Accessing your digital standards

Thank you for choosing RTP to deliver your training.

As part of our virtual delivery of training, we issue a complimentary digital copy of your Standard. Prior to attendance, we ask you action the
following steps mentioned in these instructions to allow access to your Standard. If you require assistance, please call us on 1300 95 96 92.

Step 1. Creating your Intertek Inform account

1.1 You will need to complete the Personal Details section with your first and last name, your email address, and create a password.

1.2 Inthe Billing and Delivery Details section, you will need to enter your address. Please be assured that you will not be billed for your copy of
the standard but an address is required to complete the registration process.

1.3 You can progress without completing the Organisation Name and Preferences section.

1.4 Verify you are not a robot and click the blue register button.
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https://www.intertekinform.com/en-au/

Step 2. Downloading Adobe Acrobat

If you don't already have Adobe Acrobat Reader/Pro installed on the device you plan to use for the training, please install by clicking this Link.
To ensure you are able to download and view your Standard without issue, follow steps 3 and 4 to update settings for Adobe.

These changes will ensure your copy of the Standard is opened as a PDF and will be able to be downloaded and saved.

Itis critical your Adobe settings and Browser settings are updated prior to us allocating your copy of the standard.
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https://get.adobe.com/uk/reader/

Step 3. Updating your Adobe Acrobat settings }c

You will need to make a change to the settings of your PDF. You can do this using this PDF document you have open or any other PDF you have
saved to your computer. This setting change will be effective on the PDF document of the Standard.
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pen. Ctis0 3.1 Click on the menu button at the top left corner of this PDF. This will reveal the dropdown list
Open recent fes ’ displayed in the example to the left.

S 3.2 Navigate to the preferences option and click this.

Save as.. Shift+Ctrl+S

Convert to Word, Excel or PowerPoint
Save as Text_

Protect Using Password

Reguest e-signatures

Share file

Print Ctri+P
Search >
Paste Ctri+V
Undo, Redo & more >
View >

Disable new Acrobat Reader

Window >
Help >
Preferences. Ctri+K _
Protection >
Document properties. Ctri+D
Exit application Ctd+Q
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Step 4. Disabling global objects security policy

4.1 Once in Preferences, Click JavaScript in the categories list
4.2 Ifthereis a check markinthe box titled Enable global object security policy please uncheck this box, then click OK.

Preferences *x Preferences
Categories: Jereaheriph Calegaries JvaSonipt
F—— [ rotte Aerchat szt Commenting [ et acrobat matarion
Crocuments Documents
Full Etrt:'en ot Security Full Songen aScript Secuity
Generel Geraeral
P CHuplay | Enabie menu nems RvaSoript eetoution privleges Page Deiplay [ | Enatle men iterms lvaSript execution privileges
Aceiiility l (8 £ tie siobe oIy 0Ty Aecessibily [ :EI'}HIWWWW pelicy
Sdobe Online Senvices Adobe Onlire Serdoes
Emuail ACcounts JraScript Debugper Ernail Acczaanis JavaSeript Debugger
Featrs Farrig
Gerestive Al [:]:.rm- corsole o Emors s MEssages Cersratios &l H_:srnn concole on ereors and messapes
Idertaty Identity
Interrast Intemet
eI | TN
Lenguage Larguage
Magaiuring (1] Meparing [10]
Mlewsuring (30) Messuring [0
PMheasuring (Geo) Messuring [Geo)
Migdtirmedis & 30 Multimedss & 3D
Midtirmeiib (lgscy ) Muftimadiy [begeey]
Mludtirsedin Troan (Legasy Migdtirmpdip Traat (legacy
Readeng Resding
Reviewing Reviewing
Search Seanch
Sty Sty
Security [Enharced] Seouriny (Erbanced]
Sigrabares et
Speiling Spelling
A L
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If this box is already unchecked, please DO NOT check it. Just click OK.




Step 5. Adjust your browser settings

Please select the browser you are using for the training and follow the steps.

- Ifyou are using Google Chrome go to pages 6 -9
- Ifyou are using MS Edge 2o to pages 10 -1
- Ifyou are using Firefox go to pages 12 - 13

These changes will ensure your copy of the Standard is opened as a PDF and will be able to be downloaded and saved.

Itis critical these actions are taken prior to us allocating your copy of the standard.
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Step 5. Adjust your Google Chrome settings

Open a new browser tab in Google Chrome, and click on the 3 dots in the top right corner, and click on Settings.

v & NewTsb X  + = [u X

c & Search Google or type a URL “ :

R [3 Training [ Sharepoint [3J Other [ Temporary [ Holiday info O Mew tab CtrleT
5 Mew window Ctrl+N
£ Mew Incognito window Ctrl+Shift+M
& Person 1 Not signed in >
@2 Passwords and autofill b
D History >
L Downloads Ctrl+]
¥ Bookmarks and lists >
88 Tab groups >
£} Extensions >
@ Delete browsing data...  Ctrl+Shift+Del
@ Foom - 100%  +
=  Print. Ctrl+P
& Search with Google Lens

Translate...
[@  Find and edit >
[ Cast save and share >
B More tools >
@ Help >
F bt
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Step 5. Adjust your Google Chrome settings

Click Privacy & Security, then click Site Settings.
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Settings O\ Search settings

You and Google

Autofill and passwords

Privacy and security _ Take the Prlvacy GUIdE - n

Review key privacy and security controls in Chrome .
Performance i

I. )
Get started No, thanks =X
Appearance
Search engine

Default browser Safety check

On start-u
P Chrome found some safety recommendations for your review
4] Go to Safety Check

Passwords

Languages

Downloads Privacy and security

Accessibility W Delete browsing data b
Delete history, cockies, cache and more

System

Reset settings = Prw_aq,f u |de_ . »
Review key privacy and security controls

Extensions [ @ Third-party cockies b

Third-party cockies are blocked in Incognito maode
About Chrome

Ads privacy
Customise the info used by sites to show you ads

El Security
Safe Browsing (protection from dangerous sites) and other security settings

o— Sitesettings N
R.Sk Traonong — ~°  Controls what information sites can use and show (location, camera, pop-ups and mare)

PROFESSIONALS




Step 5. Adjust your Google Chrome settings

Scroll down to Additional content settings and click on the downward facing arrow.
Additional content settings v (mmmmm—

Automatically remove permissions from unused sites

To protect your data, let Chrome remove permissions from sites you haven't visited recently. Doesn't O
stop notifications.

- Scroll a little further and click PDF documents, in the next window select the radio button for Download PDFs

Additional content settings ~ & PDF documents
@ Sound N

Sites can play sound Sites sometimes publish PDFs, like documents, contracts and forms
- Intrusive ads R

Ads are blocked on sites known to show intrusive or misleading ads Default behaviour

Sites automatically follow this setting when you visit them

— @ L Download PDFs
PDF documents g _ (O [# Open FOFs in Chrome

@ Zoom levels »
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Step 5. Adjust your Google Chrome settings

Click on the Downloads in the Settings list.

(5 Youand Google
@ Autofill and passwords
8.2 Forthe option of Ask where to save each file before downloading, click on the slide bar
Pri d it
O Privacy and security to change to BLUE.
%y  Performance
Downloads
€2 Appearance
Q,  Search engine Location
, Change
ChUsersyMicolewall,Downloads
[  Default browser
O Onstart-up Ask where to save each file before downloading — O
% Languages Open certain file types automatically after downloading Delete
L Downloads _
% Accessibility Show downloads when they're complete O
€, System

This tab can now be closed.
) Reset settings

7} Extensions [/}

-

)  About Chrome
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Step 5. Adjust your MS Edge settings

Open a new browser tab in MS Edge and click on the 3 dots in the top right corner and click on Settings.

= O Q, Search or enter web address — 9

-

(5 New tab Ctrl+T

B New window Ctrl+N

£2 New InPrivate window Ctrl+Shift=N
Zoom — 100% -+ | L

¥ Favorites Ctrl+Shift=0

Collections Ctrl+Shift=Y

O History Ctrl+H

) Shopping

{1 Downloads Ctrl+)

B Apps >

{3 Extensions

22 Browser essentials

X Print Ctrl+P

[3 Split screen

(X} Screenshot Ctrl+Shift+S

& Find on page Ctrl+F
More tools 4

I 5 settings
(@ Help and feedback »

Close Microsoft Edge

) Managed by your organization
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Step 5. Adjust your MS Edge settings

Click on Cookies and site permissions and scrolldown to click on PDF documents.

Settings

Q

®

BB dB

986

OD D @ED =k X

(]

[t

Search settings

Profiles

Privacy, search, and services
Appearance

Sidebar

Start, home, and new tab page
Share, copy, and paste
Cookies and site permissions

Default browser

Languages

Downloads

Accessibility

System and performance
Family safety

Printers

Phone and other devices

Reset settings

About Microsoft Edge

-

®]

[

]

Background sync

Allow recently closed sites to finish sending and receiving data

Automatic downloads

Ask when a site tries to download multiple files automatically

Protocol handlers

Allow sites to ask to become default handlers for protocols

MIDI device control & reprogram

Ask when a site wants to use system exclusive messages to access MIDI devices

Zoom levels

USB devices

Ack when a site wants to access USB devices

Serial ports

Ask when a site wants to access serial ports

File editing

Ack when a site wants to edit files or folders on your device

PDF documents

Picture in picture control

Magnify image

Handwriting To Text

>

For the option of Always download PDF files, click on the slide bar to change to BLUE.

Always download PDF files

) @D

Download POF files to your device, If Microsoft Edge is your default PDF reader, PDF files will open automatically without downloading,

PDF view settings

Open PDFs to last viewed location when you reopen files

a
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Step 5. Adjust your Mozilla Firefox settings

Open a new browser tab in Firefox and click on the 3 bars in the top right corner and click on Settings.
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Sync and save data Sign In
Mew tab Ctrd+T
Mew window Ctrl+N
New private window Ctrl+Shift+P
Bookmarks >
History >
Downloads Ctrl+]
Passwords
Add-ons and themes Ctrl+5Shift+A
Print... Ctrl+P
Save page as... Ctrl+S
Find in page Ctrl+F
Zoom - 100% +
Settings
Maore tools >
| rak e
Help >

Ctrl+5Shift+Q




Step 5. Adjust your Mozilla Firefox settings

In the General Settings, scroll down to Files and Applications.
In the Save files to box, select a file location (using the Browse function) for the PDF document to be saved. For example, locate your

Downloads folder.

Files and Applications @ Choose Download Folder x
Downloads &« E R <4 » Downloads v G Search Downloads y:}
' ] Organize v New folder =- @
Saye files to EEE)  Browse.. ] |
- ! > Microsoft Teams Chat Files Name Date modified
O Always ask you where to save files > A Pictures
@l Desktop »
-~ Downloads »
P9 Pictures »
0 PMusic »
3 videos P
. Documents »
Expenses FY 2024 »

Folder: Downloads

Select Folder Cancel

Files and Applications

Downloads

Save filesto | < Downloads — Browse...

O Always ask you where to save files ‘
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On the day of training

* Onthe day of training, you will be sent an email from noreply@intertekinform.com with the subject line “Your Digital Product Download
shared by Tom Barham” - this could be in your Other, Spam, or Junk folder

* Openthis email on the device you want to use to access the standard. It is not recommended to use a portable device like a tablet or
phone.
Please note: your copy of the standard will be locked to the device you open it on.

 Select Product Download at the bottom of the email
* The file will be sent to your Downloads folder

* Openthedownload-itshould open in Adobe ready for you to edit and use throughout the course.

* Ifyou require assistance at any stage of this process, please call us on 1300 9596 92 or email us at
hello@risktrainingprofessionals.com.
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