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Quick Start Guide

If you don’t read the Detailed Guide that follows, read this page

1. Browse to our website at https://exigia.com 8. Answer all the Assessment questions -
and LOG IN * guessing may cost you marks - it could be
2. If the Training page doesn’t automatically better to skip if you don’t know the answer
load, click on CLIENT PORTAL >Training inthe g after the final question, click the Finish
M.enu — button to reveal your score
3. Click on your chosen course tile’s Flip for
. 10. If you need another attempt, Retry
Information link ... _
4. ... and then on its Take the Course button 11. Flna!ly, LOG OUT from .the tc?p menu _
5. Read through the slides and digest their 12. A printed certificate will be issued, showing
content you have passed

6. When ready, click the large red TAKE THE

ASSESSMENT button or ... . .
*If you have lost of forgotten your login credentials,

7. ... return to the Training page and on the flip ol h o LOG IN
side of the Assessment tile, click on Take the ollow the prompts on the screen or use our
Assessment CONTACT form to get help
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Detailed Guide

[ This User Guide contains screenshots from our website to explain
how to use our training courses

O It uses the Data Security & Protection — Foundation Course as an
example, but it applies to other courses too

J Our website appearance is subject to change, but this Guide will be
revised if changes affect login or course navigation

 Guides that are not part of the website are:edged in orange
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1. Browse to https://exigia.com on the web

If necessary, click
here for the Toolbar
to adjust Accessibility
Settings
: ,in?(;rmﬁatiorffgpvér:?ah‘cte: e

i S oo coshor it Sl
Click on the
LOG IN . * website design . *

hosting and management
L L L . \

i N "%
menu item A, .
2 al HOME ABOUT + SERVICES ~ CONTACT.‘ LOG IN :

4
’..‘

Services that will benefit your organisation
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2. Login with your student credentials

A. Enter your
Username and
Password,
then click on
the Login button

B. If necessary,
click on the
Forgot your password?
link, to get a reset email

© Exigia Ltd - Training



L. . If you have a Student

3. The Training Page will load Account, the Training page
will load. If it doesn’t, click
on CLIENT PORTAL and then
TRAINING on the top menu

A > Age UK East London - Portal > Age UK East London Training

Age UK East London Training

Hello AUKEL

There are two ‘tiles’. One on
‘ the left for the Course and
i R one on the right for the
Assessment.

Dragging the mouse-over a
tile will flip it to reveal a
description and a selection
button
(see next slide)
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4. Show Course details

a HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

A > Age UK East London - Portal > Age UK East London Training

Age UK East London Training
Hello AUKEL

These training courses and assessments ha

been arranged for you by Age UK East London

Where a course has a follow-up assessment or test, please complete the course first so that you are well prepared. The assessment questions cover the
important points and more, but they don't cover every aspect of the course material. However, all the course material is relevant to your organisation’s
use of personal data and so the higher your level of awareness and th

eater your level of understanding, the safer your organisation will be.

You have already reached the Training page, so you are on your way. Our User Guide to accessing and taking courses is online here and downloadable
here

It you have any questions or feedb se use the Support link on the Client Portal menu and we will get back to you 2

Courses available to you

Each year, over 27,000 health and care organisations complete the Data
Security and Protection Toolkit to measure their performance against data
security standards. A core requirements of the Toolkit is that all staff are made
aware of their role in protecting the patient and service user data that they
handle.

This course and assessment will help your organisation to comply with the
Toolkit requirement and secure its personal data.

Take the Course

Copyright © 2013 — 2023 Exigia Ltd., Al Rights Reserved
Registered in England | Company No. 8574507
Registered Office | 124 City Road, London EC1V 2NX
Data Protection Registration ZA019088
info@exigia.com | +44 843 886 0505
privacy | contact us | cookies
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With the Course details
flipped and revealed ...

click the Take the Course
button to load the Course
and start learning




. Load the Course

@ HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

—

Foundation

7 /2 EastLondon
ageuk

@ Title Slide 1740 »

A. Your chosen Course or Assessment
will load - yours may be different

With courses, start reading the slides.
Navigate forwards and backwards by

Data Security & Protection - Foundation Course clicking on the arrows to left and right

of the slide number
(or jump directly to a page via the
sections of the progress bar, where
progress is shown by the grey squares

1 / 40 » ° Data Security & Protection turning blue)

B. You can maximise the course

display by clicking the
double-arrow symbol

“ To return to normal view, click on

C. If you previously started the course and have returned to it, you will resume
at the last slide you viewed. Otherwise the course will load at Slide 1.

the double arrow symbol again
or press the keyboard Esc key
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A You can enlarge or shrink the slide
view using the double-arrow icon

* To return to normal view, click the
double-arrow again or press the
keyboard Esc key

Navigate forwards and backwards
through the course using the arrows
to right and left of the slide number

C Or jump using the sections of the
blue progress bar (B)

D To see slide titles, hover over the bar.
Note —the bar sections turn from
grey to blue as you progress

* ...oruse the pop up slide summary /
menu on the left

E When you have finished the Course -
you can attempt the Assessment via
the big button ...

* ..oryou logout for a break ...

* When you log in again, you will
resume with the slide or question
where you left off

6. Course Navigation

STIDE 24

Cybersecurity
SLIDE 25
What is Cybersecurity

\\\\\\\\

kLioe 27
Social Engineering

Cybersecurity

a Security & Protection - Foundation

4« 24/ 40 »

sLIDE 28
Password Security
SLIDE 29

Malicious Websites

sLioe 30
Malware

kLIDE 31

« Cybersecurity

A

© Exigif B ring
PRSI G —
» Cybersecurity 4« 24 /40 »

E WHEN YOU ARE READY - TAKE THE ASSESSMENT

© Exigia Ltd — eLearning




7. Finish the course material

HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

Data Security & Protection — Foundation Course

I Thank you

Thank you for taking this course.

We hope you enjoyed it and that it has helped you to
build a foundation of knowledge on Data Protection
and Security as it applies to Age UK East London.

If you have any questions concerning the course,
please speak to your manager or email:
elearning@exigia.com at any time.

Your next step is to take the Assessment.

There are 18 questions. The pass mark is 80% or 28 out of
35. You can try as many times as you need to and when you
pass, a certificate will be issued.

Good luck!

-/ /2 EastLondon
ageuk

—e—————T———
@ Thankyou < 40/ 40

WHEN YOU ARE READY - TAKE THE ASSESSMENT

© Exigia Ltd - Training

When you have absorbed the
course material, you can try
the Assessment -

just click on the large button
at the bottom of the screen

Note You may have to scroll
down to see the large red
button and if you maximised
the Course screen, click the
‘double arrows’ again or
press the Esc key to make it
appear




8. The Assessment

HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

# Home  Data Security & Protection - Foundation Course Assessment

Data Security & Protection - Foundation Course Assessment

Assessment Introduction
This is the assessent (quiz) for the course of the same name.
Instructions

You can navigate forwards and backwards through the assessment questions using the arrowed buttons. After answering,
you can Check your score and even Retry. You can also reveal the answers using the Show solution buttons - but not
until you have attempted an answer.

When (and only when) you have attempted all the questions, the final question screen will show a blue button with a tick.
Click this buttton to finish, reveal your score and find out if you have passed.

Marking
The number of marks you can earn for each question varies. For True/False questions it's either 1 mark or no

For multiple choice questions, including Drag the Words and Mark the Words, you will earn a mark for e»
choice you make, BUT you will lose a mark for every wrong choice - SO DON'T GUESS!

The pass mark is 80%, but remember, the assessment is as much about reinforcing your learr 1S about testing
your knowledge.

When you are ready, click the Start Quiz button below.
Good luck!

© Exigia Ltd - Training

The Assessment Introduction
screen will load

Read the guidance

When you are ready, click on
the Start Quiz button at the
bottom of the screen




9. Assessment questions

@ HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

A. Assessment slides mainly
contain Multiple Choice or

B. After Data Security & Protection - Foundation Course Assessment TI’UE/FG/SE questions based on
attempting a course material
question, . .
you Can i%%ec%i(gﬁizﬂess\nzﬁ%ea?:?slbiar;ae?fe;g?:ﬁggebsysi‘:geldhz(;.pm(ec"on law as sensitive. That means that even more care needs to be taken and Read the |nStrU Ctlons above the
ChECk you r Mark all the data types below defined as sensitive by UK Data Protection law. q u esti 0 n s Ca refu | Iy a nd a n SWe r
answer via as best you can
the Check EAheallhin.suvance a;.wl.ica(ion
button.

[] Divorce papers

You can alSO [ Personal bank account details C. Move on to the next or
t ry aga in |f [ Records of how service users are managing their money and keeping their homes in a decent state

previous question by clicking
you need to — 00

one of the blue arrows
See next at the bottom right

slide for
details
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10. Checking your answers

HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

Data Security & Protection - Foundation Course Assessment

Itis important to be clear who controls the processing of personal data. Unlike processors, controllers' make most of the important decisions
and have to comply with many more aspects of data protection law.

Select all of the statements below that are true.

Age UK East London is a processor, rather than a controller, when it collects client information on behalf of local L 58
Controllers of personal data decide what data to process and why. To o so legally they need a valid s =)
As | am an employee, processing personal data at work does not make me a processor 4 «d protection law

% Our payroll company is now the controller of our staff records, saving us a lgggs #0tk =1

00

Question: 5 of 18 questions

© Exigia Ltd - Training

After clicking on the Check
button (see previous slide)
you can Show solution, Retry
the question or just continue
answering more questions

@ Show solution




11. Learn from your mistakes

HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

Data Security & Protection - Foundation Course Assessment

Itis important to be clear who controls the processing of personal data. Unlike processors, controllers' make most of the important decisions
and have to comply with many more aspects of data protection law.

Select all of the statements below that are true.

As | am an employee, processing personal data at work does not make me a processor under data protection law
+ Age UK East London is a processor, rather than a controller, when it collects client information on behalf of local London Boroughs (+1)
Controllers of personal data decide what data to process and why. To do so legally they need a valid lawful purpose.

% Our payroll company is now the controller of our staff records, saving us a lot of work (=1)

00

Question: 5 of 18 questions

REVIEW THE COURSE

© Exigia Ltd - Training

A. Showing the solutions will
help you to learn from your
mistakes and do better next

time - if you need to retry

B. BUT BE CAREFUL!
On Multiple Choice and Mark
the Words questions you can

lose marks for wrong choices
so DON’T GUESS!




12. The final question

HOME ~ABOUT v SERVICES v CLIENTPORTAL v CONTACT  LOGOUT

Data Security & Protection - Foundation Course Assessment

Who is responsible for ensuring computing and mobile devices, accounts and data are secure at work?

Tick the answer thast best describes who is responsible for data security and protection.

dall 3

o

Question: 18 of 18 questions

REVIEW THE COURSE

© Exigia Ltd - Training
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When you have answered the
final question (sorry no
answers here), the
blue tick button will appear

Click it to reveal your score.

v



13. See your Result

HOME  ABOUT v SERVICES v CLIENTPORTAL v CONTACT LOGOUT

Data Security & Protection - Foundation Course Assessment

A. This is your score B. If you passed,
Wthh we W||| add to Your Assessment result: you can JUSt Log out
your student record W 35/35 using the website top menu
Well done - you have passed!
Have you passed? C. Your other options are:

The comments below *  Show the solution — Go

the score will vary through the solutions to all
it oumank the questions and see how
your scored on each

* Retry —to have another go
Review the Course first

© Exigia Ltd - Training




14. Finish by Logging out

Data Security & Protes” <n - Foundatidn Course Assessment

When you have , |

. . . ‘our Assessment result:

finished, click on the 7 35/35
LOG OUT Well done - you have passed!

menu item

REVIEW THE COURSE

al HOME ABOUT » SERVICES v  CLIENT PORTAL ~
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15. Wait for your Certlflcate

/9 EastLondon

” “ageux
CERTIFICATE el
will be
This Certificate is awarded to awa rd e d
You a certificate

for passing

for successfully passing the course
Data Security & Protection - Foundation

12th December, 2022

Flde e WBisdh_

GEETHA UMAASUTHAN i NICHOLAS BIRCH
Director of Finance & Operations Data Protection Officer
Age UK East London Age UK East London
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