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Open your Web Browser (Preferably Chrome)

€00

Google Firefox Opera Internet Safari Microsoft
Chrome Explorer Edge

Enter the following address -

“We are committed to drive innovation across all aspects of
our business and remain the learning technology partner of
choice.”

/2 Forward

Username

Forgotten Password?

Tems & Conditions | Cookie Policy | Accessibility @ Skills Forward Limited 2019 - 2020

Enter your User name
Enter your Password
Select the Login button:
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Having logged onto the platform you will arrive at the Dashboard which is your
home page.

Skills@ Your Name @ s
Forward :

Dashboard

AddPin
SkillsPortfolio Qualification(s) OO0 Off The Job Training o000

Meetings

Current

Expected

Help
T

Evidence

Add Evidence

Evidence

MARKED PLANNED

Quick Links

From this page you can control the majority of your Portfolio features and
manage it from the main dashboard.

Select the tile on your home page.

Skillsfﬂ\ Your Name @ s
Forward :

Dashboard
AddPin
SkillsPortfolio Qualification(s) 00 Off The Job Training o000

Meetings

Help

Evidence

Add Evidence

Evidence

MARKED PLANNED

Quick Links
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Select the Evidence Type from the options given.

Select Evidence Type

Assignment Professional Discussion
Written document covering criteria One-to-one or group discussion & tutorial
Digital Evidence D Reflective Account
Voice recording, photo or videos evidence : Reflective Account
E Question & Answer Witness Testimony
Oral questioning Professionally competent statement or reference

Product Evidence Kﬁ l Test or Exam

Documents to support criteria Mandatory or Non-Mandatory test papers

Give your piece of evidence a Title and specify some Details surrounding the

evidence you are uploading. / /

Add Evidence @ Details a Qualifications

Title

Title of Evidence

Details
Details / Description for the Evidence.

Drag and drop the file of evidence to the grey box with dotted lines section of
this page. \

e Online Document - Online Video

Drag files or click here to upload

Alternatively you can use the

ax size: 125MB per upload )

Upload button to select it.
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If you training provider have requested this to be set, map your criteria to the
relevant qualification unit by using the blue dropdowns in relation to your
specific qualification.

Here you will be able to checlcthe tick box
in relation to the relevant unit.

Qualifications

Customer Service Practitioner

[J 19 - End Point Assessment

VTCT Level 2 NVQ Diploma in Hairdressing/(QCF)

) UHB26 - Develop and maintain your effectiveness at

[ UHB20 - Style and finish hair [J UHB23 - Colour and lighten hair
work
[J UHB21 - Set and dress hair ) UHB24 - Advise and consult with clients
[J UHB22 - Cut Hair Using Basic [J UHB25 - Shampoo condition and treat the hair and | u t
Techniques scalp Se eCt p a e

I@ Back To Top u

As the previous section to map your criteria to the relevant criteria within the
unit by using the blue dropdowns in relation to your specific unit. Here you will
be able to fill the tick box in relation to the relevant criteria.

Link Evidence to Criteria E

VTCT Level 2 NVQ Diploma in Hairdressing (QCF): yHB23 - Colour and lighten hair

Performance Criteria
ae1 Opsz OPi3 Op22 mLEy

Op2 Orss Or14 Op23 Ops2

Ors Orsa Ori1s O P24 Op3s

Opa COpss Opris Opes O paa

Oes COrss Opi7 Oeres Oras

Ore Ope COpris O par O ras

Oe7 Opio Oprig O pz2s O pa7

Pe Opn O przo O pz2g [ pas

[N Pz O pz1 3o

Range

None Selected
Knowledge
None Selected

UHB24 - Advise and consult with clients

Press and Update to

successfully upload Evidence.

B
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If your work has been assigned to you via an assessment plan:
Select the tile on your home page, you can find it in the
Quick Links section.

J Dashboard

AddPin Evidence

SkillsPortfolio Add Evidence

Meetings

Help Evidence

MARKED PLANNED
Quick Links
INCOMPLETE NEXT VIEW SET VIEW
& Settings
Select the in relation to your desired assessment plan.

User Assessment Plan Assignea Complete Actions
Your Name Need 50% 0% Em

Here you will see the list of templates that make up your assessment plan,
Select to open a template.

‘

Complete Need 2 ﬁ 05/01/2019 E i
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On this template will be a task for you to complete, be sure to interpret the task
and complete the relevant evidence

In order to upload the evidence in relation to the task press the Submit button
on the template itself.

Assignment: Need 2 Emﬂ

Target: Due: 05/01/2019 Status: Planned @

Qualifications +| UPDATE CRITERIA A

VTCT Level 2 NVQ Diploma in Hairdressing (QCF)

UHB20 - Style and

finish hair
1.1 Prepare for styling and finishing services

1.2  Apply safe and hygienic methods of working throughout services

1.3 Consult with clients to confirm the desired looknbsp;nbsp;

1.4 Select suitable products tools and equipment

Specify some detail surrounding the evidence you are uploading.

Update Status @ Feedback/Note @ Qualifications

Feedback/Note

Enter feedback on the evidence

B
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of evidence to the grey box with dotted lines section of

this page.

.- Online Document & Online Video
O

- N BN N BN NN N BN BN BN NN SN NN SN SN S SN\ S SN SN S SN SN SN N SN SN S SN NN S N SN S N SN S S N S S SN SN SN N SN S N SN S BN BN BN BN SN BN BN B AN

Ul = =)

Alternatively you can use the
lax size: 125MB per upload )

Upload button to select it.

suswf % cavcer

Press to complete upload.

Your assessor will complete the majority of this.
Select the on your homepage.

) Dashboard

AddPin Evidence

SkillsPortfolio Add Evidence
Meetings
Help Evidence
MARKED PLANNED
Quick Links
INCOMPLETE NEXT VIEW VIEW SET VIEW

& Settings
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Complete every field to its exact instruction e.q. if the field asks for name specify
your name, be sure to press on every page.

—— ]
» Your Name v o Learner Details v m I

Learner Details

Privacy Notice How We Use Your Personal Information

How We Use Your Personal Information
The personal information you supply will be used by the Skills Funding Agency, an Executive Agency for the Depariment of Business, Innovation and Skills, to issue you with a Unique Learner

Number (ULN) and create your Personal Leaming Record (PLR). For more information about how your information is processed and shared refer to the Extended Privacy Notice available on

Gov.uk

Data Protection Act 1998:
The information you provide may be shared with other organisations for education, training, employment and well-being related purposes, including for research. You may be contacted during

and after you have completed your programme of learning to establish whether you have entered employment or gone into further education or training. You may be contacted by the European

Social Fund (ESF) Managing Authority, or its agents, to carry out research and evaluation to inform the effectiveness of the programme

Learner Details

Title: Name: Your Name Date of Birth: N.I Number :
Gender: Unknown Ethnicity: E-mail Address Contact Number:
Age at start: Mobile No:

Apprentice Address:

Select the tile on your home page.

Dashboard

AddPin Evidlence

SkillsPortfolio Add\Evidence
Meetings
Help Evidence
MARKED PLANNED

Quick Links

INCOMPLETE NEXT VIEW VIEW SET VIEW

& Settings
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Here will be a list of all visit types you may of encountered, select the Open Visit

button that relates to the visit you are attempting to view. /
Portfolio Visit List For "Your Name"
Visit Type Number Of Last Visit Last Visit Next Visit Signature Actions
Visits status Date Date Count
Teaching,Learning &
Assessment visit 2 - - n

Here will be all the data covered during your last visit; you will have a target
section in which you can review targets that set for yourself.
You may have comments you need to complete.

Your Name Vv Targets Vv &/ | sAVE
Customer Service Practitioner ADD TARGET

‘ This Qualification Has Not Been Started

VTCT Level 2 NVQ Diploma in Hairdressing (QCF)

‘ This Qualification Has Not Been Started
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In the event, the evidence you submitted was not sufficient enough to mark
your unit as correct you tutor will refer this piece of evidence back to you in
hope to get you to complete additional work and re-submit. It is important you
recognise when this occurs and how to approach this.

Select the tile on your home page.

Dashboard
Expected

AddPin

Evidence

SkillsPortfolio

Meetings

Add Evidence
Help

Evidence

MARKED REFERRED PLANNED

Quick Links
Select the button that relates to the referred piece of evidence.
Back L All Evidence 4+ ADD EVDENCE
Accepted (2) Planned (2)
Title of Evidence Assignment 09/10/2020 = = Em

12
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Read the feedback/notes and use this data to amend the piece of evidence you
initially uploaded.

In order to re-upload the amended evidence press the on this
page.
Assignment: Title of Evidence nn

Status: Referred

Feedback/Notes (1) A

Please make the changes we discussed.

Submitted by Trainee Assessor
09/10/2020

Qualifications -H UPDATE CRITERIA A
VTCT Level 2 NVQ Diploma in Hairdressing (QCF)

UHB23 - Colour and lighten hair

UHB24 - Advise and consult with clients

Specify some surrounding the evidence you are uploading.

Update Status @ Feedback/Note @ Qualifications

Enter feedback on the evidence



Learner Guide

Drag and drop the file of evidence to the grey box with dotted lines section of
this page.

E Upload a File e Online Document W Online Video

Drag files or click here to upload

Alternatively you can use the

Upload button to select it.

m

-
Press Submit to complete upload.

[
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on your home page.

Your Name H
Leamer .

Dashboard

AddPin

skillsPortolio Qualification(s)

Current

Meetings
Expected

Help
Evidence

Add Evidence

Evidence

MARKED PLANNED

Quick Links

Navigate to the
resembles a

Off The Job Training (020,0]
Current

T

Expected

section and press the icon that

»  Your Name Portfolio Vv _

o-C-O

Qualification(s)

City & Guilds Level 2 NVQ Certificate in Customer
Service (QCF)

Curent
Insufficient target data (0/1 set)

Expected

Off-The-Job Training (OTJ) @, .0

Current 90 out of 396 hours o

Business Administration Standard

Carten o
Expece: T

15



Learner Guide

From here you will be able to see all progression in relation to the units within
your qualification.

O
) B &1 ) 'S "

Business Administration Standard

35%
83% 80% |67% 33% 80%
40% 33%. 0%
100% | 0%

Units: 21 Evidence Items: 4

— T ~ [ — ] —
STO070/S1 - 1T 3 B OPEN QUALIFICATION |
ST0070/S2 - Record and document production 2 E
ST0070/S3 - Decision making 2 | oPEN quaLIFicATION |
ST0070/S4 - Interpersonal skills 3 [ oren quauFicATiON |
ST0070/S5 - Communications 2 | oPEN quaLIFicATION |
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