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L MS 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

Is this your first time here?

te. vou (st need lo create or

Create new occount |
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3. Enter a Username. This can be your email address.

New account

Username @

[ jane@example.com|

The password must have at least 8 characters, at
least 1 digit(s), at least 1 lower case letter(s), at least
1 upper case letter(s), at least 1 special character(s)
suchas*®, -, or #

Password @

4. Enter a Password.

UITH IS W

jane@example.com
The password must have at least 8 characters, at
least 1 digit(s), at least 1 lower case letter(s), at least

1 upper case letter(s), at least 1 special character(s)
suchas*, -, or#

Password @

Email address @

Email (again) @
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5. Enter your Email address

IS JUSIYVUIU 111UD1 1 IUYS Ui ISUSE U Ul UG 11, U
least 1 digit(s), at least 1 lower case letter(s), at least
1 upper case letter(s), at least 1 special character(s)
suchas*, -, or#

Password @

Email address @

jane@example.com

Email (again) @

First name @

6. Enter your Email address again

Password @

Email address @

jane@example.com

Email (again) @

[ jane ae,nomp‘acon‘l

First name @

Last name @
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7. Enter your First name and Last name

Email (again) @

jane@example.com

First name @

Jane

Last name @

Brodﬂ

City/town

Country

Select a country

8. Click on Create my new account

Last name @

Brady

City/town

Country

Select a country

4O

Create my new account

o Required
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9. A confirmation email will be sent to you. Copy and go to the link.

-

Hi,

A new account has been requested at ‘Cadastral Surveyors LMS'
using your email address.

To confirm your new account, pleasegotothisw 7 [} [ «

In most mail programs, this should appear as a blue link
which you can just click on. If that doesn't work,

then cut and paste the address into the address

|line at the top of your web browser window.

If you need help, please contact the site administrator,

f\dmin User

https://] ms.cslb.org.nz/login/confirm.php?data=TUuH70 1xkqgRDThJ/smaragda%2Evavakaris%40synapsys%2 Eco%2Enz

“~ Reply > Forward

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

Dashboard My courses

Cadastral Surveyors LMS

Thanks, Jane Brady

Your registration has been confimed

| 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.

Dashboard Recently accessed

items

Timeline ARSSIONOH B
@ Atestation by

®

Calendar

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

Dashboard Recently accessed

ems

Timeline "
[ Attestation by

~
)

@
0]

Calendar
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3. Type the Event title

New event

Event title [@)] [ Event reminder

Date j28=\\>Morch :K\:2025:"15=‘

Show more...

4. Click on Show more. Add any additional information.

Event title 0 Event reminder

Date |28¢ || March ¢ || 20252 || 152 ||37¢ | @

Show less...

Description 1 Av B I = 1 E E ® R
©@ @ @ ¢ m 0 ©

Reminder fo prepare for the interview|

Location

Duration @ Without duration
O Until

s ~ o —— A - an
28 % varct : 2025 & 5% 37+ B

O Duration in minutes

Page 9 of 31



Cadastral Surveyors
Licensing Board of
New Zealand

5. Turn on Edit mode

Dashboard My Couses

Dashboard

Timeline

Al v Soribydates v

Calendar

All courses &

« February

Mon Tue Wed

Seorch by activity typs of nome

No agcfivities require acfion

March 2025

Thu Fri Sat Sun

~ Editmode (@

Recently accessed
items

n Aftestation by s...
m Summary of wor...

Gj 1. Survey Measu...

My courses

Dashboard

Reset page to default

[+ Add a block

Timeline

Al ~ Sort by dates ~

Calendar

All courses

g
Search by activity fype or name
No activities require action
o
= New event
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7. Add the Course overview block. It will list all courses (stages) you are enrolled in

Add a block

Administration

Comments

Course overview

Courses

Latest announcements

Latest badges

Logged in user

Mentees

8. You can drag it the top using the crosshair when Edit mode is on

Reset page to default +
Dashboard
Recently accessed.y. g .
items
+
D Attestation by s...
@ '
@ Svmmoary of wor...
T tf v
D Survey Measu
B
O
Timeline 3o~
Al v Sortbydates ~ Search by activity type orname
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9. In the Course overview block use the filter to choose the courses (stages) you want to view

Course overview

All v Search

|
- E
T

Academic Quadlification
Competency Assessment

100% complete

Sort by course name v

g
Ll

Portfolio of Experience
Competency Assessment

0% complete

10. You can also add blocks to the block drawer. Click < to open the block drawer.

‘t';, Home Dashboard | My courses
Dashboard
Timeline
Al v Sortby dates ¥ Search by activity type or name
No aciivifies require acfion
Calendar
« Febuary March 2025 Aprl »
Mon Tue Wed Thu Fri Sat Sun
1 2
3 4 5 & 7 8 9
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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.

[ Reset page to default l

- I
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o Uploading documents
o Tracking progress

o Registering for events
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UPLOADING DOCUMENTS

1. Click on My courses

f; Home Dashboard My courses @ 0@"
N ——

My courses

Course overview

All v ' Search Sort by course name v
S o~
o= o=
Ll -\
~ S
Competency Assessment Competency Assessment
100% complete H 0% complete

2. Click on the course (stage) name

My courses

Course overview

Al ~ Search Sort by course name -~
e e R
o o=
- -
'\_/ '\/

Competency Assessment

100% complete H 0% complete
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3. Select where you are going to upload the document

« Altestation by supervising LLS in the required torm w
« Schedule of accumulated pre-graduate experience in the required form
« Copy of advice from Board approving pre-graduate experience, including start and end dates and total accumulated

fime involved.

) Schedule of Accumulated Bxperience Template PDF

Use this template to provide o summary of your accumulated experience.

Todo v~

Upload your Work Experience here.

Upload your At

4. Click on Add submission

) Summary of work experience

To de: Make asubmission To do: Receive a grade  To de: Receive a passing grade

Upload your Work Experience here.

l Add submission

Submission status

Attempt number This is attempt 1.

Submission status No submissions have been made yet
Grading status Not yet marked

Last modified -

Cuhmiccinn ~Aammante
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5. Note the required document format (pdf).

Portiolio of Experience
Appiicants ore 10 pres
Upcoming Professional.
~ Work experience
Summary of work expe.
Summary of work expe.
Portiolo of Experience ...

Schoadule of Accumul

Bret CV Template

O Altestation by supervisl,
~ Selected work projects...
Competencies

Porttolo of Experience

O 1. Survey Moasuremeont
O 2.Land Teruro Systoms
© 3. Boundary Definition

A 4 |t Inbnsmmetinn S

PoE > Workesperionce > Summary of work experience

i) Summary of work experience

1o doc Moke o someson o de: Secove o Jode  Te dec Fecene 3 pamng rode

Uplood your Work Experience here.

v Add submission

Maxdmum fie sze: | GB, maximum number of fles: 20

o submissions

Name Lastmodtied  Swe Type
D Jane_D_Work_Experionce 270325 POF
¥ 262K8
" 1304 document
Accopted filo typos
(for document ot 3 )

6. Click on the D (Add) button

To do: Make a submission

File submissions

To do: Receive a grade  To do: Receive a passing grade

Upload your Work Experience here.

v Add submission

Maximum file size: 1 GB, maximum number of files: 20

(oo B =

= e
. @ ;
! You can drag and drop files here to add them. .

Accepted file types:
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7. Select the file from your device

File picker

h Recent files

9 Wikimedia

Attachment
((cnoose fhe| sane_D_wi...etence pat)

Save as

Author

Leamer Account

Choose licence @

Uicence not specified

8. Click on Upload this file

File picker

#h Privote files

9 Wikimedia

Attoachment

(Choosa file | Jane D_W.. .edence.pdl)

Save as

Author

Leamer Account

Choose licence @

licence not specified
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9. Upload more documents following the same steps or click on Save changes to continue

File submissions

v Add submission

Maximum file size: 1 GB, maximum number of files: 20

SBE00 B =

® Files

O Name Last modified Size Type

O g Jane_D_Work_Experience 27103/25, 26.2 KB PDF
pdf 13:04 ) document

Accepted file types:

PDF document .pdf

‘ Save changes Cancel

10. Click on Upload this file

File picker

Attochment
((Choose fie | sane_0_w...erience pat)

Save as

Author

Leamer Account

Choose licence @

licence not specified

Upload this file
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11. Check This submission is my own work, except where | have acknowledged the use of the
works of other people. Then click on Continue.

n J

Porttolio of Experience

Applicants

Upcoming Protessional.
v Work experience

Summary of work expe....

Summary of work expe....

Portfolio of £

Schedule of Accumu.

Dashboard My courses

) Summary of work experience

To do: Moke 0 submassion o dox Peceive o rode  To do: Receive 0 possing grode
Upload your Work Expedence here.

Confirm submission

(]
Briof CV Tempiate
O Atestation by supervisi
© reomes
. a . .
12. Click on Continue. If prompted, click on Submit.
f; Home Dashboard My courses & 0 LA B
Portiolio of Experience PoE > Workexperlence > Summary of work experience IRGIUIGEIETEY)
Appiicants are 1o pres... ~ .
(7} Summary of work experience
Upcoming Professional.
v Work experience
To do: Moke o submesion  To do: Recewe o grode  To do: Recenve o pamsing grode

summary of work expe....
Summary of work expe... Upload your Work Experience here.
Portfolio o erience . . v
o ‘ Confirm submission
Schedule of Accumu... o

Brief CV Template
O Aftestation by supernvisi...
v Selected work projects...

Competencies

Portfolio of Experience ...
O 1. Survey Measurement
O 2.lond Tenure Systems
O 3. Boundary Definifion

A & 1and Infrematinn Sue

[ [

@ Reouns

Page 20 of 31



@§ Cadastral Surveyors
Q@ Licensing Board of

New Zealand

13. View the Submission status. You will receive an email confirmation of your submission and an
email notification when your assessor has reviewed it.

[ Summary of work experience

 Done: Moke o sbmismon  To de: Reconve o rode 1o de: Receve o pomng rode

Work Experience hete

Submission status

Attempt number This Is attempt 1.
ork expe...

........ Submission status Submitted for grading
k projects... Grading status Not yet marked
Last modified Thursday, 27 March 2025, 1:05 PM
File submissions
s} Work 27 March 2025, 1:04 PM
st
Submission comments
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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.

Assessment Stages

2. Click on Dashboard. The dashboard lists all courses (stages) you have completed and are
currently completing.

@ Home | Dashboard | My courses

Assessment Stag

Academic Qualification
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3. Click on In progress to view the current course (stage) you are working on

Dashboard

Course overview

| In progress v [EEY=YeTiet) Sort by cou

o
=
Ll |
~

4. Click on the course (stage) name to view your progress

Sort by course name v

@ccdemic Qucﬁﬁccﬁonl Portfolio of Experience

Competency Assessment Competency Assessment
100% complete : 0% complete
Timeline
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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.

L
[

Course completion
status

Status: Complete

Any criteria below are

X required:
Required criteria Status
Activity completion 1of3

idemic Qualification

More details

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

Home Dashboard | My courses

€ 5\
9

x| :

¥ Academic Qualification
Announcements
Academic Qudlification Coune Grades e
Congratulations!You ha...
Academic qualification... E] Announcements

v Compliant New Zealand...
Compliant New Zealan... I
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7. Click on the course (stage) name

All v Search Sort by course name v

b
Ll

\J
Portfolio of Experienc

Competency Assessment

Academic Qualification
Competency Assessment

e

100% complete 0% complete :

Timeline

8. In the Course completion status block, click on More details

i Portfolio of Experience

I Portfolio of Experience

Overat progres % [ 0

Courze completion
statuz

Status: Not yet storted

Al catera below are
requres:

2025 Welington

S Aucidond

stoge.
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9. Review the list of requirements

~— SO0
S ) P
Portfolio of Exp Comp g
Shobes Mot ye ! orted
Requived A below o ot
Slohws  Complele Completon date

10. Click on Summary of work experience or any other activity to complete it

Status Not yet started

Criteria group
Activity completion
{all required)

Portfolio of Experience: Completion progress details

Required All criteria below are required

Criteria

Eummoz of work eggeriencel

Attestation by supervising LCS

Survey Measurement
Land Tenure Systems
B

oundary Definition

h oW N

Lond Information Systems

(9]

Statutory Planning Process

Land Development Engineering Principles

o

7. Professional Conduct
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11. Alternatively, you can view the completion requirements for each activity on the course

(stage) main page.

::-”ue-w
kit e
12. Click on To do to view the activity requirements
['_T‘j St C k exp ) Todo ~

Upload your Attestation here.

= Make ¢ submission

You must

= Receive a grade

« Racesive n nossinn
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REGISTERING FOR EVENTS

1. Click on Professional Challenge or Professional Interview

Dathboord My courses

2. Click on the event name

Challenge

E“j Professional Challenge Outcome

&’ [Prof Challenge Booking - Wellingtg_n]

‘ Sign-up for an available upcoming session

17 August 2025, 8:00 AM - 17 August 2025, 4:00 PM
(multi-date)

View all sessions

g Prof Challenge Booking - Auckland
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3. Click on Sign-up

Announcements
Professional Challenge
The pupose of the Prof...
Professional Challenge
Professional challenge ...

v Challenge

]

Professional Challenge ..

Prof Challenge

Prof Challenge Booking ...

Professional Challenge > Challenge [RETIES e T =TS P ey

2 Prof Challenge Booking - Wellington

All sessions in Prof Challenge Booking - Wellington

Upcoming sessions
Date Time Seats available Status Options

17 August 2025 B:00 AM - 4:00 PM ) )
17 December 20258:00 AM - 5:00 i1 'C Booking oper(fion)

5. Your event is booked

Announcements
Professional Challenge
The purpose of the Prof...
Professional Challenge
Professional challenge ...
v Challenge
O Professional Chalienge ...

Prof Challenge Booking ...

Prof Challenge Booking ...

d My courses

Professional Challenge > Challenge

Prof Challenge Booking - Welington
2 Prof Challenge Booking - Wellington

Your booking has been completed. »

You shoutd receive a email.

All sessions in Prof Challenge Booking - Wellington
Upcoming sessions

Date Time Seats available Status  Options
17 August 2025  8:00 AM - 4:00 PM, o"Mmehlo
17 December 20258:00 AM - 5:00 PM Cancel booking
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6. You can see the event on your calendar in the Dashboard.

ofr
o

ofr
ofr

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

Course booking confirmation: Prof Challenge Booking - Wellington, 8:00 AM-4:00 PM, 17 August 2025, 8:00 AM - 17
August 2025, 4:00 PM

72 B invite.es

~

P

’ (via CADASTRAL)<noreply@Ims.cslb.org.nz>

To: Learner Account <smaragda.vavakaris+4@synapsys.co.nz>

|= invite.ics
2k8

Thank you for signing up!

< Reply

~* Forward

© « & ~ O
Mon 31/03/2025 14:12
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