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Our online induction software is perfect for businesses
with training and induction needs. The system enables
your employees and contractors to be trained, compliant,
inducted and on the job faster. Have an effective
induction and training process with this flexible and fully
customisable compliance induction training software.
Achieve a superior level of learning courses management
and provide different administrator access according to
job role or security level.

S RapidGlobal
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Accessing the trainee page

From the Admin Dashboard, select the
Yellow Trainee Tab (1).

The Trainee Dashboard (2) is a summary of your
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Trainees, their documentation, and compliance. o
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Trainee status

The Trainee Tab displays a summary of the Trainee data for each status.

Click on a status to review the Trainee records.

Note Used Induction keys issued to trainees who have not
started their course(s) / activated their MyRapid account.

Awaiting Approval / Re-Induction
This status expands to show two types of trainees.

Awaiting Approval
Number of trainees awaiting approval for:

* Pre-Employment forms.

* Documents.
Re-Induction

* Trainees with an upcoming course re-induction.
Pending
Trainees with pending tasks (courses, document or forms).
Expired/Not Yet Competent
This status expands to show two types of trainees.
Expired trainees

* Trainees who have not completed a course within the
allocated timeframe.

* Trainees who have expired documents.
Not Yet Competent Trainees

* Trainees who have completed a course(s) and
deemed Not Yet Competent.

Compliant

Trainees who have successfully completed all tasks
(courses, documents or forms).

Communications

Displays communication comments between Trainees and Administrators.
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Trainee search options

There are a number of different filters to assist you in
searching for a Trainee. These filters are located on the
left-hand side of the Trainee screen.

Search (1) by Trainee name, induction key, email or
general details.

Use the drop down boxes (2) to select additional filters
required. E.g. Personnel Type, Location.

Click Search (3).

Clicking on the Trainee name will open the Trainee details
page giving an overview of the Trainees profile
and information.

v/ Rapidinduct
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Trainee course overview

Once you have found your Trainee, you can view their
courses and additional details.

Click on the Trainee’s name (1) to view or edit the

Trainee’s details. 2 (B @ ] _
— 4 D e e et PEncons |ty | NI ompEe
Click on the p icon (2) next to the Trainee’s name to = T e e
display their current courses. ‘Zm’ @ i:ﬁnw = E
Click on the p icon (3) next to the course name to E::;.. —= W e t@ & al
display the course details. e ; :

To view more information about the Trainee, click the
trainees name to open the Trainee details page.

v/ Rapidinduct
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Trainee details page

o

Clicking on a Trainee’s name, the Trainees details page will appear. Trainoe - Details ; L SPROIL JHSE. SOOI Iy - .
Potor Sample £5m3 Trainee Creafer #1161 08
The following Trainee details can be edited (1): ' oo @ il p—
Iinhisetinn By wesTot Dhowsarwani Blslus
A. Company name. o P T = —
B. Trainee Type (primary personnel type). R p—
s Py Erriszamn
C. Secondary Type (secondary personnel type). st Tt oot

Becondary Bllin ik mit

@ Lt oo | oo |

To edit (2) Trainee details, click on the field you wish to edit, ' \—/
make changes and click Save. & & & e

D. Division/Location.

You can complete the following actions from this page which
are covered on the following pages:

+ Deactivate / Re-activate a Trainee.
+ Resend an induction key.
+ Assign additional courses.

- Email the Trainee’s list of courses, certificates, documents,
and forms (where applicable) to an email address as an excel
document.

Additional detail circles (3) - Click on the circles to view more
information about the following:

A. Courses.

B. Documents.
C. Forms.

D. Notes.

v/ Rapidinduct 7
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Trainee details course overview —_ s
1. From the Trainee details page, click on the Courses Traince - Details s e e s G G S Wi 1 e
circle to view Trainee’s courses. ' po Sanglo e s i
Uner 1D ae03: 3 S Sk T
Induetion Key resTrt Dot Bl [i-iae i ]
2. Click the p to expand the course information. T s
This will display due dates and the status of the course. e s
A. Click on the Certificate icon to view the e
Trainee’s course certificate. el - [ ]
B. Click the Arrow to modify/upload a course (D@ ® P o & & &
certificate. S s = =
C. Click the Deactivate icon to deactivate
the course. o S s v
»  Conmco i ction R EIEED )
D. Click the Re-assign icon @ to re-assign [t s w0
a course. :: ::;z E! m j:m: ":: - ::m =R 2 e
. . . *  Enply induston A [Courren } P ]
3. Ifno certificate is linked to the course (e.g. for external T o

courses) you can upload a certificate manually against
the course record.

v/ Rapidinduct
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Trainee details - assigning e e

(- Exqiry Bate
¥ Comesclor Induchion: TRO2024.

a course(s) — —

b ActhaTe Starinl Compleling Exply Galo Fi{ndduet £

23022 it 4803023 18002023 LI T \ou  ~| pEEEEN

1. Click the Add/Edit course icon.

* Erphayon bursin 5NN

b Werking frem Hes Induction: DATMZ024

2. The Add/Edit course screen will be displayed,
populated with any pending and expired courses.

3. Click the dropdown in the Course Name field to e course @
select a course(s). Click Add. o e

Cimes b | Sefoct 2 Courmo o Add x - |da

4.  The course name will be added to the table above
this field. The Priority, From and End Dates and
Re-induction Fields are automatically populated
as per the course settings.

bl

5. Toremove a course, click on the Trash can icon
next to the course.

Add/Edit Course

Course Name Priority  From End
6.  Untick send notification if no email is required Rapid Helo Video o v (mwma 0 aesms 8
to be sent to the Trainee. Coitos N | Seects Cowes oA

7. Click Update Course List.

v/ Rapidinduct
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Trainee details - not yet
competent trainee

Not Yet Competent status applies to Trainees who have not
met the minimum pass mark of their course.

View the Trainee’s details.
1. Click the Re-assign Course icon.

2. The Priority, From and End Dates and
Re-induction Fields are automatically populated
as per the course settings.

3. Select the email address for CC if required.

4. Click Re-induct. An email will be sent to the

Trainee and any other persons that were added
as a CC.

v/ Rapidinduct
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Trainee details - Documents T e
f == -
The purpose of the Documents tab is to display all documents e e s s
uploaded or requested for the Trainee. e
Click the Trainees name from the dashboard. i
i . - e - | ]
1. Click the Documents circle to view any of the b
-/

Trainee’s documents (if applicable).

2. Click on a document name to view the document.

DOCUMENTS Clinutetu Dufésarl - - Sl & famert 9 Consi
All documents for the Trainee are displayed along with — @ = | a—

Puriising Lisencs 152000 { oaine.
the status. Bt s —

Tntvmrs Licamce | Phato 10 Bh0eR oz s =
Pending

Document request has been sent but no document uploaded.

Delivered
Document has been uploaded and awaiting verification by
an administrator.

Verified
Document has been verified as acceptable by an administrator.

Rejected
Document has been rejected by an administrator.

Expired
Document date has exceeded the document expiry date.

v/ Rapidinduct 1
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Trainee details - request a ' EEEEE: ©
neW docu ment DOCUMENTS [Clinctets Dsiinad .+ Sand kRamosl 3 Close
Wibite Coard wmhnuz: Bmon Hewar Exparr. [reaane s wircaon ]
Documents can be requested via the Trainee Details Page. g e —
Drivars Licance / Photn € wI B 202 m

1. To request a new document on behalf of a Trainee

click Send a Request.
Send A Document Request X
2. The Document list will be displayed. @
Documant Name
3. Select the document(s) you wish to request by @ I | liimioning mid Biipersiiinikionce
ticking the check boxes. [ P ——
4. Select if you would like to notify the Trainee via |B | ey
email, by ticking the Send Notification. O Covid-19 Vaccination
O Drivers Licence | Photo (0
. (] Electrical Licenca
. &l . Forklift Licence
. O . Plumbing Licence
. [0 White Card

@ B2 Serd Notfication @
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Trainee details - request a
new document cont.

5. An email preview will appear. Confirm the details
are correct and click send.

6. The requested document will be displayed as
pending.

v/ Rapidinduct

Send A Document Request

Subject

| Request from Rapid Global to upload your documents

Body

IParagmph = |RHT||¥|| (inherited forl) 3¢ |, I| {inbortod siza) 3¢ [0 ||_£_ - || = |
81 U= =|=== B scEEEEEE «oan o

Dear Joe Blogas,

You have been reguested by Rapid Global to provide the following documents.
» Confined Space Entry

Your unigua induction key is: PEMMM432 (Mumbers are underlined.)

Please log on by clicking on the following link.

https: //my.rapidglobal.com/Web/Account/Logon,/ 2621

Shnuld vri have anv misctinne ranardinn this _nlaase rontart vonr Ranid Glnhal - Snnia Kacdalic renrecertative

DOCUMENTE Clinwhle Drinted -+ Seil A Tiouest X Close.
Oocamnn Hams Ointe Rraquestmdd O Recetd Expiry Date. Status

Wiita Cant sz aunanz | e Esgie [ mamcarin ]

Phumibieg Licozce. 1 o=

Fodk Licance 15 [Frmi)

Dirrvmrs Lienze { Phot 0. Hray 2R 2 ==

Confned Space By Tz [ rousu:)
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Trainee details - verifying /
rejecting documents

When clicking on the document name, details of the
document are displayed. Documents can be Verified or
Rejected.

Reject Reason

1. If the document meets the requirements, click Verify.

These comments will be 2-malled 10 the Tralnes.

2. If the document doesn’t meet the requirements, click
Reject. A Reject Reason box will be displayed.

3. Enter the reject reason and click Confirm.

4. An email will be sent to the Trainee with the
reason included.

5. To send a document reminder email click
Send a Reminder.

6. To upload a document on behalf of a Trainee click
Upload New Doc.

7. To delete a document request click Delete.

8. History shows details of when documents were
uploaded or verified and allows previous documents
to be viewed.

v/ Rapidinduct 14
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Trainee details - notes 0 o —
A B e — S

The Notes Circle provides details of actions completed on o= S

the Trainee’s profile including: e oo

Secondary Traines Types Cisein el
HVIRLONL GO (1A K0 43 i
Socondury Shes k14 e

When Induction Keys are sent/resent to Trainees.

T - [
Deactivation of Trainees. Do @
: . = B & o @ 2
Pre-employment trail e.g. approval details rEF Yy v

(for systems that have this feature).

Export details of the Trainee records that have & 8 B & ° © R’ @
been emailed to others.

R e 4 fstvanacs X Close

Togie Dancription Crvated Dot Cheated By

From the Trainees Detai]s Page: Cowss Ra Inducl Corursa (Ve i modfed i {ZIARIZI - TSI} | ITRATOII 0 (AEST)

arm addnd: Caurzes Werking bem Home Ingucton Contacar lndection TB0L203 36D (AEST)

Exjornnl Carticatn Upioaded Ty The Stwtus in Competert ISOXIIIIDH0 (AEDT)

Extiami O o for ma Tootvactor T 1OV 550 (AEDT)

1. Click the Notes Circle. Details will be displayed. —

2. To add a new note, click Add New Note.

3. Enter the Topic, Description and optional
attachment. Click save.

Note: The Notes cannot be edited once created.

v/ Rapidinduct
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Trainee page - re-induct

expired trainees

The Expired status on the Dashboard filter shows Trainees
with an expired course, document or form.

1. To Re-induct a Trainee for a course, click the p icon
to expand the Trainee’s details.

2. Click the Re-induct icon

The list of all courses due for re-induction will be
displayed.

3. The Priority, From and End Dates and Re-induction
Fields are automatically populated as per the course
settings.

4. Add an email address for CC if required.

5. Click Re-induct. An email will be sent to the Trainee
with their Induction Key and course details.

Not Yet Competent (NYC)
The Not Yet Competent status on the dashboard shows

trainees that have not achieved the minimum pass mark for

an induction.

Re-inducting the Trainee will make the course active for a
second attempt.

v/ Rapidinduct
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Trainee page - re-induct bulk
expired trainees

Multiple Trainees can be re-inducted at once. The

Expired/NYC (Not Yet Competent) status on the Dashboard

filter shows Trainees that have course(s) ready for
Re-induction or have an expired Induction key.

1. Tick the box next to the Name field to select all
Trainees on the page.

2. Click the bulk re-induct icon . This will
re-induct all Trainees that require re-induction.

Please note: This step must be repeated if there is
more than one page listed.

Trainee names and email addresses are displayed.
4. Click p icon to view course details.

The Priority, From and End Dates and
Re-induction Fields are automatically populated
as per the course settings.

6. To remove a course, click on the Trash can icon
next to the course.

7. Add CC Email if required.
8. Click Re-induct.

An email will be sent to the Trainee with their Induction
Key and course details.

®

7 Trainees iy
woluaed N:n‘on‘l‘?eqﬂred Pmmng E'n_nlme\"t le iom‘mir;smn @
lduction Key | lesued Date - | Status on
FENEDTES 1632023 =3 OoOREg
|
PEWNLER 172023 E=3 oFES
FEQWFETS 23120022 ‘ == oFBEe
Reinduct ®
The below Trainess will be reinductzd.
Pleass note: Courses. Documents & Ferme may be added or ram oved based on Traines Requiremants, Requiremants manually addsd by an administrator will

nol be remaved.

Induction Key | Nome: 3
1 PENGD723 Patar Allan
2 | PEWNLE42 Marie Evans

3 | PECIWFE23 Wil Jones

Send a copy to {Optional) @
Sorm

B send Natification

| Email
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1
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Adding a new trainee

1. Click Add New Trainee via the Trainee page.
2. Select Trainee Group (Personnel Type).

3. Select Company Name or Add New Company if not
listed (will default for Employee personnel types).

4. Select the relevant Division and site.

5. Mandatory courses for the Trainee Group will
be pre-populated if set up in the training matrix.
The Priority, From and End Dates and Re-induction

Fields are automatically populated as per the course

settings.

6. Add additional courses if required by selecting from

the dropdown.
7. Select the number of Induction Keys required.

8. Mandatory documents will appear if required for
the Trainee to upload.

9. Click Create Trainees.

v/ Rapidinduct
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Adding a new trainee cont.

1. Add Trainee name and email address.
2. Add a CC email if required.
3. Click Send.

If more than one trainee is being created,
Click Send All Induction Keys to send a batch
of emails to the CC email address only.

4. Induction Email Preview will appear. Click send.

v/ Rapidinduct

Send Induction Key x
Induction Key ~ Name @ Email
1 PECSU768 | sean || Forest | | | sforest@example.com

Sendnmpyto{ﬂpﬁonaﬂ‘ 9 ‘
| Emall CC \T/

Note; if you enter an email address in the above field, all (above) induciion keyis) will be sent to that emall address as weill

®

Induction Email Preview X

Subject I Request from Rapid Global to complete your online induction

Body || Parcgraph + 4[| %]
| (inherited font) % || (inherited size) % w || A - || O ~ |

== ==

Blru=(=== =B =EEE

(o[ (@] o]

3

Dear Sean Forest,
You have besn requested by Rapid Global to complete the course listed below.

To complete the course(s), pleass use the link below to log in or to create your
MyRapid account: test

https://my.rapidglobal.com/Web/Account/Logln/2621
Your Induction Key is: PECSU768. o o

he lext. By addin
RAPID_LINK

value with real nfo.

Delay email by ID ihours
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Deactivate or delete trainees

Deactivating Trainees retains all the Trainee’s training
details. A deactivated Trainee can be reactivated if
required.

Deleting Trainees can be actioned if the induction key has
never been activated and no courses have commenced.

Please note: You cannot delete a Trainee that has
commenced a course in the system.

From the Trainee Page you can deactivate or delete
Trainees.

Deactivation
Click Deactivate icon (1) to Deactivate an active Trainee
e.g., left the company or is on long term leave.

Deletion
Click Trash Can icon (2) to Delete an unused induction key.
This can be done when a Trainee has never logged in.

v/ Rapidinduct
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Resend an induction key

The Induction email can be resent to the Trainee at
any time.

From the Trainee Tab.

1. Search for the Trainee in a Trainee Details field.

2. Click the Envelope icon on the right-hand side.

The Send Induction Key window is displayed.

Add a CC email address if required.

o g1 e W

Click Send.

From the Trainee Details Page.
1. Open the Trainee Details Page of the Inductee.
2. Click the Re-send Induction Email.

3. Follow the above steps 3-6.

v/ Rapidinduct
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Learn more

Rapid’s team is here to support you.

Helpful resources

Dive into our library of tutorials and support content to
help you and your team get the most out of Rapid’s feature
rich software.

Live support

Rapid’s Client Services team is ready to help you with your
technical questions and can be reached by phone or email
(1800 307 595, support@rapidglobal.com).

On-going consultation

Take your workplace safety to the next level and speak to
our experts about Rapid’s other workplace management
products.

Connect with us

Keep up to date on our latest product features and follow
@RapidGlobal on Linked In, Facebook or Twitter.

Share a review
We'd love to hear about your experience with our

Rapid Induct product, leave us a review on G2.
Take the survey.

S Rapid

Rapid Global
Head Office

Level 2, 118 Franklin Street
Adelaide 5000
South Australia

1800 307 595
+61 88405 1100

support@rapidglobal.com
rapidglobal.com/support



mailto:support%40rapidglobal.com?subject=
mailto:sales%40rapidglobal.com%20%20?subject=
https://www.rapidglobal.com/support
https://www.g2.com/products/rapid-contractor-management/reviews/start?return_to=https%3A%2F%2Fwww.g2.com%2Fproducts%2Frapid-contractor-management%2Ftake_survey

