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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.

N\ Skills @A Your Name @ s
Forward ¢

Dashboard

AddPin

SkillsPortfolio Qualification(s) OO0 Off The Job Training o000

Meetings

Help

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.

Qualification(s) o0 Off The Job Training o-0=0O
Current Current
- » | e ]

Expected Expected

Insufficient target data (072 set)

See your Overall

Evidence
and here.
Add Evidence See pages 5 & 6.
Evidence Add & Manage your

from these tiles.
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My Portfolio

Selecting Qualifications panel will take you to the detailed breakdown of your
Portfolio. Here you will find a detailed version of your Portfolio items, specific
qualifications and more.

Demo Learner Portfolio Vv

»Skills Portfolio

ualification(s, =1he-Jo| aining
Qualificati o000 Off-The-Job Training (OTJ o000

Curren Curen o
Expectes

Expected

Insufficient target data (0/2 set)

Current Qualifications

VTCT Level 2 NVQ Diploma in Hairdressing (QCF) Ci Service F

Expected Expected Insufficient target data (011 sef)

Insufficient target data (01 set)

Evidence

© 6 6 6

ADD EVIDENCE UNLINKED [ ACCEPTED | PLANNED

At the bottom of your homepage you will find quick links which will help you get
to key pages to manage your Portfolio. They will also have numerical badges to
show how many items you have in each tile.

This means you can see details of your Portfolio with a quick glance.

Quick Links
INCOMPLETE NEXT VIEW SET VIEW
ASSESSMENT PLANS VISIT [ TRACKING TARGETS USING PORTFOLIO

See Page 6 for details on Tracking.

||>
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Off-the-Job Training

If you need to add OTJ training or see any previously added Learning logs, you
can do this by selecting the OTJ panel.

Demo Learner Tracking Vv Learning Log Vv

Log Status: show All v ‘ Start Date: é End Date: é | Off-The-Job Training (OTJ): all v
UPDATE
Results .
A iv
Learning Log Type  Off.The-Job Training (OTJ) Learning Log Date Learning Log Time  Details Title Linked Portfolio Evidence  Files/ltems ADD LEARNING | ¥ |

Webinar Yes 04/10/2020 1hrs Omins. Gained new around and better i - 0 E VIEW LOG n

1v

Tracking

From here you can see all your current and upcoming Visits, ILPs, Learning logs
and more.

Demo Learner Tracking Vv

Visits

@ 29/05/2020

ALL VISITS CURRENT VISIT

Tracking

© 6 6 06

ILPS [ ONTRACK | USERCONTACT LEARNING LOG ALL SIGNATURES
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The Visits page will show you all the details of your past, present and upcoming
visits, selecting open on any of these, will show you more details and which
targets have been met and the ability to add new ones if needed.

S» Demo Learner Tracking Vv

Back 2 Visits

Visit Type m Portfolio Progress - Date Completed Date Signed Signature Count m
0/2

Teaching,Learning & Assessment visit Open 0 % 0% 10/05/2019

Teaching Learning & Assessment visit Open 29/05/2020 - - 0/2 Dm

Feel free to change the colours of your side menu to something else. At the
bottom of the side menu is the Settings option, After selecting this, then pick
from the list of Themes and it will be reloaded with the new colours.
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If you would like some accessibility tools and options while using our platform,
you can access these from the side menu under Help and then by selecting
Accessibility.

Q: Help

A new list of icons will appear at the top of the page for you to use for the
accessibility options you would like to use such as Read Text, Magnifying Glass,
Font options and much more.

ROBERBOCEEERE EEE Recite™ x

Ski"S @ R N Your Name e

/74 Forward A W Learner @ °
8
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Your profile page can be accessed via either of the two options.

Skills @& \ Your Name s
/2 Forward N\ Leamer O :

) Dashboard

AddPin
skillsPortfolio Qualification(s) 000 Off The Job Training 000
Meetings Current
o Expected —
= Help A
Your Name @
®
Learner e
Quick Links,
Selecting your name Selecting your Profile picture
To edit your details, from the profile page, select from the drop

down.

S»  Your Name o Profile A

Profile

Your Name — cD

More Details Options
Groups

Activity

ISP

Edit profile Activity
skills Review ills Forward Password (manual)

Tracking
3 Courses <4 ADD COURSES
2 Qualifications = ADD QUALIFICATION
No Roles ~
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Your profile information can be edited, added or removed as required.

Contact Information (Phone, address)

Phone
Phone 2
Address 1
Address 2
Address 3
County
Cityltown

Postcode

Select the Update button at the bottom of the page to save any changes made.

[
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Uploading a Profile Picture

Both staff and learners can upload photos of themselves to their profile.
can, if decided by your organisation, be prevented from uploading pictures to

their profile.

This is set at the institution level by your Primary/Super Admin.

Learners

Account Information (Picture, theme, description) A
User Type Full Access
Current picture .
. CDelete
New picture
No file chosen
May size: 125MB
Header Style Automatic (Set by page)
View style Automatic
Twitter
Restricted Use .
) Learner does not wish to be contacted about courses or learning opportunities
[ Learner does not wish to be contacted by telephone
[l earnaris nat o by A _for sxamnle where 2 laamar has disd_ar suffarad reillnass during tha araacamm,

/
1. Select Choose file button
2. Browse to the location of the picture you wish to upload and select it
and then click Open.

€ Open X
<« v op > ThisPC > Pictures > Saved Pictures v ® | Search Saved Pictures ¥
Organize New folder

=- m @
5

7] [anries 7

3. Select the Update button to save the changes. \/| UPDATE

File name: | 1

II>
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