Attachment -

Attachment X

CANCEL SAVE
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Drag and drop your file into the media library and click Save to insert.

Medis Library

UNIT SPECIFIC COMMON MEDIA  ARCHIVED

Search Q
ALL B IMAGES [@ PDFS « AUDIOS = VIDEOS £] HTMLBLOCK B2 H5P B OTHER FILES
= = Show 1g ~ entries Showing 1 10 2 of 2 assets
-3p8 _paf
P— -
-
DE1420 H linstruetion manual sutli.. 3

Link text
[Click to download the attachment. % INSERT =

Once you have added the title and attachment, click Save.

-~
Section type
Attachment hd
Title
Additional information
Attachment | Instruction manual outline.pdf @J X
v

CANCEL SAVE

Once you have clicked Save, your new attachment will be added to the Assessment Tab.

&  UnitOverview Assessments e
daladt chirf e
Unit home Skills recognition Knowledge questions Performance tasks
This section has 3 Topics and 17 Questions This section has 3 Topics and 1 Task
£ Learning resource o
B & e
H Assessments
New Section Additional information
£ Supporting info
This section has 12 Questions [l tnstruction manual autline.pdf
& My notes
Mapping L oo
+
& Search
Media Library
& Timeline

History

o

£ New Online Navigation Me

Help

+ Mew section
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Uploadable Form

As well as adding a downloadable attachment section, you can also create one where the
attachment can be uploaded within the same section. This can be useful for forms or
checklists.

To add an Uploadable Form, you will firstly need to follow the process for adding an
Attachment Section.

Press the + button in the Tab where you want the attachment section to sit (either Assessment
or Supporting Info).

Unit Overview < Unit home

Unit home
Sections

i Learning resource About this unit

Mew text added
i Assessments
I I This unit describes the performance outcomes,
. legal and ethical obligations. This includes the a
I i Supporting info I non-compliance with requlatory requirements ar

practice.

i My notes
Mapping This unit applies to educators who work accordi

= regulated children’s education and care services +

Search

Media Library The skills in this unit must be applied in accorda

= Tireline I I A lian ds and industry ca
History

Mo occupational licensing, certification or specit
i Mew Online Navigation Me... time of publication

Help

+ New section

Learning materials
START
LEARNING

A pop-up window will appear. Select Attachment from the dropdown menu.

New section

Section type

Section

Boilerplate

Attachment

New Declaration form

Saved Declaration forms
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Add your attachment using the paperclip icon which will take you to the Media Library. Give
your attachment a Title and click Save.

Section type
Attachment

Attachment X

Your new attachment will appear in the tab. Click the cog on the bottom right corner of the
section to open the Section editor.

New Section Additional information
This section has 12 Questions [I]J Instruction manual outline.pdf
[ o Warning: The supporting info section
is not included in the transcript of the £
completed assessments of the
enrolment.

{e]

A pop-up window will appear.
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In the pop-up window you will see a checkbox with the text Uploadable form. Check this box.

Edit Additional information X

-

Title
Additional information

Attachment | Instruction manual outline.pdf @J X
Description
None b

I|:| Uploadable Form I

[ Disabled

[ Trainer only

hd

CANCEL SAVE

The window will then expand. Scroll down and you will see the Content text field and
permissions settings.

Edit Additional information X

Additional information

Attachment | Instruction manual cutline.pdf i\._:, X

None >

Upl

Content

Paragraph « B I By E = E

&

1
iii
Tl
i~
~
e
3]
2
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Inside the text field, you will need to add some instructions for uploading the attachment. This
text MUST contain the exact text {{ATTACHMENT}} in order for the system to create an
uploadable box for the included attachment. The tag will appear in the final text as the word
“form”. You can adjust the other text to suit your needs.

Once the text has been added, you will need to select who can upload the form. You can check
the box next to Trainer or Learner or both.

Once you have done this, click Save.

Edit Additional information X

Additional information

Attachment | Instruction manual outline.pdf ﬂ X

None

Uploadable Form

Content

<_) £ \!- Paragraph - B 1 E

M
|11}
il
I

L < BEH &

Iiil

Please download the [{ATTACHMENT)}, fill it out, and re-upload the completed PDF.

Wwho can upload form?
Trainer

Learner

[J Disabled
[ Trainer anly

Once you have clicked Save, you can click into your attachment and it should look something
like the screenshot below. You can download the attachment by clicking the word “form”.

Online | Assessments | Additional information

oo
Additional information
Unit home FDE Eorm

Please download the form, fill it out, and re-upload the completed PDF.
Learning resource

Drag and drop files
£ Assessments of bfcas yOur complter (max 100 ME)
Supporting info

My notes
Search
Timeline

New Online Navigation Me.

+ Mew section
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Declaration Form

Another Section type you can add in the Online Variant is a Declaration form. This builds a
checklist of items that the Learner must agree to using checkboxes. The intention of a
Declaration form is to confirm learners have read, understood, and agree to follow the academic
honesty guidelines.

To build a Declaration form, click the + symbol and select New Declaration form from the
drop-down menu.

-

Sectlion type

Section
Boilerplate

Attachment

New Declaration form

-

Saved Declaration forms l

The pop-up window will expand. You will need to add a Title and the Declaration Intro text in
the text box.

New section

‘

Section lype
New Declaration form -

Title

Declaration Intro
4 H" Paragraph v B I /| -

Fi= v E = L <o @R m

1
i
ihl
i

iii

Declaration items °

[[] save Declaration Form to be used again
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Click the Declaration items + button to add items to your declaration. A pop-up window will
appear where you can add your text. Click OK to save the Declaration item. Click the
Declaration items + button again to add more items. Each item must be added individually.

Tem
| have properly acknowledge all my sources

Once you have added your items, click Save to save your Declaration. You can check the box
next to Save Declaration Form to be Used Again to save the form to use in future custom
assessments.

Edit Student declaration

Title
Student declaration

Declaration Intro

G t!i Paragraph « B I m" = =E =EE

EviEvE 2 L o @

| declr that- Important!

| | All checkboxes must be selected

ot 0 P for the form to be submitted. Only

Al workis my own | add checkboxes you want to be
o > @ checked.

I have properly acknowledge all my sources
(3 ;S g

All information | have provided is true

ID Save Declaration Form to be used again I

[0 Disabled

September 2026 Edition 95
Edify V2.0




The Online Variant

Once saved, you can click into your new Declaration section to see how it will appear in the
LMS.

| declare that -

D All work is my own

| have properly aknowledged all my sources

D All information | have provided is true
[] 1 have not previously submitted this work

| have followed all rules and policies

You can access and edit your saved declaration forms from the main Edify menu. Go to
Administration and select Declaration Forms from the dropdown menu.

+ Noew

o] —
e [
= [
=

=3
= [
=
=
=
= [

==
= [

A new window will open with a list of your Declaration Forms. You can also create a new
Declaration Form from this window.

To edit an existing Declaration Form, click the Actions button next to the form you wish to edit
and then select Edit from the dropdown menu.

Saved Declaration Forms = n ,,,,, - Dor .,

You can then make the necessary changes to your Declaration Form, then click Save.
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Gradable Auto-marking Section
A Gradable Auto-marking Section counts towards completion percentage. The Section will be
automatically marked as Satisfactory or Non-satisfactory by the system.

To create a gradable auto-marking section, you will need to add your new Quiz Assessment
Section to the Assessment Tab in the Online Variant.

important

a

Section

The Assessment Section

oo ) must have been built
using the Quiz Section
Override titl type for Auto-marking to
function.

After adding your new Quiz section to the Assessment Tab, click the cog on the bottom right of
the section.

Quiz
This section has 1 Question

o ®)

This will open up a pop-up window. You will see a checkbox with the text Auto-marking next to
it. Check the box and click Save.

Quiz

CANCEL SAVE

The Auto-marking symbol, which looks like three lines and a tick in green, as shown in the
screenshot below. This signifies that your new section is now set as an Auto-marking section.

Quiz
This section has 1 Question

DI 11 R o
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Non-gradable Auto-marking Section
A Non-gradable Auto-marking section does not count towards the completion percentage. It
will be automatically marked as Satisfactory or Non-satisfactory by the system.

For a non-gradable auto-marking section, you will need to add the Quiz Assessment Section to
the Online Navigation Menu.

If an auto-marking assessment section is non-gradable, it will be set as a Check Your Responses
type assessment. A Check Your Response type assessment is designed for the learner to check
their knowledge with a series of questions; the system provides an instant response to the
learner.

Note:

Only one auto-marking section
can be added to the side
Navigation menu.

To create a non-gradable Auto-marking section, add the section to the Online Navigation Menu
in the Online Variant using the + New Section button. Select Section from the first drop-down
menu and then select your New quiz section from the second dropdown menu.

Once you have added your section, use the Grip icon (rectangle of dots to the left of the title) to
drag it into the position where you would like it to sit.

You will see that it already has the Auto-marking symbol signifying that the section is
Auto-marking.

Unit Overview ¢ Quiz Section = « packTosecTion £ W

Unit home
Question 1

Learning resource
Which of the following is considered an authoritative source of information in a workplace setting?

i Assessments [C] a. Acolleague’s blog post
Suppeorting info b. The company’s internal policy documents
My notes [ e & social media post
Mapping
[[] d. A conversation with a co-worker
Search
Media Library
Timeline
History
£ New Online Navigation Me Question 2
Help
1 Quiz Section How can an employee constructively contribute to workplace improvements?
[] a. By criticising colleagues without offering solutions
+ Mew section I
[[] b. By ignoring feedback from team members
g constructive feedback and suggestions
'] d. By working in isolation and not communicating with others
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Trainer Only Section
A Trainer Only section is a Section that can only be viewed by an Admin or Trainer User in the
LMS. Trainer Only Sections will be hidden from the view of Learners.

A Trainer Only section can be set via the Edit settings cog on the section in the Online Variant.
This setting will only be available for Supporting Info sections, but can be applied in the
Assessment or Supporting Info tabs.

To make a section Trainer Only, click the cog on the section to open the Edit panel.

Unit Overview ¢ Supporting info e
default - . def it 5 -
Unit home Supporting info Details about the unit Mew Supporting info
1. Additienal information and evidence 1. Unit information
i Leamning resource Sl bppng i
£ Assessments e
i Supporting info
& My notes Student declaration Trainer Instructions
Mapping +
t Search o ﬁ EE
Media Library
£ Timeline

History

: Mew Online Navigation Me
Help

£ Quiz Section

<+ MNew section

Once the Edit panel opens, scroll down until you see a checkbox next to the words Trainer
Only. Check this box and click Save.

Edit Trainer Instructions X

a

Choose one

Trainer Instructions X -

Override title

[ Disabled

Trainer only
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A symbol will now appear on the section indicating that it has been set as Trainer Only.

*

100

Unit Overview

Sections

Mapping

Media Library

History

Help

Supporting info

Unit home
LL’HTH!I’I‘; resource
i Assessments
# Supporting info
E My notes
Search

: Timeline

# Mew Online Navigation M

Quiz Section

=+ New section

Supporting info Details about the unit
1. Additional information and evidence 1. Unit information
e R 2. Unit mapping

3. Foundation skills checklist
4. Third party evidence collection agreement

0
Student declaration Trainer Instructions
&
o

le,

New Supporting info

o<
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Reviewing and Publishing

Finalising your Unit

Now that you have finished building your
assessment, there are a few more steps before
your new custom Unit can be published in the
LMS. Firstly, you will need to mark your Unit as
Ready.

Marking a Unit as Ready

Once you have completed your assessment and
you are ready to review it in the LMS, you will need ’L

to mark it as Ready.

To do this, click the Mark as Ready button at the

top right of the screen.

« Back 10 Unit List

>

il

ot

. ¢

CHCECEQSS5 Meet legal and ethical obligations in children's education and care
Unit home: 0
Unilt hoeme
Leamning resource About this unit
New text added
Assesaments
This unit describes the p . shkilis and quired 1o Identify and meet legal and ethical h
I This includes the abidity to recognise potential and Betisal examples of non-complance with regulatory
Supparting 1 contiibie 16 the continueus improvernent of practice
Wt This 10 educalors who work according 1o established policies and procedures in requlated childrers
educ are services in Australia,
Search The skilfs in this unit must be appiied in sccordance with Commanwealth and State/Territory legislation, Austraban
standards and ir ¥ codes of practice.
Tine! N oecupationsl licensing, certification ar specifie legislative requirements apply bo this unit a1 the time of publication
New Online Navigation Me.
Oulz Section . [rec—
START = so—
+ New section LEARNING i —

When setting the Unit to Ready, you will see a text box, in this box you must type instructions
or comments to the Catapult team. This should include any changes you have made to a
standard Unit and specifications about whether you want the update to be pushed to all
students (a Minor updated) or only to new enrolments (a Major update).

Mark as Ready

Are you sure you want to Mark as Ready? i
Comments
Once Catapult has reviewed your unit, it will be marked as 'Published’ and added to your
library in Catapult LMS.
Are you sure you want to Mark as Ready?
YES -

102

Note:

Minor updates can only be updated
for minor corrections such as spelling
errors or typos. All other changes will
need to be pushed as a Major update.

For more information go to:
Major vs Minor Changes on the
Catapult Knowledge Base.
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The Catapult Review Process

Once you have marked the Unit as Ready, the Catapult team will review your changes to ensure
that everything will function correctly in the LMS. The Catapult team may contact you and set the
Unit back to the draft state for you to update if any errors are found.

Common errors include: Note:
+ Forgetting to set table cells as interactive.
+ Forgetting to add new sections to the

Online Variant. The turnaround time for this is
. Adding a Scenario with no Child typically within one hour of the
Questions. Unit being set to Ready for it to
+ Adding a new question and forgetting to be added to your LMS library for

add content. you to review.

Always check your Unit for any errors before setting it to ready to avoid delays with the review
process.

If you have made a minor change, but have not requested that the update be pushed as a
minor when possible, the Catapult Team may email you to confirm if you would like the update
to be a major or minor. When requested for a minor update, the Catapult Team will endeavour
to push the update as a minor update, however, please note that there may be systems
restrictions which prevent this. The Catapult team will email you if this is the case.

Errors that the Catapult team will not flag:

+ Spelling errors.

+ Grammatical errors.

+ Broken hyperlinks.

+ Broken attachments.

+ Low-quality images.

« Formatting (unless it affects the functionality of your assessment).

The content of the assessment is the responsibility of your organisation, the Catapult team will
only assist with the functionality of your assessment. We recommend using the Clear

Formatting button in the tool bar (pictured below) or pasting using Ctrl/ Shift/V when pasting
into the system to avoid bringing in any unwanted formatting.

i Question 1 ((Unsavedchanges. 44 esay [0 A

juestion text

L) & p Paragraph « B I ®m
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Requesting a Unit to be set back to Draft

If you need to make adjustments to the Unit after it has been marked as Ready in Edify, you can
request for the Unit to be set back to draft by clicking the Set to Draft button. You will find it in
the top right of the screen where the Mark as Ready button was previously. You can also find it
on the Units list view under the Actions drop down back out in the Edify Main Menu.

< Back 10 Unit List

2

About this unit

Hew text added

START
LEARNING

A pop-up window will appear where you can confirm that you would like the Unit set back to
draft. Click Yes to proceed.

Fs

Are you sure you want to Set to draft?

If you would like to edit this unit, you can make an automated request to the Catapult
Publishing Team.

A notification will be sent to the Catapult Team who will then set the Unit back to the draft state
for you. Your screen will say Set to Draft (Sent). If it doesn't, refresh your page before trying
again. You will receive an email notification when the Unit is ready to edit.

START
LEARNING
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Reviewing a Unit in the LMS

Once Catapult have reviewed your Unit in Edify, they will send it to your LMS library for you
to review. You should receive an email to the account linked to your Edify User profile letting
you know that the Unit is ready for you to review in the LMS. You can click the link in the email
which will take you to the Unit in your LMS library.

If for some reason you have not received the email, you can also view and access any pending
Units from you LMS library as shown in the screenshot below. Click on Administration, then
select Library from the drop-down menu.

Trebuchet Training S Enrclments Users ¥ Administration ¥ Catalogue Logged in as John Smith v

What would you like to do?

y W A ] ;* I‘." “!

I* y | s

=+ Add a trainer =+ Add a learner

At A Glance Enrolment Stats

learners have not accessed their enrolments
for at least 3 days @

0 submitted enrolments need marking 0 active enrolments past due dates
0 enrolments without trainers ‘ 0 enrolments were recently marked Completed

Once you are in the library, you will see an orange button stating the number of Units pending
your review. Click the Units Pending Review button to view the Units.

0 learners with enrolments have never
accessed the LMS

Trebuchet Training  # Enrolments Users ¥ Administration W Catalogue Logged in as John Smith v

Library

Filter criteria

Unit code
[ Active
Code Title Price Active Toggle Active
BSBWHS211 Contribute to the health and safety of self and others 0.0 True o
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Once you have clicked the Units Pending Review button, a new page will open up with a list of

Units that are pending your review. To review the Unit, click the Review button at the end of the
row.

Trebuchet Training & Enrolments Users ¥ Administration W Catalogue

Logged in as John Smith v

Pending review units

Code Title Price

CHCLLNDO1

Respond to client language, literacy and numeracy needs

A new window will open with your Units for you to review. Check that everything is looking as it
should and make any notes of things which need to be amended. Once you have reviewed the
Unit you can click one of the two buttons at the top right of the screen to either Approve the

Unit to be published in your LMS or Reject it to make further changes. We will go into further
detail about what each of these options mean next.
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Approve vs Reject
When reviewing a Unit in the LMS you will have two options; Approve or Reject.

Approve Reject
Your Unit will be published by Your Unit will be set back to
the Catapult team and sent draft for further changes by
Live and ready for your organisation.
enrolments.

 Approve X Reject

Back to BSBCMM412

unit list Lead difficult conversations

B Learning resource

About this unit

[ Assessments This unit describes the skills and knowledge required to prepare, facilitate and lead difficult
conversations.

B Supporting info The unit applies to individuals who may work as managers and leaders, and are required to

lead difficult conversations in the workplace. They contribute well developed verbal and

Q search relationship building skills in having difficult conversations.
B Student No licensing, legislative or certification requirements apply to this unit at the time of
acknowledgement publication.
Laaming matarials Questions and tasks
START Go to !
LEARNING > ASSESSMENTS >
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Approve

To approve the Unit, click the green Approve button at the top right of the screen. Ensure that
you are happy with how everything looks and that everything is spelled and worded correctly
and all hyperlinks and attachments are functioning as they should. Ensure that learners have
adequate information to answer their assessment and that trainer answers are correct. Once
you are certain everything is correct, click Approve.

" Approve X Reject

Back to BSBCMM412

unit list Lead difficult conversations

# Unit home

E Learning resource . _
About this unit

& Assessments This unit describes the skills and knowledge required to prepare, facilitate and lead difficult b
conversations

B Supporting info The unit applies to individuals who may work as managers and leaders, and are required to

O Séarct lead difficult conversations in the workplace. They contribute well developed verbal and

et relationship bullding skills in having difficult conversations
No licensing, legislative or certification requirements apply to this unit at the time of
publication.
B —_—
AT y Questiona and lasks J

START Goto Y
LEARNING > ASSESSMENTS >

Once you have clicked the button, a pop-up window will appear asking you to confirm that you
wish to approve the Unit. You do not need to add any comments to the box. If you have any
changes that need to be made, then do not proceed with approval. Click Reject instead. If you
forgot to check something, you can select the Not Now button, if you are ready to approve
the Unit then click Yes, approve now. The Catapult team will receive an email notifying us that
you have approved the Unit and we will proceed to publish the Unit on your behalf.

Approve BSBCMM412 X

You are about to approve this unit. It will be sent back to the Catapult/smallprint team, and final
arrangements will be made to put it live.

Are you ready to approve this unit now?

+ Yes, approve it now
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Once you have submitted your approval of the Unit, you will be taken back to your pending Units
list and you will see that the Unit status has changes from Review to Pending approval. This
indicates that the Unit is now with the Catapult Team awaiting publishing.

Trebuchet Training @& Enrolments Users ¥ Administration W Catalogue Logged in as John Smith DY

Unit CHCLLNOO1 v1.0 successfully approved!

Pending review units

Code Title

Price

CHCLLNOO1 Respond to client language, literacy and numeracy needs 0.0

Note:

The Catapult team will endeavour to
publish your Unit as soon as possible, but
this may take up to an hour or until the
next morning if the Unit was approved at
the end of the day or outside of business
hours.
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Reject
If while reviewing your Unit in the LMS you have found that the Unit needs changes made, use
the Reject button.

Back to BSBCMM412

unit list Lead difficult conversations

A Unit home

B Learning resource

About this unit

& Assessments This unit describes the skills and knowledge required to prepare, facilitate and lead difficult b
conversations.

§ Supporting info = . wesiea .
] L The unit applies to individuals who may work as managers and leaders, and are required to

lead difficult conversations in the workplace. They contribute well developed verbal and
relationship building skills in having difficult conversations.

Q, Search

No licensing, legislative or certification requirements apply to this unit at the time of
publication.

earming materisk Questions and tasks
START Goto
LEARNING > ASSESSMENTS >

e

When you click the button, a pop-up window will appear. There is a text field where you can
make any feedback notes regarding what needs to be changed to finalise the Unit. Once you
have added your changes to the text box, click the button Yes, Reject it. The Unit will then
disappear from your list of pending Units in your LMS library. The Catapult team will then receive
an email and will set the Unit back to draft for you to make the necessary changes. Once you

set the Unit back to ready in Edify, the review process will being again and the Unit will be added
back to your library for review.

110

Reject BSBCMM412

You are about to reject this unit. The unit and your comments will be sent back to
Catapult/smallprint for review.

Are you sure you want to reject this unit?

W X Yes, reject it
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Finalisation Checklists

Before you set your Unit to Ready

* New Sections - Have | added every new section created in the Sections tab into the Online
Variant?

* Interactive Tables - Are the interactive cells shaded green? (If they aren’t green, they
aren't interactive.)

* Scenario Questions - Does every Scenario component have at least one Child Question?

* New Questions - Have | accidentally left any blank questions in the assessment?

* Formatting - Have | formatted everything as | want it to appear in the LMS?

* Trainer Only View - If | created a Trainer Only section, have | confirmed the Trainer only
symbol is visible on that section?

* Publishing Instructions - When | click Mark as Ready, have | clearly stated in the

comments whether this should be a Minor (typos/spelling) or Major (new content) update?

Before Approving your Unit in the LMS
+ Have | checked that all hyperlinks, images, and linked assets are functioning correctly?
« Have | checked that the trainer answers haven't been accidentally added to the question?
+ Have | checked that all tables are formatted correctly and answers are appearing as they

should?
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Glossary

Glossary
This glossary describes the terms used by the Edify system.

A

About this Unit (Unit Information)

The unit application.

For Nationally Recognised Training (NRT) Units, the About this Unit content is a copy of the Units
Application from training.gov.au. It appears on the Unit Overview page of a Unit. This data can
be edited by the Catapult team.

In the Online Variant of a Unit, the About this Unit content appears on the Unit home page. The
content is formatted as {{Unit::APPLICATION}}. The heading and content can be changed in the
Edit Section settings of the Online Variant.

Additional Information and Evidence (Section)
A default Supporting Info Section that may be used in the LMS by Trainers and Learners to up-
load additional information and evidence.

Administration Menu (System Feature)
The drop-down menu that sits at the top of your home page in Edify. Here you can access ad-
ministrative tools, including:

. Organisation
. Users
. Boilerplate

Application (Unit Information)

Unit information imported directly from training.gov.au.

A brief description of the Unit content, how the Unit is applied and any licensing, legislative,
regulatory or certification requirements that apply to the Unit.

Used in the About this Unit content and in the Unit information Section.

Archived (Status)

A category in the Media Library used to designate Assets that have been replaced or should
no-longer be used.

Assets that have been set as Archived are unable to be inserted into Units.

All pre-existing links to an Archived Asset will continue to function in Edify and the LMS.

Assessment Agreement (Section)

A default Supporting Info Section used to provide a form for the Learner to download, fill out
and re-upload into the Unit. Used by the Learner to indicate their understanding and acceptance
of the assessment process.

Assessment Conditions (Unit Information)
Imported directly from training.gov.au for all NRT Units. Refers to the mandatory conditions,
methods, contexts and resources required for assessment.
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Assessment Objective (System Feature)

Descriptive text that appears as expandable/collapsible content above every assessment item
within a Section.

By default, this content informs the Learner and Trainer which Mapping Components are
mapped to a particular Question or Task.

Assessments (Page)

The Section in a Units Online Variant used to group Assessment Sections together.

All of the default Assessment Sections will appear on the Online Variant Assessment page unless
disabled.

User-created Assessment Sections must be added to the Online Variant page by the User.

Assessment Section (Section)

A Section created to contain Component Blocks to build an assessment.

Can be one of three Assessment Section Types; Trainer Marked, Quiz or Observations.
Standard Catapult Assessment Sections are enabled by default in the Online Variant, New
Assessment Sections will need to be added to the Online Variant.

Also refer to Trainer Marked, Quiz, Observation and Default Assessment Sections.

Asset

A file uploaded to the Media Library.

Assets can be linked in content areas such as Assessment Sections or Supporting Info Sections.
Can include the following file types:

Images - .gif .jpeg .jpg .png .svg .svgz .webp

PDFs - .pdf

Audio - .flac.m4a .m4b .mp3 .mp4 .0ga .wma

Video - .3g2 .3gp .avi .flv . m2v. .m4v .mov .mpeg .mpg .0gg .0ogv .wav .webm .wmv

Other Files - .csv .doc .docx .dot .dotx .html .ppsx .ppt .pptx .rtf .txt .xlIs .xIsb .xIsx .xlIt .xItx .zip

Auto-marking (Setting)

An option for Quiz type Assessment Sections that can be enabled/ disabled when editing the
Section in the Online Variant.

Auto-marking is designed to be used in the LMS where the system automatically marks the
Learner’s responses as Satisfactory or Not Satisfactory.

Auto-marking can not be enabled for standard Catapult sections or non-Quiz Assessment
Sections.

Also refer to Quiz.
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Boilerplate (Component)

A standardised piece of content that can be repeated across multiple Units. For example, an
Assessment Agreement.

A list of all Boilerplate content available to an Organisation can be accessed through the
Administration menu. New Boilerplate content can be added through this page.

Boilerplate can be used in the description of a Section. This functions as the introductory text to
an Assessment Section or as its own page of content for a Supporting Info Section.

Boilerplates can be set to be used in only NRT Units, Non-NRT Units, or both types of Units.
They contain:

. A title—a label used to distinguish the Boilerplate in Edify, it does not appear in the LMS
. Introduction text—visible above the show more/less link in the LMS
. Main body text—visible after clicking the show more link in the LMS

Also refer to Administration menu.

Button (Component)
An interactive feature that, when clicked, will link to an internal section.
Also refer to Home Page Buttons.

C

Certify

The most recent Catapult standard product version.

Includes Skills Recognition, Knowledge Questions and Practical Assessment as standard
Sections.

Some units may contain a project section.

Also refer to Product Version.

Child Question (System Feature)
The Question Component Blocks grouped together under a Scenario Question.
Also refer to Scenario.

Child Question Number Format (System Feature)

The property of a Scenario that determines the numbering format/ style.
All Child question in a Scenario will follow this numbering format.

The number format can be set as:

. Decimal (1, 2, 3, ...) (default)

. Upper Alpha (A, B, C, ...)

. Lower Alpha (a, b, ¢, ...)

Functions similarly to Component number format in Sections.

Also refer to Scenario.

Code (Unit Information)

The code used to identify a Unit. For example, CHCECEO53.

Codes must be unique, however units may use the same Code in the same Organisation by
using unique Edition Codes.
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Common Media (Section)

Media Library Assets that can be used in any Organisation.

In the Media Library, Assets can be moved from the Unit Specific category to the Common Media
category. Assets cannot be moved from Common Media to Unit Specific—they must be
re-uploaded as a Unit Specific Asset.

Assets in the Common Media tab can be Archived.

Also refer to Media Library.

Component Blocks (Component)

Component Blocks are the Questions or Tasks used within an Assessment Section. Also known
as Section Components.

The types of Component Blocks include:

. Scenarios

. Essay Questions

. Table Questions

. Multiple-choice Questions
. Short Answer Questions

. True/False Questions

. Tasks

Mapping Components can be mapped against each individual Component Block added to an
Assessment Section.
Also refer to Assessment Section.

Component Label (Setting)

The label applied to a set of Questions or Tasks inside a Section. This can be edited by the User.
For Trainer marked or Auto-marking Assessment Sections, the default Component label is
Question.

For Observation Assessment Sections, the default Component label is Task.

Component Number Format (Setting)

The property of an Assessment Section that sets the numbering format/ style.
All Questions or Tasks in a Section follow the Component number format.
The number format can be set as:

. Decimal (1, 2, 3, ...) (default)

. Upper Alpha (A, B, C, ...)

. Lower Alpha (a, b, ¢, ...)

Enabling the Custom component label option overrides this setting.

Custom Component Label (Setting)

The property of an Assessment Section that allows individual labels to be applied to Questions
or Tasks.

If enabled, all new or edited Questions or Tasks will require a custom label.
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Default Assessment Sections (Section)

Assessment Sections that have been created by the Catapult Team and are enabled by default.
Includes Skills Recognition, Knowledge Questions, Performance Tasks, Projects and
Multiple-choice (disabled) Practical Demonstration.

These Sections are enabled by default. They can be disabled, cloned, edited or overwritten.
These Sections are enabled by default in the Online Variant.

Also refer to Multiple-choice.

Delete (Action)

An action used to remove part of a Unit or a User from the system.
Deleted Sections cannot be recovered.

Deleted Components can be found in Trash items.

Deleted Users can be recovered by contacting the Catapult Team.
Also refer to Trash items.

Description

Descriptive text that appears on the landing page of an Assessment Section. Used to provide
instruction to the learner or trainer.

Can contain asset links and/or images.

Can be set to:

. None (not advised as the learner and trainer should be given some explanatory text for
every assessment section)

. Custom

. Boilerplate

Disabled (Status)

An option present for all Section types. This prevents the Section from being used in the Online
Variant of the Unit.

If disabled in the Sections, the Section will not appear at all in the Online Variant.

If disabled in the Online Variant, the Section will appear faded and marked with a red “Disabled”
label.

Draft (Status)

A Unit status when editing is in-progress.

Units with the Draft status can be edited by Users.

Draft status can be changed to Ready status when the Unit is ready for the Catapult Team to
review.

Drag and Drop Questions (Component)

Drag and Drop questions can be used in a number of ways including:

. Fill in the blanks

. Categorisation

. Labelling

These question types can also be Auto-marking both gradable and non-gradable assessment
sections
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Duplicate (Action)

Creates an identical copy of an existing Assessment or Supporting Info Section within the same
Unit.

A duplicated Section requires a unique title.

Sub-sections can be enabled when duplicating an Assessment Section.

E

Edit (Action)

An action to make changes to a part of a Unit.

Parts of a Unit that can be edited by Users include Sections, Components, Mapping and Tabs.
Unit details that can be edited by the Catapult Team upon request include:

. Unit code

. Unit title

. Edition code

. Edition title

. Unit application
. Package

. Sections

Element (Mapping Component)
A Mapping Component refers to the Element in a Unit of Competency. Imported directly from
training.gov.au.

Essay Question (Component)
A type of Component Block used in a Trainer marked type Assessment Section. They are used in
the default Knowledge Questions and Projects Sections.

F

Foundation Skills (Mapping Component)

A Mapping Component which refers to the Foundation Skills in a Unit of Competency. They are
not imported directly from training.gov.au and must be manually added by the Catapult team
upon request.

Not all Units have Foundation Skills.

Foundation Skills Checklist (Section)

A default Supporting Info Section that provides a generic, downloadable form used to evaluate
Learner’s specific foundation skills for that Unit.

When a Learner is enrolled into a Unit in the LMS, this Section allows the form to be
downloaded, filled-out and re-uploaded into the system by the Trainer.

This section is not turned on by default in Certify Units.

G

Gradable (Setting)

A type of Assessment Section that is locked into the submission cycle and can only be edited by
the Learner or trainer one at a time.

Also refer to Non-gradable.
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History (Page)

A feature present in all Units that displays a list of actions performed sorted by date (most
recent). This list is automatically updated by the system each time an action is performed by a
User.

The History page is located in the Main Navigation Menu of a Unit.

For more details on specific User actions presented on the History page, see the chapter
History.

Home Page Buttons (Component)

Refers to the buttons found on the Unit home page of a Units Online Variant.

By default, the Unit home page contains two buttons linked to the Learning resource and
Assessments Sections.

Buttons can be added and linked to existing Sections or as File Attachments from the Media

Library.

The colour of home page buttons depends on the type of link:

. Learning Resource—Yellow/Green

. Assessment Sections—blue

. Supporting Info Sections—purple

. File Attachments—purple

Buttons contain a minor label (e.g. “Learning materials”) and a major label (e.g. “START
LEARNING").

All buttons can be enabled/disabled. User-added buttons can be deleted.

K

Knowledge Evidence (Mapping component)
A Mapping Component that refers to the Knowledge Evidence in a Unit of Competency.
Imported directly from training.gov.au.

Knowledge Questions (Section)
A default Trainer marked Assessment Section present in all Units.
Contains sub-sections labelled as Topics. These are determined by the Unit's Elements.

L

Learning Resource (Section)

The learning material relevant to the Unit, arranged into topics. This Section is located in the
Online Navigation Menu of a Unit's Online Variant.

The content of the Learning resource cannot be viewed directly in Edify, only in the LMS.
This Section can be renamed, disabled or set as Trainer Only.

M
Main Navigation Menu (System Feature)
The menu to the far left of a Unit that allows you to navigate through the main parts of your Unit
for Editing.
It contains Unit overview, Sections, Online, Mapping, Media Library History and Help.
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Major Version (Setting)

A type of version change made to a Unit in Edify that will only affect new enrolments in the LMS.
This occurs when the structure of the Unit has changed.

When a Unit with major changes is published in the LMS, the changes will not affect any current
enrolments and will only appear for new enrolments after the LMS publish date.

The first time any Unit is published in an LMS organisation, it is considered a Major change.

Also refer to Minor Version and Version.

Mapping (Page)

Each NRT Unit has a unique Mapping page.

The Mapping includes Mapping Components imported from training.gov.au.

This page displays any Assessment Components that have been mapped against a Mapping
Component. This data is automatically updated when mapping is added or deleted from
Assessment Components.

Mapping Components (Unit Information)
Imported directly from training.gov.au into each NRT Unit, Mapping Components include:
. Elements

. Performance Criteria

. Knowledge Evidence

. Performance Evidence
. Foundation Skills*

Mapping Components can be mapped against individual Questions or Tasks. They are presented
on the Mapping page of a Unit.

*Foundation Skills are not imported from training.gov.au. They can be manually created upon request
by the Catapult team. Not all Units have Foundation Skills.

Mark as Ready (Action)

The Action button used to change a Units status from Draft to Ready.

This button can be accessed from the top-right corner of a Unit or from the list of Units. It will
only be visible if the status of the Unit is set to Draft.

Media Library (Page)

The file manager for any assets used by an organisation.

Assets uploaded to the Media Library may be unique to a single Unit or used across multiple
Units.

Each asset in the media library can be renamed.

Assets are grouped under three categories:

. Unit specific
. Common media
. Archived

The following file types can be uploaded to the Media Library:

Images - .gif .jpeg .jpg .png .svg .svgz .webp

PDFs -.pdf

Audio .flac.m4a .m4b .mp3 .mp4 .0oga .wma

Video -.3g2 .3gp .avi .flv . m2v.m4v .mov .mpeg .mpg .0gg .0gv .wav .webm .wmv

Other Files - .csv .doc .docx .dot .dotx .html .ppsx .ppt .pptx .rtf .txt .xlIs .xIsb .xIsx .xlIt .xItx .zip
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Minor Version (Setting)

A type of version change made to a Unit in Edify that will affect enrolments in the LMS. This
occurs when the existing structure of the Unit remains the same, but the content inside that
structure has been changed i.e. text or asset changes.

When a Unit with Minor changes is published in the LMS, the changes will affect all current
enrolments made since the last Major change to the Unit was published in the LMS.

Also refer to Major Version and Version.

Multiple-choice (Section)

A default Assessment Section present in all Units.

Contains sub-sections labelled as Topics. These are determined by the Units Elements.
For NRT Units from the Catapult library, the Multiple-choice Section:

. Contains the Check Your Understanding quizzes from the Learning resource
. Uses both Multiple-choice questions and True/False questions

. Is disabled by default as it is included as part of the Learning Resource.

. Section can be auto-marking

Multiple-choice Question (Component)

A type of Component Block that includes question text followed by a series of answers that can
be individually set as correct.

At least one answer must be set as correct.

Can be added to Trainer marked or Quiz type Sections.

My Notes (Page)

This Section is part of the Catapult LMS and is used by the Learner to add notes.
In Edify, it is located in the Online Navigation Menu of a Unit's Online Variant.
This Section can be renamed and disabled.

N
Non-gradable (Setting)
A type of Assessment Section that can be edited by both the Learner or Trainer at any time.
Also refer to Gradable.

Non-NRT (Unit Information)
Used to identify non-accredited training Units.
Also known as MyCatapult Units.

NRT (Unit Information)
An abbreviation for Nationally Recognised Training.
This label is used to identify accredited training Units.
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Observation (Section Type)

A type of Assessment Section.

Examples of this are the Performance tasks and Practical assessment (Practical demonstration).
The Components Blocks that can be used in an Observation include:

. Scenario
. Task
. Info Box

Online (page)

Also known as the Online Variant of a Unit. This is the presentation are of a Unit designed to be
used in the LMS.

Changes made to the Online Variant of a Unit will need to be pushed as a new version to the
LMS for the changes to be reflected in that system. In other words, changes made in Edify do not
simultaneously change the Unit in the Catapult LMS.

Online Navigation Menu (System Feature)

The Online Navigation Menu is the menu that sits on the left of your Unit in the LMS.

You can disable or add Tabs to the Online Navigation Menu in the Online Variant.

Contains Unit Home, Learning Resource, Assessment, Supporting Info, My Notes, Search and
Timeline.

Package (unit Information)
Refers to the training packages found on training.gov.au.

Performance Criteria (Mapping Component)
A Mapping Component that refers to the Performance Criteria in a Unit of Competency.
Imported directly from training.gov.au.

Performance Evidence (Mapping Component)
A Mapping Component that refers to the Performance Evidence in a Unit of Competency.
Imported directly from training.gov.au.

Performance Tasks (Section)

A default Observation Assessment Section present in all Units.

Contains sub-sections labelled as Topics. These are determined by the Units Elements.

This is a non-gradable section. It can be converted to Gradable by ticking the checkbox in the
Section Edit Cog in the Online Variant.

Also refer to Non-gradable.

Permissions (Setting)

Can be edited when editing a User.

Permissions can be enabled or disabled to allow or deny access to certain features of the Edify
system.

Also refer to Users.
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Practical Assessment (Section)
Found in an NRT Units Online Variant, this unique group of Sections includes the following

Sections:

1. Overview

2. Instructions for the learner

3. Instructions for the trainer/assessor or third party
4, Practical Demonstration/ Practical Assessment

Practical Demonstration/Practical Assessment (Section)

A default Observation Assessment Section present in all Units.

Sits in the Practical Assessment in the Online Variant.

This is a non-gradable section. It can be converted to Gradable by ticking the checkbox in the
Section Edit Cog in the Online Variant.

Also refer to Non-gradable.

Product version (Unit Information)

The Product version refers to the version of the Catapult Product.

This includes V5, V6 and Certify.

Certify is the most recent version of the Catapult product.

Some Units may be available in only one product version, or they may have been upgraded to a
later product version.

Also refer to V5, V6 and Certify.

Projects (Section)

One of the default Assessment Sections present in all Units.

In the LMS, it is designed to be used by the Learner to provide evidence for either practical or
knowledge-based skills.

By default, can be mapped to:

. Performance Criteria
. Knowledge Evidence
. Performance Evidence

Published (Status)
A Unit status.
Units with this status:

. Are restricted from editing or changes
. Can be pushed to the LMS as either a Major or Minor Version by the Catapult team
. Can be set to the Draft status

A Unit with the Published status in Edify does not refer to its status in the LMS.
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Q

Quiz (Section Type)

A type of Assessment Section designed to be used in the LMS with only response selection
rather than written answer component types.

This type of assessment section can be used with Auto-marking. Auto-marking is a function of
the system where it automatically marks the Learner’s responses as Satisfactory or Not
Satisfactory.

To enable Auto-marking, Quiz Sections need the Auto-marking option enabled in the Online
Variant. Otherwise, a Quiz Section needs to be manually marked by a Trainer.

Also refer to Auto-marking.

Ready (Status)

A Unit status.

Clicking the button opens a pop-up window to confirm the action with a text box for changes
that were made to be recorded and any notes for the Catapult Team such as whether the
changes to the Unit will be a Major or Minor update to the Unit in the LMS.

Units with this status:

. Are restricted from editing or changes
. Are made available to be checked by the Catapult team
. Can be set to the Draft or Published status

Release information (Unit Information)

A section under Supporting Info that appears in the LMS containing Product Version, the date
that the most recent version was released to the LMS and the date the Unit was first published
as a custom version.

Right-Side Menu (System Feature)
A menu in an assessment section that sits on the right side of the screen.
Contains Assessment Components, Mapping and Al Assistant (if enabled).

S

Scenario (Component)

A type of Component Block also known as a Scenario Question or Scenario Task.

Scenarios are used to group multiple questions or tasks together. They are intended to be used
when there is a common piece of information or instruction relating to the group of questions/
tasks.

Assessment Components grouped together under a Scenario are commonly referred to as Child
guestions.

Scenarios can contain a mix of Child question types. For example, Essay questions and Multi-
ple-choice questions can be included inside the same Scenario.

Also refer to Child Question and Child Question Number Format.
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Search (Section)

A type of Section in a Units Online Variant. This Section is part of the Catapult LMS and is used by
the Learner and Trainer to search the Unit for specific content.

In Edify, this Section can be Renamed, Disabled or set to Trainer Only.

Search (System Feature)

A feature that allows a User to search for Components previously built in the same or another
Unit for their organisation.

Components in a Search result can be dragged into the Section to be used again.

Search must be enabled for a User for it to be available.

Sections (Page)

A Section is a piece or group of content that is designed to be used in the Online Variant of a
Unit. This can include either assessment tools or Supporting Information, known as Assessment
Sections and Supporting Info Sections respectively.

Within a Unit, the Sections page manages the content of all Assessment and Supporting Info
Sections.

Sections can be created, duplicated, rearranged (click-and-drag), renamed or disabled.

Sections (Assessment) (Page)
There are three types of Assessment Sections:

1. Trainer marked (e.g. Knowledge questions or Projects)

2. Quiz (e.g. Multiple-choice)

3. Observation (e.g. Performance tasks or Practical demonstration)
The default Assessment Sections present in all NRT Units include:

. Skills recognition

. Knowledge questions

. Performance tasks

. Multiple-choice

. Projects

. Practical demonstration

Sections (Supporting Info) (Page)

The default Supporting Info sections for NRT Units includes:
. Unit information

. Unit mapping

Section Components
Refer to Component Blocks.

Section Labels (Setting)

These are the settings for the Question and Task labels for each Section.
Can be changed in the Edit Section settings.

Contains options for the:

. Section prefix (if the Section contains sub-sections)
. Custom component label option
. Component label
. Component number format
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Section Mapping (System Feature)

The property of an Assessment Section that enables Mapping components for NRT Units.
Each Mapping Component can be enabled or disabled in an Assessment Section.
Mapping components include:

. Elements

. Performance Criteria

. Knowledge Evidence

. Performance Evidence
. Foundation Skills

Disabling a Mapping Component from a Section does not clear the Mapping Components
already mapped to Assessment components inside that Section.

Section Prefix (Setting)
The label used for sub-sections in an Assessment Section.
The default Section prefix is “Topic”.

Short Answer Question (Component)

A type of Component Block that includes question and answer text.

Designed to be used as a written response style question where there is a distinct answer. For
example:

Question: What is the capital city of Victoria?

Answer: Melbourne

Can be part of a Trainer marked or Auto-marking Quiz Section.

Skills Recognition (Section)

One of the default Assessment Sections in an NRT Unit.

Contains sub-sections. Each sub-section contains a title based on an element of the Unit and a
description of the relevant performance criteria. The title of each sub-section can be renamed.
Cannot be duplicated or deleted but can be disabled.

Designed to be used in the LMS by the learner to provide evidence of their existing skills and
knowledge that demonstrate their ability.

Status

Defines the stage of the Edify process a Unitis in.
There are five statuses a Unit can have:

1. Draft

2 Ready

3. Published

4, Set to Draft

5 Set to Draft (sent)

Sub-section (Setting)

A section of an Assessment Section used to divide it into multiple parts.

Sub-sections can only be enabled upon creating a new Assessment Section, they cannot be
enabled after unless the section is cloned and they can be enabled for the clone.

Sub-sections can be manually added by the User or automatically built from the Elements of the
Unit.

By default, they are present in the Knowledge questions and Performance task Assessment
Sections where they are labelled as Topics.
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Supporting Info (Page)
A type of Section. In contrast to Assessment Sections, a Supporting Info Section only contains
text or asset-linked content and does not contain any assessment content.
In a Units Online Variant, the Supporting Info Sections are grouped together in the online
navigation menu under Supporting Info and contain two major headings:
1. Supporting Info
« Additional information and evidence
+ Assessment agreement
+ Foundation skills checklist
« Third party evidence collection agreement
2. Details about the Unit
+ Unitinformation
« Unit mapping

Supporting Info Sections (Section)
Sections that contain information relevant to the unit of study, but are not assessed.
Refer to Sections (Supporting Info).

Table Question (Component)

A type of Component Block used in a Trainer marked type Assessment Section. They are
sometimes used in the default Knowledge Questions and Projects Sections.

Similar in style to an Essay question, Table questions are designed to be used in the LMS when
the Learner needs the option to provide an answer inside a table.

Tabs (System Feature)

The containers for Sections in the Online Variant.

Tabs sit on the Online Navigation Menu in the Online Variant.
Tabs can be disabled and new Tabs can be added.

Task (Component)

A type of Component Block used in an Observation type Assessment Section. They are used in
the default Performance tasks and Practical demonstration (Practical assessment) Sections.

In the LMS, a Task can be used by either the Learner or Trainer to upload evidence.

Third-Party evidence collection agreement (Section)

A default Supporting Info Section provides a declaration form for a third-party observer to sign.
When a Learner is enrolled into a Unit in the LMS, this Section allows the form to be
downloaded, filled out and re-uploaded into the system by either the Learner or the assigned
Trainer.
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Timeline (Section)

This Section is part of the Catapult LMS and is used by the learner and trainer to track the
enrolment progress of the Unit.

In Edify, this Section is located in the left-hand menu of a Units Online Variant.

This Section can be renamed.

This Section cannot be disabled.

Title (Label)

A type of label used in three instances:

1. The name of a Unit. For example, “Respond to grievances and complaints about the service”.
Two Units may have the same title but must have different codes.

2. The name of a Section. For example, “Knowledge questions”. Each Section in a Unit must have
a unique title. The default Section Titles can be overwritten. Overwritten Titles can be reset to
their default.

3. The name of a Boilerplate. For example, “Assessment agreement”. Each Boilerplate must
have a unique title. Default Boilerplate content can be edited.

Trainer Marked (Section Type)

A type of Assessment Section.

Examples of this are the Knowledge questions and Projects Sections.
The default Components Blocks include:

. Scenario question

. Essay question

. Info Box

Other Component Blocks that can be enabled include:
. Table question

. Multiple-choice question

. Short answer question

. True/False question

. Drag and Drop question

Trainer Only (Setting)

A property of a Section added to a Units Online Variant.

Can be set via the Edit Section settings in the Online Variant.

In the LMS, a Section that has been set to Trainer Only can only be viewed by an Admin or
Trainer User. Trainer Only Sections will be hidden from the view of Learner User enrolments.

Trash Items (System Feature)

A storage area for deleted Components.

Items can be retrieved from the Trash Items by opening the Trash Items using the Trash icon on
the Right-side menu, then dragging the Components back into the Assessment.

True/False Question (Component)

A type of Assessment Component in an Assessment Section.

Includes question text followed by a series of statements that can be set to either true or false.
Can be part of a Trainer marked or Auto-marking Quiz Section.
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Unit

A Catapult standard resource.

A unit is part of a qualification that provides a learner with specific skills and knowledge to be
deemed competent in a specific workplace task.

Units are written to the standards as prescribed on training.gov.au.

Unit Home (Page)
The landing page Section of a Units Online Variant.
Hosts About this Unit Information and Home Page Buttons.

Unit Information (Section)

A Supporting Info Section used to display the information found on a Units training.gov.au page.
This information is imported into Edify when a Unit is created.

Uses a Custom description to format the data:

{{Unit::INFORMATION}}

By default, this page is presented as a table that contains the:

. Unit code

. Unit title

. Application

. Unit sector

. Unit mapping information
. Foundation skills

. Assessment conditions

Unit Mapping (Section)

A Supporting Info Section is used to display a Units Mapping.

Uses a Custom description to format the data:

{{Unit:MAPPING}}

The Section displays a table of the Mapping Components and any Assessment Components that
have been mapped to them.

Unit Overview (Page)
The landing page of a Unit in Edify.
This page displays basic information about the Unit:

. The Package the Unit is set to
. The Organisation the Unit belongs to
. The About this Unit content

NRT Units will also display data imported from training.gov.au:
. Application

. Pre-requisite Unit
. Unit Sector
. Unit Mapping Information
. Foundation Skills
. Assessment conditions
September 2026 Edition 129

Edify V2.0



Glossary

Unit Specific

Media Library Assets that can only be used in the particular Unit it was uploaded to.

Assets can be moved from the Unit Specific category to the Common Media category. Assets
cannot be moved from Common Media to Unit Specific—they must be re-uploaded as a Unit
Specific Asset.

Assets in the Unit Specific tab can be Archived.

Also refer to Media Library.

V5

A Catapult standard product version.

Contains Skills Recognition, Knowledge Questions and Performance Tasks as standard Sections.
Optional Projects Section.

Also refer to Product Version.

V6

A Catapult standard product version.

Contains Skills Recognition, Knowledge Questions, Projects and Practical Assessment as
standard Sections.

Also refer to Product Version.

Version (Status)

Refers to the number of updates a Unit has had as either a Major Version or Minor Version.
The first time a Unit is published in the LMS, it will be labelled as v1.0 (version 1.0).

Major updates will increase the number e.g. v1.0 will become v2.0.

Minor updates will alter the version number after the dot point e.g. v1.0 will become version
v1.1. The number after the dot point will continue to increase each time a Minor version is pub-
lished until a Major version if published, at which point it will return to O.

Versions can be viewed by Admin Users on the enrolment page in the Catapult LMS.

See Major Version and Minor Version.
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