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Your employer or client will have a range of 

courses for you to complete, you will need 

to login and set your password to  

complete the courses. 
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You will receive an invite email to log into 
the system.  Click on the link in the email 
to set your password. 
 
The password has criteria for security 
purposes, please read the instructions. 
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The link in the email is valid for 24 hours, this is an Amazon Web Services security token and cannot be 
changed by anyone. 
 
If the link has expired, use the Forgot Password link on the login page, or ask the person who created 
your account to resend the link from their system access. 
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You can change your password at any time.  Go to the Profile button on the top right corner. 
 

 
 
1 .  Enter  your  current  password 
2 .  Enter  your  NEW password 
3 .  Conf i rm NEW Password 
4 .  C l i ck  Update  Credent ia ls  
 

' '
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Your Trainee ID will be in the format of Trainee000000, you need this if you have forgotten your 
password. 
 
If you have forgotten your password, when logging in to the app press the ‘Forgot / Reset Password?’ on 
the login tab. 
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The Password reset screen will open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter your Trainee Login ID [Note not your email address] you will be sent a link to your email to reset 
the password. 
 
?,3@,0016*&345611*!7**
 
!A*2,-*:,6B0*C6,9*2,-3*&345611*!7D*8;14/1*4/C*0E1*813/,6*9E,*/10*-8*2,-3*4>>1//*0,*0E1*/2/01.*,3*31A13*
=4>C*0,*0E1*,35@564;*1.45;<*
 
You need your Trainee ID to log into the system and to reset your password. 
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On your home page, it will display courses that you need TO DO (They will have a yellow TO DO button 
on them.) or courses that have expired and you may need to resit. 
 
Click on the COMPLETE COURSE button for the relevant course. 
 

 
 
This will open the course material ready for you to read and complete the course. 
 
Go through and read all sections of the course, some courses may be simple PDF files, some courses 
may be full eLearning with navigation. 
 

 
 
When you have finished the course click on the COMPLETE COURSE button at the top right of the page 
to open the assessment.  
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A course assessment will pop up, answer all the questions, and click on the green submit button. 
 

 
 
Each course has a set pass mark, if you passed the course, you will see a Success popup. 
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If you did 6,0 pass the assessment the first time, :,6B0*9,332, you can resit the assessment, a popup will 
appear for you to submit new answers. 
 

 
 

 
 
If you do not pass the assessment multiple times, you may exceed the number of attempts set by the 
client.  You will need to contact the person that created your account and get them to reset the 
attempts. 
 

 



 TRAINEE USER GUIDE November 2025 

$%3*+"'$"*,)()$0,"+ '0.2'*"$%*2+ '
 
 
 
For each course you can view and download a  
copy of the certificate if the client has created 
a certificate for the course.  
 
CLICK on the certificate icon next to the course 
name. 
 
 
 
 
 
 
 
 
You can also view and download your full training record. 
 
FG!FH on the button under your profile picture - PRINT FULL TRAINING RECORD. 
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If the Optional Function Skills, Knowledge and Competency is enabled by your client the Skills, 
Knowledge and Competency Table. If it is enabled upload copies of your licences and certificates. 
 
GO TO – Skills, Knowledge and Competency Table and click on the blue ADD NEW Button. 
 

 
 
This will open a popup to enter your information and upload a copy in image format (JPEG. GIF etc). 
 
1.! Enter Type – Drivers Licence, Forklift Ticket etc 

2.! Enter the Providers Name 

3.! Enter the Number 

4.! Enter your name as the Holder 

5.! Enter the Expiry Date 

6.! Click on Upload File 

7.! Find the file on your computer 

8.! WAIT for the file to load 

9.! Click SAVE. 
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If your client has enabled the Optional Function to record your Individual Documents, then these will be 
loaded into a table in your Companies Portal and on review and approval will be linked into a Table in 
your LMS Portal. 
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If your client has enabled the Optional Function to Auto Enrol your company’s Primary and Secondary 
Contacts, the purpose of this function is to ensure that the Contractors Primary and Secondary Contacts 
understand the key Clients Policies and Procedures to be able to communicate to their teams the 
importance of alignment and compliance. 
 
If this function is enabled and you are a #35.432*,3*I1>,6:432*F,604>0 for your company on logging in 
to your Portal, you will see a new menu called MY TRAINING. 
 

 
 
When you click on the MY TRAINING Menu it will open a popup which will allow the auto-enrolled 
Trainees to access the Trainee Portal. 
 
 
 
 
 
 
 
 
By clicking SELECT CHOICE Icon          will open their Trinee Portal and allow them to complete the review 
of mandatory Docuements and Courses.  
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On clicking the SELECT CHOICE Icon you will see the Courses you need to complete.  
 

 
 

Your Client Admin User can see these your course results in their LMS Trainee Table with overall status, 
and they can see more details from Trainee Details Screen. 
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Two-factor authentication (2FA) is a security system that requires two separate, distinct forms of 
identification in order to access something. The first factor is a password and the second commonly 
includes the use of an Authenticator App, and Emailed Code or Text with a code sent to your 
smartphone. 
 
By adding two-factor logins to any accounts makes it harder for hackers to access your accounts, so we 
highly recommend using the two-factor authentication. 
 
Perentie Apps gives you the choice of each method to suit your requirements for the 2FA.  
 
Your client Administrator will enable the 2FA Function and advise you to set up your access.   
 
On enabling the 2FA Function the next time a User signs into the application after they enter their Email 
or System ID and Password the 2FA setup screen will display.  

 
 
The three [3] 2FA options are displayed. 
 
!""#$%!#&'()*+  - If the user chooses to use an '-0E1605>40,3*'88 on their mobile device all that is 
necessary is to select the '##* and scan the QR Code.  When the user has copied the code to the 
Authenticator App they need to click the Checkbox confirming they have successfully scanned the code 
then hit the NEXT button. This will open a window asking for Authenticator Code Number to be entered.  
 
There is also, the option to copy the code by pressing the COPY CODE link, this is an alternative way to 
load the Authenticator. 
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If the User does not have an Authenticator App on their mobile device, they can review and download 
the Authenticator on the following links: 
*
?,3*'6:3,5:*J/13/  
 
Google Authenticator - 
https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2 
 
Authy Authenticator - https://play.google.com/store/apps/details?id=com.authy.authy 
 
Microsoft Authenticator - https://play.google.com/store/apps/details?id=com.azure.authenticator 
*
?,3*5#E,61*J/13/*
 
Google Authenticator - https://apps.apple.com/us/app/google-authenticator/id388497605 
 
Authy Authenticator - https://apps.apple.com/us/app/twilio-authy/id494168017 
Microsoft Authenticator - https://apps.apple.com/us/app/microsoft-authenticator/id983156458 
 
(,01)*There is also, the option to copy the code by pressing the COPY CODE link, this is an alternative 
way to load the Authenticator 
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On pressing NEXT this will open the authentication code input from all that is needed is to enter the 
code number.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you have entered the code press the CONTINUE Button this will open the Perentie App. 
 
In the case of a J/13*;,/56@D*:4.4@56@D*318;4>56@*,3*95/E56@*0,*E4K1*L*.,=5;1*:1K5>1/*with the Two-
factor Authentication App all that is necessary is to login as normal and when the Authentication Code 
screen opens press the M3116 SETUP NEW MOBILE DEVICE Button which will open the 2FA Setup 
Screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The User scans the QR Code, checks the 'Yes I have scanned the QR code Successfully' checkbox.  The 
User then enters the code as normal.  



 TRAINEE USER GUIDE November 2025 

If a User enters an invalid Code a warning screen will open indicating possible issues and solutions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The User has the option to press the TRY AGAIN which will reopen the reopen code input form and 
enter the correct code.  
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,-!./#$%!#&'()*+# - If the user chooses to use an email to receive the Code then select the email as the 
preferred option.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On selecting the Email option and checking ‘Yes I’m confirming the mode of 2FA ‘pressing Next will open 
the code input form all that is needed is to enter the code number received in the Email.  The 
application will then open.  
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If a User enters an invalid Code a warning screen will open indicating possible issues and solutions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The User has the option to press the TRY AGAIN which will reopen the reopen code input form and 
enter the correct code. 
 
0-0#12,324#$%!#&'()*+#- If the user chooses to use a Text to their mobile phone to receive the Code 
then they need to select the SMS as the preferred option.  Checking ‘Yes I’m confirming the mode of 2FA 
‘pressing Next will open the code input form. 
 
When setting up your phone number select the Country Code from the pull down menu and enter the 
mobile number.  
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Pressing Next will open the code input Form all that is needed is to enter the code number received in 
the text.  The application will then open.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If a User enters an invalid Code a warning screen will open indicating possible issues and solutions.  
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The User has the option to press the TRY AGAIN which will reopen the reopen code input form and 
enter the correct code. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FE46@56@*2,-3*L?'*$805,6 
 
If you wish to change your 2FA option from an Authenticator App or Emailed Code, Text with a code 
sent to your smartphone all that is required is to open your 'Edit my profile' in your Portal and click on 
the 'Change Your 2FA Option' this will open the Two-Factor Authentication Setting and you can then 
change your option by selecting the required method. 
 
 
 
 
 
 
 
 


