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Logging on
If this is the first time you have logged on you will be asked to enter your details.

Aszzeszor Mame Select Azseszor Mame
|Andrew Wells W |

Asszessor Number

Enter Password

Enter Password |""'---| |

Re-Enter Passwaord

Daone R

You can now logon

Open the SETTINGS to create your Assessor Profile



Setting Your Assessor Profile

Centre Details | Other  Portal |

Change the amount of evidence
reguired against performance
criteria. (Default is 2)

Change the duration of
gualification in Months.
(Default iz 6)

Set Qualification

Turn Off Email Motification

Build your Assessor Profile

Assessor Photo

Upload your C.V., Certificates,
CPD etc

Documents(click to view)
A1l Cert pdf

CRB_pdf

Safeguarding Young Adults Awarenes Cert

Safetguarding Young Adults Level 2 Certific
V1 Cert pdf

Remove Document

Upload or change your Photo

Add or Delete Documents




Adding a New Learner

v z
Display Overview Se|eCt (0] A d d

Add New Learner N e w I_ ear

Check if you have the
correct qualification, the
Culiicon set o City & Gk Leve 2 NVQDifGma In Trowe duration of the course and
Courte Durtion st at & Months, Continue? the number of pieces of
evidence required against
v || w ||| each performance criteria.

I f this is incorrect select ONob
This will take you to Settings where you can change and the course duration.

You should click on 6Set Qualification

Set the number of pieces of

Centre Detailz | Other 3 i
| centre Detais. evidence required for each

performance criteria.

Change the amount of evidence

required against performance
criteria. (Default iz 2)

Change the duration of Set the course duration.

qualification in Months.

(Default is §)

Set Qualification

Click on Set Qualification to
change the qualification.

Turn Off Email Notificaticon

Aszessor Profile

Cancel

Select the Qualification from below

City & Guilds Lxyel 3 NWQ Diploma in Weod Occupations Site Carpentry(Construction) (QCF) 857107

City & Guilds Lev3 N

wesmerEil Select the required Qualification from the dropdown
You can now . , .
menu and click 0Set Qual.

f

t

0]

c



AddingYour L e aDetaiésr * s

You have 8 NVQ Leamers available
| f you enter -
T mail address, an email will
Adiross2. | Netown be sent to the Learner with
ress3. | Shire . . .
Y their login details for the
MobileNo. | 0000000000000000000000 Learner Portal
Email.
Date Enroled
D6 MNovember 2014 [E~
Add Cancel

This will produce a PDF with the Login Details for your Learners to access the
Learner Portal

login details for Mr Demonstration Learner

lease use the following login details to access Learner Portal:

FEkEEEEEETEFETETEFERE TR R E R AR AT TR E R TR TR R R TR TR R E R TR TR R R AT R R R bR A AR AR E TR TR R RS
ogin URL : hitp://www.thelearnerportal.com
sername : COWmrdemonstrationlearner
assword : 39129
lease note:
* Email and passwords are case-sensitive - make sure letters are capitalised as they appear above.

* You are required to change your password immediately after logging in.

Close or print the PDF

Now click the *“Portfolio’ button.

Portfolio

Select Your Learners Units.

Select Optional Unit's

Select the Le
Optional Units.

This can be left to a later
date if the Optional Units
have yet to be agreed.




Assessment

Creating an Assessment Plan

You are now given the opportunity to create an Assessment Plan

" pssessmentPan = = Select the assessment
Please select the assessment methods to be
used methods you plan to use.
j‘ \(::l:eezzn::snmony /
‘ '] Documents Enter the plan ned
| Written/Verbal Questions Assessment Location .
__| Exemptions/APL/APE

[] Video
[[] Other method, Please state below

Please enter Location or Venue Below /

Set the date of the planned
assessment.

Please Set date of planned Assew/

= Click to confirm the

_— Assessment Plan

(or close the window).

LN

Confirm

Assessing

Select the Assess button

Exit Learner

Select Asses from the Portfolio Menu

Selecting your Assessment Method

Observation Discussion Witness Testimony Video Product Enter your own

Select your Assessment Method,
oruse O6Enter Your Owno if




Creating Assessment Reports

Text Tools

o2 ee 2 T0 2@ Video Saved 0 Time

] el e
1 Play and pause video
or audio evidence.
2 Double click to enter the
T time into the Timeline.
3 Write your Report in these text boxes

4 Click to reference line of text.




Referencing Reports

608 Moving, Handiing and Storing Resources in the Workplace |

1.1 Interpr

2 Click on Criteria
' to reference

1 1.2 Interpr

6.1 Demonstrate completion of the work within the sliocated time

moly to move, hen stora.

7.1 Demonstrate the following work skills when moving, handiing and/or storing occupational resources:

101 218 608 253 700 Print Show Performance
Finished
22 \ PrintAll Show Knowledge

1 Select Unit 7 When you have finished click 6 Fi n i

Reviewing Progress

Select the review button from the top menu.

Review — | Thjs takes you to the review page.

Methods to be used Gap Analysis ‘ Confirm Review ‘ Help Exit

P 0 h d Review

R rogress % on eac
101 [l . | Overrid
Unit =
o0 o] Overrid
m [4] | Overid
700 700 Overrids
232 Overrid

Evidence to be gathered on next visi Total
Unit Pc's Evidence Methods 1% Overic

Assessment Details
Site Address
here
Assessment Methods Used
Video,

Criteria referenced against
ey Units *

Well done June, you have now completed 0% of yo

o G Assessment
Details

Employer Comments




Updating the Assessment Plan

1 Click on the Unit to insert
the required evidence.

Assessar Com)
Well done Jue, you have now completed 0% of your qualification, during my next visit we will ry

(© gather evidence for the above criteria

Confirm Review Help Exit |

2 The required evidence
IS inserted into these
| panels.

Evidence Gathered

button to reveal the

3 Hover over the Methods

Assessment Methods

4 Select the Assessment Method (you can also
Gesvii Enter Your Own by entering it into the bottom

Witness Testimony

box.

Professional Discussion

Simulation

Methods

/ 5 Click in the Methods Box to insert the
i'.".fitnessTestimonyF'rofessiongJ/ MethOdS tO be Used

Discussion

Confirm Review

Creat i ngmpldtien’

/ 6 When you have completed your

Review,
Click &Confirm Reviewo

‘“Documentati on

Completion

When the Learner is at 100% you can click
the Completion button.

Sign Off

Declaration

Verification of achievement

You can then create and print out the
completion documents and notify your IQA
that the portfolio is ready for sampling.

Email IQA on completion




The Learner Portal Control Panel

Select your Learner and click on the Portal Documents button

Portal Documents

—

This takes you to the Portal Control Panel

Enter messages for

Use this button to reset the

Delete Selected File

Assess Filels from This List

Delete Selected File

Assess Filels from This List

Delete Selected File

Assess Filels from This List

N
your Learner here. Learner 0s pas
\
Learners / ” ‘ Reset Leamers Password
|Welcomg to the Le I h password bef:
Send Message'\Reply
Read Only Files Editable Files E - Sign Files Portfolio Files
Questions A1.pdf Questions Al.pdf Review No 3 .pdf Assessment \t Decision | pdf
Candidate Details.pdf
Declaration pdf
Evidence No 1 Video with Audio pdf
Evidence No 2 Video with Audio_pdf
Read only Editable E-Sign Portfolio
Files Files Files Documents
Upload File Upload File Upload File Assign Selected to Learner for E-Signature

Learner Portal Control Panel Buttons

=8

Upload File

Delete Selected File

Use this button to browse for and
upload a file to the above panel.

Select a file to be deleted from

Assess Filefs from This List the panelaboveand O cl i ¢
Sel ected Fil eo.

To use a file as evidence, 0

L i .sThi®will takeyoutotheL e ar n e r 6 swhepegaut f

can assess the evidence.




Learner Messages
The top panel is for sending the Learner a message (such as please complete your
guestions.).

Read Only Files

Use this panel to upload read only files (such as training documents).

When a Learner uploads evidence it is saved here, in the Read Only panel.

When the Learner 6Submitsdé a editabl e docume
also saved in the Read Only panel

Please note that text entered into the text boxes on the question sheet is coloured
blue for ease of use.

Understanding the principles and practices of assessment
please complete the following questions

1.1 Explain the function of assessment in learning and development

The function of assessment in learning and development is to assess whether the
Learner has the required competence and knowledge to carry out their job.

1.2 Define the key concepts and principles of assessment

1.3 Explain the responsibilities of the assessor

Editable Files
Use this panel to upload editable files (such as question sheets).
When the Learner O0SUBMITS6 the edited file,

The editable files can be crecaetsawmalarmls a O6Wor d
uploaded as a PDF file. The document must be formatted as shown below;

Format for Creating Editable Files (Question Sheets etc)

#heading PUT YOUR HEADING HERE #endheading

#newline

#b THIS IS FOR THE SUB-HEADING AND IS IN BOLD #endb

#newline #inewline

PUT YOUR FIRST QUESTION HERE

#newline #multiline #newline

AND YOUR NEXT QUESTION HERE

#tnewline #multiline #newline

ETC.

#newline #multiline #newline

This is the final question

#newline #multiline #newline

THIS LAST PIECE OF TEXT WILL BE SHOWN AT THE END OF THE QUESTION SHEET

0SPIdd Wt fSIAS AYyTF2NY @&2dzNJ FaasSaazN GKIG @2dz KI ¢



Editable File As Seen By Learner

1.1 Explain the function of assessment in learning and development

1.2 Define the key concepts and principles of assessment

Understanding the principles and practices of assessment

1.3 Explain the responsibilities of the assessor

1.4 Identify the regulations and requirements relevant to the assessment in own area of pract ice

2.1 needs of individual learners

E-Sign Documents

Use this panel displays the files to be e signed via the portal.

1 Select files to be e-
signed by the Learner.

E - Sign Files

Portfolio F les

Review No 3 _pdf

3 The assigned file/s are
added to the E-Sign panel

Assessn ent Decision.pdf

Candide e Details.pdf

Declara lon.pdf

Evidenc ¢ No 1 Video with Audio.pdf
Evidenc 2 No 2 Video with Audio.pdf
Method ;.pdf

Review No 1 _pdf

Review Mo 2 _pdf

Units 107 pdf

Units 218 pdf

Units 232 _pdf

Units 233 pdf

Units 608.pdf

Units 700.pdf

Verification.pdf

Upload File

Delete Selected File

Assign Selected to Learner for E-Signature

Learner to e-sign

2 Click button to Assign selected files for your




When the document has been e-signed, the file is returned to the Portfolio
Files.

Assessment Plan Review / Feedback 3 . A
Qualification Title City & Guilds Level 2 NVQ Diploma In Trowel Occupations (Construction) (QCF) 657002 / L e a r re 8 I g rm‘ts re )
time and date.

Review Date 14/11/2014

——

Learner Mr Demonstration Learner ISiu"at"re remcnstte
[Assessor Andrew Wells Isignatnre
Address 30 Holmethorpe Avenue

Evidence Reviewed 2

Portfolio Files
This panel shows all the portfolio documents which the Learner can access and view
via the Learner Portal.



The Learner Portal

The |"# LearnerPortal
— | Learner Logon

B
Enter Portal 4

/ Learner should use this
button to change logon
password.

Learner Progress. \
[

Message from N
: e=- i
Assessor m:mmmmmw Se|eCt the flle type
- to open;
essages Select a Document.
Readable,
Writable,
Portfolio or
E-Sign
B
\
Learner can use this panel to
respond to Message from
Assessor.

Learner to use button to upload their files
Flesare saved in the ORe
the Learner Portal Control Panel.




