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WJA Courses - Running instructions
Learn how to effectively navigate and run a WJA course

1 Open your WJA course which is stored in your C drive
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2 open the presentation that you are delivering

3 Click add-ins the clikapad to open the drop down menu
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4 click on setup then participants. This will open your Ppvote from your C drive
folder

5 Fill out your trainee's names and give each person their clikapad receiver
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6 Fill out the companies that your trainee's work for.

7 give each trainee their own unique WJA number or previous WJA number if it is a
refresher
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8 insert which course you are completing in the top line, it will autofill all additional
lines once you insert the top line

9 insert the course date top line, it will autofill all additional lines once you insert the
top line
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10 add in the expiry date to each line, this has to be done for each person as you may
have refreshers on the course

11 add in any existing modules if your trainee's hold a card, leave blank if no previous
courses are held
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12 add your name to the top line, it will autofill all additional lines once you insert the
top line

13 add trainee email address and confirm all information is spelt correctly
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14 add the address where your course is being carried out to the top line, it will
autofill all additional lines once you insert the top line

15 add in if you have issued hard copies of the code of practice, this must be filled out
for each trainee
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16 add in if you require hard copy cards to be issued (Yes for hard copy cards, NO for
digital cards), this must be filled out for each trainee

17 add in confirmation that you have checked trainees ID's being starting the course,
this must be filled out for each trainee
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18 once you are happy with all information close PPvote

19 Click "Save" to apply changes to the participant list.
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20 Click add ins then clikapad

21 click in to keypads
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22 insert lowest keypad number and highest keypad number then click test

23 get each trainee to press 8, ensure each line is filled and confirm all lines lit up on
your trainees keypads
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24 Exit Clikapad test

25 select OK to close window
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26 you are now ready to run your course. click slideshow start from beginning and
make sure you are in presenter mode

27 at the end of the course get trainees to download the WJA app and give them
logins for temporary access.
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28 confirm at the end of the theory course if any of the trainees have any questions
before you check results

29 Click add ins, then clikapad
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30 Click view / export data to excel

31 Click results by keypad
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32 view all scores and confirm if trainees are ok to proceed to the practical
assessment (80% or above), if they need to sit the paper test (70% - 79%) or if they
cannot proceed and will need to rebook their course (below 70%)

33 close window and proceed to practical assessment
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34 once practical is complete, click add ins then clikapad

35 Click participant / keypad names
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36 the Ppvote will reopen. Add in PASS or Fail to each trainee on practical and theory
results

37 confirm each line has been filled out and all details are correct.
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38 at this point all information is held within the course presentation and the Ppvote.
Click Custom report

39 Choose a destination and click "Save" to export the Excel report.
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40 Select a trainee's tab to review and add in their individual feedback. The individual
trainee tab will auto fill all info from the course. This is where you add in you
observations from their practical.

41 Click the "PDF " icon in the Quick Access Toolbar. save as the trainees name plus
course report E.G PW Report Sean Lock, This will create an individual PDF for each
trainee
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42 Once each course report has been saved to PDF publish and save excel form ready
to send to the WJA.


