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Getting to the EDIT USER ACCOUNT PAGE
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Start by selecting Administration > USERS > EDIT USER ACCOUNTS

Skills
Builder




Skills Builder Guide

SELECTING THE USER

Ski“s Welcome, Your Name .
/2 Forward k SITE ADMIN @ :

Dashboard E

Filters

ADMIN DASHBOARD

‘ Groups: Select Groups v ‘ ‘ Show Users: Active Users v ‘ ‘ Filter Text:

GROUPS
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Results A 1w
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Name Email address Username Learner Reference Last access Actions

Josh Campell JoshC 181 days (o viewusir | ¥ |
Sarah Turner Saah T Never p— Emn
Mandy Anne Mandy A 810 days 19 hours (o viEwuser | ¥ |
Susie Foster susie@yahoo.com Susie F Never Emn
Jack Gillhall jack@yahoo.com Jack G Never En
Richard Jeffery richard@demo.com Richard J 143 days 21 hours Emn
Herd (learner), $am sam@skillsforward.co.uk samlearner 26 days 18 hours (o viEwuser | ¥ |

“ Matthew Hughes Matt H Never
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Find the user you would like to assign the course to and select|their name|or the|VIEW USER button
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Assigning Courses from the PROFILE PAGE
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Once on the Profile Page of the user, selectf ADD COURSES
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Welcome, Your Name -
SITE ADMIN .

S» Ssusie Turner O Profile Vv

Susie Turner

Basic Info More Details Options

Username Susie Turner
Email address

Enrolment Type User Add Page
Authentication method ForSkills Password (manual)

EPAO

Never logged in

No Courses

&5 LOGIN AS

Activity

== ADD COURSES

No Qualifications

No Roles

== ADD QUALIFICATION <

v
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Selecting the courses

Skills Welcome, Atif Aziz .
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Dashboard =

A Courses Susie Turner
MyPins courses e -

Functional Skills Reform x

Functional Skills Reform Functional Skills GCSE Additional Courses

FS English Assessment Reform

ADMIN DASHBOARD Functional Skills Reform
FS Maths Assessment Reform
USERS FS ICT Resources FS English Resources x
GROUPS FS Maths Resources x
v
REPORTS Assign user as role v
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CONFIGURATION

FS Maths Assessment

FORSKILLSGO FS English Resources

FS Maths Resources

Select the courses you would like to assign by selecting the checkboxes. You can see the courses you have added
from the table ’

IF YOU’RE ASSIGNING FOR A COURSE TUTOR MAKE SURE TO CHANGE THE USER ROLE FROM LEARNER TO TUTOR

Once complete, select Assign Courses

END OF GUIDE
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