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Logging into Skills Forward
1. Open your Web Browser (Preferably Chrome)

2. Enter the following address - myskillsforward.co.uk

3. Enter your User name
4. Enter your Password
5. Select the Login button.
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An Introduction to your Dashboard

How to add Evidence

Having logged onto the platform you will arrive at the Dashboard which is your 
home page.

Select the Add Evidence tile on your home page.

From this page  you can control the majority of your Portfolio features and 
manage it from the main dashboard.
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Select the Evidence Type from the options given.

Give your piece of evidence a Title and specify some Details surrounding the 
evidence you are uploading.

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

Alternatively you can use the Alternatively you can use the 

Upload button to select it.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 check the tick box 
in relation to the relevant unit.

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.

select Update

Press and Update to Press and Update to 

successfully upload Evidence.successfully upload Evidence.
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How to Access your Assessment Plan
If your work has been assigned to you via an assessment plan:
Select the Assessment Plans tile on your home page, you can find it in the 
Quick Links section.

Select the View button in relation to your desired assessment plan.

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

Specify some detail surrounding the evidence you are uploading.
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Drag and drop the file of evidence to the grey box with dotted lines section of 
this page.

Press Submit to complete upload.

Alternatively you can use the Alternatively you can use the 

Upload button to select it.Upload button to select it.

How to Complete your ILP
Your assessor will complete the majority of this.
Select the ILP tile on your homepage.
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Complete every field to its exact instruction e.g. if the field asks for name specify 
your name, be sure to press save and next on every page.

How to view Visits
Select the Visit tile on your home page.
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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.

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.
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How to Approach Referred Evidence
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 Referred tile on your home page.

Select the View button that relates to the referred piece of evidence.
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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 Submit button on this 
page.

Specify some detail surrounding the evidence you are uploading.
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Drag and drop the file of evidence to the grey box with dotted lines section of 
this page.

Press Submit to complete upload.

Alternatively you can use the Alternatively you can use the 

Upload button to select it.Upload button to select it.
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How to View your Progression in Relation 
to your Qualification
Select the Qualification(s) tile on your home page.

Navigate to the Current Qualifications section and press the icon that 
resembles a play button.
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From here you will be able to  see all progression in relation to the units within 
your qualification.




