
 

 

The Intelligent 
Portfolio 

 
Assessor 

Quick Start Guide  



Contents 
Logging on ......................................................................................................................................... 3 

Setting Your Assessor Profile ................................................................................................ 4 

Adding a New Learner ..................................................................................................................... 5 

Adding Your Learner’s Details ............................................................................................... 6 

Select Your Learners Units. .................................................................................................... 6 

Assessment ..................................................................................................................................... 7 

Creating an Assessment Plan ................................................................................................ 7 

Selecting your Assessment Method ..................................................................................... 7 

Creating Assessment Reports ................................................................................................ 8 

Referencing Reports ................................................................................................................. 9 

Reviewing Progress ...................................................................................................................... 9 

Updating the Assessment Plan ............................................................................................ 10 

Creating the ‘Completion’ Documentation ............................................................................ 10 

The Learner Portal Control Panel ............................................................................................ 11 

Learner Portal Control Panel Buttons ................................................................................ 11 

Learner Messages .................................................................................................................... 12 

Read Only Files ......................................................................................................................... 12 

Editable Files ............................................................................................................................. 12 

Format for Creating Editable Files (Question Sheets etc) ............................................ 12 

Editable File As Seen By Learner ........................................................................................ 13 

E-Sign Documents ................................................................................................................... 13 

The Learner Portal ......................................................................................................................... 15 

 

  



Logging on 

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

   
 
You can now logon 
 
Open the SETTINGS to create your Assessor Profile 
 
  



Setting Your Assessor Profile 
 

 

 

 

 

 
 

Build your Assessor Profile 

Upload your C.V., Certificates, 

CPD etc 

Upload or change your Photo  

 Add or Delete Documents 



Adding a New Learner 

 

 

 
 
If this is incorrect select óNoô 
This will take you to Settings where you can change and the course duration. 
You should click on óSet Qualificationô to change the qualification 
 

 
 

 
You can now continue with adding your Learner 

Check if you have the 
correct qualification, the 
duration of the course and 
the number of pieces of 
evidence required against 
each performance criteria. 
 

Select  óAdd 
New Learnerô 

Set the number of pieces of 

evidence required for each 

performance criteria. 

Set the course duration. 

Click on Set Qualification to 

change the qualification. 

Select the required Qualification from the dropdown 

menu and click óSet Qualificationô 



  

Adding Your Learner’s Details 
 

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

 
 
Close or print the PDF 
 
Now click the ‘Portfolio’ button. 
 

 
 

Select Your Learners Units. 
 

 
 

If you enter the Learnerôs e-
mail address, an email will 
be sent to the Learner with 
their login details for the 
Learner Portal. 

Select the Learnerôs 
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 
 

 

 
 
Assessing 

 
Select the Assess button 

 
 
 
 
 
 

Selecting your Assessment Method 
 

 
 
 
 
 
 

  

Select the assessment 

methods you plan to use. 

Enter the planned 

Assessment Location. 

Set the date of the planned 

assessment. 

Click to confirm  the 

Assessment Plan             

(or close the window). 

 Select Asses from the Portfolio Menu 

fffffromffrofrommthe Portfolio Menu 

Select your Assessment Method,  
or use óEnter Your Ownô if the method is not listed. 



Creating Assessment Reports 
 

 
 

 
 
 

 
  

1 Play and pause video 

or audio evidence. 

2 Double click to enter the 

time into the Timeline. 

3 Write your Report in these text boxes 

4 Click to reference line of text. 

5 Click óConfirm 

Assessment ó 



Referencing Reports 
 

 
 

 
 
 
Reviewing Progress 
 
Select the review button from the top menu. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 Select Unit 

2 Click on Criteria 

to reference 

7 When you have finished click óFinishô. 

Criteria referenced against 

Units 

Progress % on each 
Unit 

Assessment 
Details 

This takes you to the review page. 



Updating the Assessment Plan 
 
 
 
 
 

 
 
 
 

 
 
 
 
 

 
 
 
 

 
 
 

Creating the ‘Completion’ Documentation 
. 

 
 

 
  
 
 
 
 
 
  

1 Click on the Unit to insert 

the required evidence. 

2 The required evidence 

is inserted into these 

panels. 

 

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

3 Hover over the Methods 

button to reveal the 

Assessment Methods 

5 Click in the Methods Box to insert the 

Methods to be Used. 

6 When you have completed your 
Review,  
Click ôConfirm Reviewô 

When the Learner is at 100% you can click 

the Completion button. 

You can then create and print out the 

completion documents and notify your IQA 

that the portfolio is ready for sampling. 



The Learner Portal Control Panel 
 
Select your Learner and click on the Portal Documents button 
 

  
 
 
 
 
 
 

 
 
 
 
Learner Portal Control Panel Buttons 
 
 

 

 

 

 

 

 

Enter messages for 
your Learner here. 

Use this button to reset the 
Learnerôs password 

This takes you to the Portal Control Panel 

Read only 

Files 

Editable 

Files 

E-Sign 

Files 

Portfolio 

Documents 

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

Select a file to be deleted from 
the panel above and óclick Delete 
Selected Fileô. 

To use a file as evidence, óclickô on Assess File/s from This 
Listô. This will take you to the Learnerôs portfolio where you 
can assess the evidence. 



Learner Messages 
The top panel is for sending the Learner a message (such as please complete your 
questions.). 
 
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 óSubmitsô a editable document such as a question sheet this is 
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.  
 

 
 

Editable Files 
Use this panel to upload editable files (such as question sheets).  
When the Learner óSUBMITSô the edited file, it is saved as a óRead Only File. 
 
The editable files can be created as a óWordô document but must be saved and 
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 #newline 

PUT YOUR FIRST QUESTION HERE 
#newline #multiline #newline 

AND YOUR NEXT QUESTION HERE 
#newline #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  
όŜΦƎΦΦ ΨtƭŜŀǎŜ ƛƴŦƻǊƳ ȅƻǳǊ ŀǎǎŜǎǎƻǊ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ȅƻǳǊ ǉǳŜǎǘƛƻƴǎΩύ 

 
  



Editable File As Seen By Learner 
 

 
 
 

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. 

2 Click button to Assign selected files for your 

Learner to e-sign 

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



 

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

Files. 

 

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

  

Learnerôs e-signature, 
time and date. 



The Learner Portal 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 

Learner Progress. 

Select the file type 
to open; 
Readable, 
Writable,  
Portfolio or  
E-Sign 
 

Learner can use this panel to 
respond to Message from 
Assessor. 

Learner to use button to upload their files 
Files are saved in the óReadable Filesô panel on 
the Learner Portal Control Panel. 

Learner should use this 
button to change logon 
password. 

Learner Logon 

Message from 
Assessor 


