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Welcome
Welcome to the Hand Hygiene Australia learning management system!
You are registed as a learner in the HHA system. This document outlines the essential information
for your use of the system.

Login
Login screen
Now that you have created your profile by registering to use the HHA learning management system,
you will not need to register again. The next time you use the system you need to login with the
credentials you registered with.

Login ID or Email
Enter your email address if you added one on registration, or enter your Login ID that appeared on
the screen on registration. For example:
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Password
The password was created on registration. If you cannot remember what this is please use the link
on the login page to reset your password:

PLEASE NOTE:
The forgotten password link will only work if you included an email address on registration.
If you are not receiving an email to reset your password it is likely that you did not provide an email
address when you registered OR the email address you provided is now out of date OR incorrect.
The forgotten password email should arrive in your inbox within ½ hour after using the forgotten
password function. If you do not receive it after this time please do the following:
1. Check your junk and spam folders for the forgotten password email – if found, mark the email as
“NOT JUNK”, then follow the prompts to login or change your password.
2. Try using the forgotten password again, but this time with an alternate email that you may have
registered with. For example, you may have entered your work email for the ‘forgotten
password’ however when you registered you may have used a personal email address or vice
versa.
3. Are you requesting a ‘forgotten password’ to a Defence email address? If yes, please contact
hhalearning@austin.org.au for HHA to reset your profile email to a personal email address as
Defence are currently blocking emails from HHA.
4. If you have tried all of the above steps that are relevant to you, it is likely that you may have
missed entering an email into your profile, or you entered your email address incorrectly. In this
case you need to contact hhalearning@austin.org.au
a. Please include the following information in your message:
i. Your name
ii. Contact number/email
iii. A detailed description of your question
iv. Relevant login details, organisation name, or employee/student number to
assist locating you in our system.
Without this information we may not be able to help you.
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Navigation
Home screen
Once you have logged in to the system, you will be presented with your homescreen. You can always
return to the home screen by clicking on the Home icon on the right of the screen. There are a range
of other icons below the Home icon. In the following sections we’ll describe how to use the most
important and useful features.

Update My Profile
If you need to update any information saved in your learner profile, then click on your name in the
top right hand corner of the screen:
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1. Select ‘Personal Profile’

2. Select ‘Modify’ on the ‘Details’ tab, then update the required information and press save

3. Select Other Info to update other aspects of your profile
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Change My Organisation
You can change the organisation you are attached to for reporting purposes.
1. From the Home screen you can select the ‘Change my Organisation’ tab from the Shortcuts
menu:

2. The pop-up box will indicate the organisation you are currently attached to. If you didn’t select
an organisation from the list on registration you will see:

3. Follow the steps to select a new organisation. The organisation you select will now have access
to your online learning completion data, if they choose to run reports from the HHA system.
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Learning Modules
On your initial registration you selected the Hand Hygiene learning module you wanted to complete.
You may also have selected an Infection Control module. All modules that you are currently enrolled
in are visible on your Task List on the Home screen:

How to complete a learning module
1. Click on the module you wish to complete from your task list
2. Press the Start Module Now button:
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3. A new window will open with the module content

4. Click on the blue hand ‘Start’ button
5. Read the content on each page, use the navigation buttons to move between pages, and answer
the quiz questions correctly (100%) for each section

Troubleshooting
If the module is not opening when you press ‘Start Module Now’ please check if your internet
browser is set to ‘block pop-ups’. This could be the reason why you are unable to open the module.
Check and reset your internet browser security options to allow pop-ups from the HHA learning site,
and the module should open.
If the infection control module is opening, but appears as a blank screen, this indicates a problem
with the ‘Flash player’ on your computer. Please check that you have Flash player installed on your
computer AND that your internet browser security settings allow Flash to work in that browser.
Please try reinstalling Flash, downloading ‘bug fixes’, or talking with your local IT team regarding the
use of Flash.
PLEASE NOTE: Flash generally does not work on iPads, iPhones or Apple computers
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My task list does not have any modules to complete
If you have completed the module(s) that you chose on registration, then you will not have any
active modules on your task list.

It is the responsibility of the individual learner to enrol in the module required for completion, the
HHA learning management system does not know the required module, nor required frequency for
completion of a module for individual users. Please read on for instructions on how to enrol in a
module:

How to re-enrol in the same learning module
If you have previously completed a learning module, then you are able to re-enrol in the same
module by using the menu item in the Shortcuts menu.

Pressing the re-enrol button automatically enrols you in the module and takes you to the ‘Start
Module Now’ screen (see Section: How to complete a learning module).
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How to enrol in a new learning module
To enrol in a module that you have not previously completed: choose the 'Find a New Module'
option in the Shortcuts menu located on the bottom right of your screen once you have logged in, or
the button at the top of the Home page

OR

1. Choose from the categories listed to find the appropriate module.

Please note: Auditor modules are recommended only for those who are about to attend face to face
auditor training, or have already completed the auditor training workshop.
2. Scroll through the module listings to select the module you require.
3. Click on the name of the module
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4. Click on the Enrol button

How to cancel your enrolment in a learning module
If you have accidently enrolled in the wrong module, you are able to delete your enrolment at any
stage.
1. Click on the module on your task list that you wish to delete:
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2. Click on the ‘cancel enrolment’ button

3. Type a ‘cancellation reason’ and press ‘cancel enrolment’
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Learning Module Certificates
Each time a learner completes a module, a certificate is issued from the Learning Management
System. This certificate is emailed to the learner if a correct email was provided on registration.

View my certificates
Your most recent certificate for each individual module that you complete is available to download
at any time.
1. Select either ‘My certificates’ from the Shortcut Menu, or select ‘Achievements’ in the main
menu.

2. Click on the certificates icon
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3. Click on the name of the current certificate that you wish to download, then you will be able to
save or print the PDF that opens.

Please note:
If no certificate is available, please select 'Home' from the menu on the right of the screen and check
if there is a module on your Task List. If yes, then you have not completed the learning module yet.
Once completed, your certificate will be available via the steps above.

View my learner transcipt
Only the current certificate for each module is available to download as a PDF. If you are requiring a
transcript of all modules completed, then you need to view the History tab.

Please note: You may need to change the completion date search fields to ensure your full history
appears on a single transcript.

14

General certificate information
Certificate expiry
HHA recommend annual completion of general learning modules, and have annual reminders built
into the learning system to ensure you stay current. However, please note that your local
requirements for your organisation may differ. Please refer to your directives for your organisation
from your jurisdiction or governing body.
Auditor certificates are only valid for one year.

CPD Points for learning modules
The HHA learning modules do not have an allocated number of CPD points. Self-directed learning
earns 1 CPD point per hour of study, therefore each learner should keep a record of the length of
time taken to complete the module for their own records.
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