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HRA Cloud e-learning Checklist FAQs 
Introduction and Overview 

e-learning checklist was developed to deliver training on how employees can build and 
maintain a respectful workplace that is free of harassment and discrimination.  

The checklist is available to HR Assured account holders and uses the functionality of our 
Self Service (eSS) portal. Any Employee, Contractor or Volunteer record may access Self 
Service.  

How can I access the e-learning checklist in my 
HRA Cloud account? 

Click Employee Management  

 

Then the checklist menu items will appear and the e-learning: Introduction to Appropriate 
Behaviour Checklist (eSS) is last on the list.  

Click to commence and then select the Employee, Contractor or Volunteer you wish to 
complete the e-learning via Self Service.  
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How do I provide my workers with access to HRA 
Cloud Self Service? 

There are two options to provide self-service: 

Option 1 - Standard Registration Process 

Businesses can send an email to their workforce announcing eSS and requiring everyone to 
register via the URL link available via Account Setting >> Commercial Tab>> Add-ons Tab 

This option works best when your HRA Cloud account is first established with your worker 
records uploaded and you are ready to launch your HRA Cloud. This way you can send the one 
email introducing Self Service with the link for them to register.  

For further details on the steps to follow, please access the knowledgebase articles below: 

• For HRA Clients click here 

Option 2 - eSS Registration via e-learning: Introduction to 
Appropriate Behaviour Checklist (eSS) 

When you initiate this checklist, you will notice that it has (eSS) in the title. This shows that 
the checklist has a built-in eSS registration notification that is sent to the Employee, 
Contractor or Volunteer who have NOT already registered for Self Service. Once they register 
for eSS via the email notification sent by the checklist and they are provided with a secure 
password to use to access HRA Cloud self-service and complete the e-learning modules. 

This option work best when you want to launch this training to an individual within your 
organisation and for new worker records who have not yet registered for Self Service. 

https://support.hrassured.com.au/hc/en-us/articles/226388827-How-do-I-set-up-a-new-eSS-User-activation-process
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How do I send the training out to multiple workers 
at the same time? 

To send the e-learning checklist out, use the bulk launch function which you can then deploy 
the learning in batches of approximately 20 workers at a time . 

To use the bulk launch functionality , ensure you have the correct user access permissions 
applied and the workers you select have already registered for Self Service (eSS).  

Step 1. Check your user access 

To check your user access:  

• Navigate to the top right corner of your account home screen 
• Click on Settings 
• Select Usernames and Passwords from the drop-down list: 

 

• Select your name from the Users Tab  

• Select the Access Control tab over to the right next to your user Details tab.  
• The User Access Role you need is labelled “Bulk Launch Checklists”.  
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If this access role is not assigned on your list of roles: 

• Click the edit button 
• Select the role by ticking the checkbox 

• Click the blue Update button. 

Step 2. Ensure all Worker Records have access to their 
Employee Self Service (eSS) 

Option 1. You can check this by running a report in the Reporting Module selecting Self 
Service + symbol and clicking on Self Service Users. 

 

 

Option 2. You can view your list of Self-Service Users by navigating to Settings and clicking 
on Usernames and Passwords. Under the eSS Users tab will a list of your current eSS users.  
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Note: For workers who are not registered for Self Service you will need use our two options 
above to initiate the registration process prior to the Bulk Launch of the Checklist or you can 
un-tick or un-select those workers from the Bulk Launch list.  

Step 3. Initiate the Bulk Launch Checklist  

Navigate to the Bulk Launch Checklist Tab from Employee Management, Contractor 
Management or Volunteer Management Modules. 

The example below is from Contractor Management: 

 

Name your Bulk Launch and click Next. 

 

Select the e-learning: Introduction to Appropriate Behavior Checklist from the drop-down 
option.  
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Select Record types by checking the boxes for Employee, Contractor or Volunteer 

 

Select Branch/s 
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Select Record/s 

At this point you will be able to tick or untick your workers records. Workers without an email 
ID associated with their record are highlighted with a yellow box.  

Without an email against their record the notifications will not send, nor will they have 
registered for Self Service. Therefore, it is recommended that these workers are updated 
with an email address or untick records without an email address in the Bulk launch list. 

Click Next once you have reviewed the workers records. 
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Confirm Records before Launch 

On this page confirm the list of records you will be launching.  

You can ignore steps 1 & 2 on this page. These functions are not required for this checklist.  

Once records are confirmed you can click the blue “Launch” button. If you missed someone 
you can click on the Back button to take you back to record selection.  
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How do I run a report to track what modules my 
workers have completed? 

e-learning: Introduction to Appropriate Behavior is a checklist in HRA Cloud. 

To run a report, access the Reporting module in the left-hand navigation panel in your HRA 
Cloud account: 

 

• Click on Workflow in the list  
• Select Checklist Tasks Report  

• Click Generate. 
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The report will appear on your Browser in a HTML format.  

 

 


