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Getting to the Administration Dashboard
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Start by selecting Administration > ADMIN DASHBOARD
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| Delete or Archive users
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Skills Forward Administration

Dashboard E

MyPins

Qualifications

Edit user accounts
Browse the list of user accounts and edit any of them

Add a new user
To manually create a new user account

Upload users
+ Import new user accounts from a text file

Enrol Learners to Course
Assign Learners to a Course (and optionally a Group)
INSTITUTION

Unenrol Learners from Course
Remove Leamers from a Course
CRITERIA

List Administrators
Browse the list of administrators
ROLES

List of Tutors

Browse the list of Tutors

Transfer Profile
Transfer users profiles between i
QUALIFI

List of Learners for Tutg

Browse the list of Lg
NFIGURATI
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Assign users a portfolio
4’2’] Assign users a new portfolio
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Groups Reports

Configuration

Institution Criteria Roles Courses

ForskillsGo

Find User
Search for a user by username, name or email address

B

Delete or Archive users
Remove or archive multiple users from this institution

Reset users passwords
Bulk resst users passwords

Enrol Learners to Qualification
Assign Learners to a Qualification (and optionally a Group)

Assign admins
Manage the users that have full administration rights and can access all users and informaticn in the site

Remove admin
Remove the users that have full administration rights and can access all users and information in the site

Assign Editors
Assign users with rights to edit courses

Set Alerts
Sign up for site alert information via email

Total Contact Time
List total contact time with Learners (and filter by dates and groups)

Upload User Qualifications
Upload qualifications and units for users

Bulk Delete or Archive users
Remove or archive multiple users from this institution in bulk.

Cony Profils

Select Delete or Archive users
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| Select the Users you want to Delete / Archive
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Welcome, Atif Aziz H
SITE ADMIN .

Dashboard E

MyPins

E FIRST NAME = Begin typing to filter

ADMIN DASHBOARD

GROUPS Bloggs, Joe ; e y Bradley, Dylan Brown, Carol Brown, Charlie

-

REPORTS
LICENCES

INSTITUTION Castelino, Celine Cavallo de Oliveira... |Cook, Matthew copy, Cordon, Luke

Coulter, Susan Coutton, Daniel Crosby, Damiel

CRITERIA
Deacon, Sydnee Deer, Blitzen Deer, Rudolph demo, demo demo, portfolio Demo, Test demo, tutor Doe233, John

COURSES

QUALIFICATIONS

CONFIGURATION

Fishwick, Maurice Fletcher, Duncan Foley, Callum X, Chris 15010319, fs010319 | fs111119, fs111119
ORSKILLSGO

Brown, Jane

crouch, scotty
Doncaster, Test

15150319, 15150319

SHOWING

Beaker, Tracey Bear, donald Bear, Rupert Bear, Rupert m Beckles, Macie Beckwith, Peter Blewitt, Dean Bl Fred Bloggs, Joe bloggs, Joe

Brown, Tom

Dawson, Richard

doncaster, test

5171219, fs1

Select the users you want to DELETE or ARCHIVE, and then select FORWARD.

01310 SELECT ALL

s

Burghes, David Campbell, Riael
Day, Carmen Day, Julie
Egbe, Sarah

5250119, 15250119
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Selecting whether to Archive or Delete
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Dashboard =

Select deletion method...

MyPins ® Archive® Delete

ADMIN DASHBOARD

REPORTS
LICENCES
INSTITUTION
CRITERIA

R

QUALIFICATIONS
CONF RATION

FORSKILLSGO

o BACK SAVE

Select whether you want the users to be deleted or archived.

Select SAVE
END OF GUIDE

Skills
Builder




