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Getting to the Administration Dashboard
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Start by selecting Administration > ADMIN DASHBOARD
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Welcome, Atif Aziz
SITE ADMIN

Skills Forward Administration

Dashboard E

MyPins

Groups

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 institutions
QUALIFI

List of Learners for Tutor

Browse the list of Learners

NFIGURATI

Tutor Contact Time

KILLSGO

Assign users a portfolio
Assign users a new portfolio

Maras llsers

Reports

t total contact time spent by Tutors (and filter by dates and groups)

Licences

Configuration

Institution Criteria Roles Courses

ForskillsGo

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

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)
EAssign 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.

B oy Profile

Select Edit User Accounts
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Finding the User

Ski“s Welcome, Atif Aziz []
/% Forward k SITE ADMIN s :

Dashboard E

Filters

ADMIN DASHBOARD

‘ Groups: Select Groups v ‘ Show Users: Active Users ¥ ‘ “ Filter Text: Learner ”
N UPDATE
REPORTS
Results ~ Ao
LICENCES . o
INSTITUTION . "
Name Email address Username Learner Last access Actions
CRITERIA Learner1 learner1111112 182 days 1 hour Emn
ROLES Learner2 learner2222 Never Emn
COURSES ncntestlearner. 1539262170 811 days 20 hours
H Learnerd ap2learner@yahoo.com AP2L0321L ap2leaenertest-0018-§1 077434 Never VIEW USER II
QUALIFICATIONS d P @y p E
Learners ap3leamer@yahoo.com AP3LE362L apaleaenertest-0018-81 Never (@ viEwuser | v |
CONFIGURATION
Demo, Test demo@demo.com testdemoleameri11 144 days 22 hours Emn
FORSKILLSGO
Learners sam@skillsforward co.uk samlearner 27 days 19 hours E VIEW USER n
Learner? INST1_learner1 Never ©| VEWUSER | ¥

Find your user by entering their name in the Filter Text field. Once found, select VIEW USER button or select their
name.
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[ Dashboard =

X MyPins

> skillsPortfolio

2 System

Welcome, Your Name :
\ SITE ADMIN :

» Learner3 ) Profile v &5 LOGIN AS
Info More Details Options E »
Groups
\ ncntestlearner. 1539262170

Profile
Learner3
Activity
Web Forms
alila
| “C}

Edit profile
Assessments
15 Courses =+ ADD COURSES

n me¥god Password (manual)

Skills Review Tracking

ISP

Skills Review

4 Qualifications = ADD QUALIFICATION

No Roles ”~

\

Once on the Users profile page, Select Profile drop-down and select EDIT PROFILE
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Change Password

Skills Welcome, Your Name
/27 Forward N SITE ADMIN

Dashboard E

> Learner3 Edit profile v

MyPins
User Details

UPDATE
Login Information

Username Learner3

- - Password
SkillsPortfolio ®
SyStem Force password change wt
<
User Details A
First name Jack
Surname Able

Email address

Enter the new password for the user in the Password field. Make sure the Force Password change tick box is
checked. Select UPDATE to save changes.

END OF GUIDE

Skills
Builder




