
 Cadastral Surveyors Licensing Board of New Zealand 

 
 
 
 
APPLICANT  
USER GUIDES 
Step-by-step instructions for using the LMS 
for competency assessment. 

 

1 March 2025 

 

 

 

Cadastral Surveyors 
Licensing Board of 
New Zealand 

 

 



Cadastral Surveyors  
Licensing Board of  
New Zealand 

 

 

 Page 1 of 31 

 

Table of Contents 
LMS Access ..................................................................................................................... 2 

Register and sign in ............................................................................................................................. 3 

Personalising the dashboard ........................................................................................................ 8 

Using the  LMS ............................................................................................................. 14 

Uploading documents ..................................................................................................................... 15 

Tracking progress .............................................................................................................................. 22 

Registering for events ..................................................................................................................... 28 

 

 

 

 

  



Cadastral Surveyors  
Licensing Board of  
New Zealand 

 

 

 Page 2 of 31 

 

LMS Access 
 

o Registering and signing in 

o Personalising the dashboard 
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REGISTER AND SIGN IN 

 

1. Click on Log in  

 

2. Click on Create new account 

 

 



Cadastral Surveyors  
Licensing Board of  
New Zealand 

 

 

 Page 4 of 31 

 

3. Enter a Username. This can be your email address.  

 

 

4. Enter a Password. 
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5. Enter your Email address 

 

 

6. Enter your Email address again 

 

 



Cadastral Surveyors  
Licensing Board of  
New Zealand 

 

 

 Page 6 of 31 

 

7. Enter your First name and Last name 

 

 

8. Click on Create my new account 
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9. A confirmation email will be sent to you. Copy and go to the link. 

 

 

 

 

 

10. The link takes you to this page. Click on Continue 
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PERSONALISING THE DASHBOARD 

 

1. The Dashboard is unique to every user. You can customise it or reset it back to default. The 
dashboard has an overview of activity and event dates. 

 

2. Click on New event.  An event you create appears only in your calendar. You will receive an 
email notification about it. 
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3. Type the Event title 

 

 

4. Click on Show more. Add any additional information.  
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5. Turn on Edit mode 

 

 

6. You can now customise your dashboard by adding blocks. Click on Add a block 
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7. Add the Course overview block. It will list all courses (stages) you are enrolled in  

 

 

8. You can drag it the top using the crosshair when Edit mode is on 
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9. In the Course overview block use the filter to choose the courses (stages) you want to view 

 

10. You can also add blocks to the block drawer. Click < to open the block drawer. 
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11. Click Reset page to default anytime to reset the dashboard to its initial state. This will not 
remove events from your calendar.  
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Using the  
LMS 
o Uploading documents 

o Tracking progress 

o Registering for events 
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UPLOADING DOCUMENTS 

 

1. Click on My courses  

 

 

2. Click on the course (stage) name  
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3.  Select where you are going to upload the document 

 

 

 

4. Click on Add submission  
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5. Note the required document format (pdf). 

 

 

 

6. Click on the  (Add) button 
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7. Select the file from your device 

 

 

8. Click on Upload this file 
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9. Upload more documents following the same steps or click on Save changes to continue 

 

 

10. Click on Upload this file 
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11. Check This submission is my own work, except where I have acknowledged the use of the 

works of other people. Then click on Continue. 

 

 

12. Click on Continue. If prompted, click on Submit.  
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13. View the Submission status. You will receive an email confirmation of your submission and an 

email notification when your assessor has reviewed it.  
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TRACKING PROGRESS 

 

1. There are 4 courses (stages) in the Competency Assessment Framework. Once you have 
completed a course (stage), you are automatically enrolled in the next one. 

 

 

2. Click on Dashboard. The dashboard lists all courses (stages) you have completed and are 
currently completing. 
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3. Click on In progress to view the current course (stage) you are working on 

 

 

4. Click on the course (stage) name to view your progress 
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5. The Course completion block lists the requirements for each course (stage). For example, in 
Stage 1, you must complete one of three activities.  

 

 

 

6. Click on Dashboard to view progress in another course (stage) 
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7. Click on the course (stage) name 

 

 
 

8. In the Course completion status block, click on More details 
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9. Review the list of requirements 

 

 

10. Click on Summary of work experience or any other activity to complete it 
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11. Alternatively, you can view the completion requirements for each activity on the course 
(stage) main page.  

 

12. Click on To do to view the activity requirements 
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REGISTERING FOR EVENTS 

 

1. Click on Professional Challenge or Professional Interview 

 

 

2. Click on the event name 
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3. Click on Sign-up 

 

 
 

5. Your event is booked 
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6. You can see the event on your calendar in the Dashboard.  

 

 

 

7. You will receive an email confirmation and .ics file if you have selected this. 
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