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Accessing your Student Portal 

 

Having access to Your Student Portal is important for you to continue on your Student Journey 
with Amana Living Training Institute. Please remember to check in often to read your 
Timetable, which may change due to reschedules.  It is best to use a Computer/Laptop with 
Google Chrome web browser. 

On Enrolment you will receive an email titled ‘Activate your Amana Living Student Portal’.  
Click on the Student Portal Activation Link and sign in as instructed.  We suggest you bookmark 
your Student Portal page for future use and remember your password. 

You will now be taken to the following icons.  By clicking on the ‘Timetable’ Icon you will be 
directed to your schedule of Events/Development Workshops & Zoom classes 

 

 

The timetable will show in a weekly calendar view.  Hover your mouse over each booking to 
see more details or click on the block of time to find out more information.  View your class 
schedule by hitting the ‘Week’ or ‘Month’ button, toggle between weeks/months by clicking 
‘Next’ to view your upcoming bookings.

 

Select ‘All’ for list view. 
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Alternatively, you can select ‘All’ for your calendar to be shown in list view as below. 

You can see times, dates and locations for all your upcoming classes with Amana Living 
Training Institute.  

 

 

 

Click on ZOOM link 



 

Document owner:  Director Version Number:  1 

Date reviewed:  August 2023 Page 4 of 11 
Please be aware you may not be viewing the current version. All current documents are available on the Amana Living “S” Drive 

 
 

Your Day 2 ZOOM class can be accessed by clicking on the Day 2 event, which will open up a 
box as shown.  Click on the ZOOM link to connect with the Trainer and your Group.  Please 
read our ‘Quick Guide to join a ZOOM Meeting’ on Instructions on how to join your ZOOM 
class 

 

ACCESSING DOCUMENTS RELATING TO YOUR UNITS 

By clicking the ‘Documents’ Icon, you will be taken to all resources for your units of study. 

 

 

All learning resources are uploaded to your student portal.  Click on the relevant Tabs to access 
your Power-points, Written Assessments, Learner Guides and Log Books.  Alternatively, check 
in the ‘Other’ tab as some sometimes these may be saved in this folder.   Resources for units 
will be available for your Day 2 ZOOM class, and only after we have marked you as attending 
Day 1. 
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Joining a Meeting on ZOOM for your Day 2 workshop. 
 

The instructions below will show how to join your Day 2 workshop via ZOOM.   

Before joining a Zoom meeting on a computer or mobile device, you will be prompted to 
download and install Zoom when you click a join link, OR you can download ZOOM onto 
your Computer/Laptop prior to your first meeting. 

1. ZOOM is free to install.  In your web browser type in the link  https://zoom.us/download 
and download ZOOM by following instructions 

 

 

2. Choose the location on your PC to save the ZOOM installed files, this will install the 
ZOOM app on your PC.

 

 

If required, watch the Youtube Video by clicking https://youtu.be/pAMDxH_H_Cs  which 
shows you a simple way of joining a ZOOM Meeting.    

 

https://zoom.us/download
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FpAMDxH_H_Cs&data=05%7C01%7CVSeneviratne%40amanaliving.com.au%7C8ab2a0caad6b43a02b5508db1ad62703%7C8d85af5558c04f48a485ffe66b80088b%7C1%7C0%7C638133279295372384%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1tKOzr2GCIDcco6hRR%2BviMO1GJapn9VeJz%2Bxvse6hrU%3D&reserved=0
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3. Joining Day 2 of your workshop - Open your calendar event for Day 2 where you will 
find the ZOOM link.  Click on the link and if required include Meeting ID and 
Passcode. 
 

 

 

 

4. A new browser will open – Click on ‘Launch Meeting’ 

 

Click on link 

1 

2 
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5. You will be requested to join with Computer Audio 
 

 

 

By ticking the box ‘Automatically join audio by computer when joining a meeting’, 
this dialog box will not pop up and ZOOM will automatically connect you via audio.  
If required, you can check that your Speaker and Microphone are working properly 
by clicking on ‘Test Speaker and Microphone’.   
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6. Navigating the Video, Microphone and Chat functions 

 

 

        

 

 

  

To mute and unmute your 
microphone, click on the mute 
button 

To turn your camera on/off, click 
on the start/stop video button 

Chat with your Trainer.  Click Chat 
to open up the chat window and 
select the drop down next to ‘To’ 
and select the Trainer’s name.   

Type in your name to record your 
attendance. 
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7. You are now an active member of this session - the screenshot below is an example of 
when a student has successfully joined a Zoom meeting. 

 

 

         

How to submit assessments via Student Portal 

1. Log into your Student Portal 
2. On the Dashboard, click the Assignments tile to upload your assessment. 
3. You will be presented with Assignment Submission page. 
4. Using the drop-down menus, select the Unit and Course you would like to submit the 

assessment for. 
5. A name must be entered into the Name field to submit your assessment, for example 

‘Written Assessment’ or ‘Performance Evidence Project’. 
6. To upload your assessment, click on the Choose File button and select the file to 

upload. 
7. Once you have reviewed and ensured that all the fields are correct, click on the 

Upload button. 
 

You have now submitted an assessment via your Student Portal! 

You will receive an email confirmation that your assessment has successfully been 
submitted. 

You will also receive an email when your assessment has been marked by one of our 
Assessors. 

If you’d like to view a record of the assessments you have submitted, you can do this via 
the ‘Documents’ tile under the ‘Uploaded Assignments’ tab. 
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How to upload a Document to the Student Portal 

 

There are various reasons you may need to upload a document to the Student Portal. For 
example, you may require to provide proof of influenza or COVID vaccinations before 
completing your Workplace Observation Assessment at one of our residential care sites. 

 

 

 

1. To upload a document, click the Document tile on your Dashboard. 
2. Click the Document tab in the menu on the left of your screen. 
3. Click Add a new Document. 
4. Fill in the Name field. 
5. Click the Choose file button and select the relevant document. 
6. Click the Upload button. 

 


