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Getting to the add a new user page

Skills Builder Guide

Skills
7/ Forward

Welcome, Your Name H
SITE ADMIN .

Dashboard E

> Skills Builder

MyPins

ADMIN DASHBOARD

EDIT USER ACCOUNTS

!o

GROUPS FIND USER

SkillsPortfolio

ADD A NEW USER
System REPORTS

DELETE OR ARCHIVE
LICENCES USERS

1 REFORM
UPLOAD USERS
INSTITUTION
ENROL LEARNERS TO

URS!
CRITERIA COURSE

UNMENROL LEARNERS
FROM __.

LIST ADMINISTRATORS
COURSES
LIST OF TUTORS

u C ONS
QUALIFICATION LIST OF LEARNERS

FOR T...

Be E Rl Wy N B0 BB

[ S S S R e e

© 0 O

FSiCT ESOL | ENGLISHGCSE ]

© 0O

FS MATHS REFORM FS ICT (NON-REFORM)

Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > USERS > ADD A NEW USER

Skills
Builder




Skills Builder Guide
Add new user’s details

Skills Welcome, Your Name H
/2 Forward LN SITE ADMIN :

) Dashboard =

Add a new user|fj
User Details

Username ‘_| | Find User

X MyPins

Password |ﬂ
SkillsPortfolio

Force password change

First name |

Contact Information (Phone, addre: s) v

System

Surname

Email address

11

Account Information (Picture, them :, description) v

&

I
Fill in all the relevant fields.
After filling in all the fields, select the UPDATE button.

End of Guide
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Bulk Uploading Multiple Users
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Getting to the UPLOAD USERS page

Skills Welcome, Your Name H
7/ Forward SITE ADMIN H

Dashboard E

MyPins » SkillsBuilder

ADMIN DASHBOARD @ @
U EDIT USER ACCOUNTS — — —

| ENGLISHGCSE ]
FIND USER

ADD A NEW USER @ @

!o

GROUPS
SkillsPortfolio

System REPORTS

DELETE OR ARCHIVE
LICENCES USERS — —
Kl reForm
UPLOAD USERS

INSTITUTION
ENROL LEARNERS TO

URS!
CRITERIA COURSE

UNMENROL LEARNERS

FROM ...

Off-The-Job Training (OTJ)
LIST ADMINISTRATORS

Users on target

No users in your groups with data

Total Expected

COURSES
LIST OF TUTORS

u C ONS
QUALIFICATION LIST OF LEARNERS

FOR T...

L
a-l-
[i]
o
s
[i]
=0
665
@
aa

|
I
!

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > USERS > UPLOAD USERS
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| Upload Users

Skills Builder Guide

Skill
/4 Folr\:ard \

Welcome, Your Name
SITE ADMIN

Dashboard E

Upload users - [

MyPins

Cheose File | No file chosen |

Send users email
Update details if user exists
ADMIN DASHBOARD Update password of existing users

Always insert as new user

Try to merge users if they do not exist - will attempt to match on date of birth, lastname and/ or firstname/i
Add group courses

GROUPS ¥ Force users password change

REPORTS

‘You may use this page to upload user accounts in bulk. You should use a CSV (text) file in the following format.

Assign users to courses (up to 20 courses max.) Justadd more course fields to your template —(fieldname: course1-20).
INSTITUTION

fs assess— puts user on every functionalskills
assessment—maths, Englishand ICT

fs maths assess— puts user on maths assessmentonly

fs engassess— puts useron English assessment only

fs ict assess— puts user on ICT assessment only

fs maths resourses— puts user on maths resources

fs engresources— puts user on English resources

fs ict resources— puts useron ICT resources

fs maths — puts user on maths assessment and resources
fs english— puts user on English assessment and resources
fs ict— puts user on ICT assessment and resources

gese assess —puts user on every GCSE assessment—English and maths
gese maths assess— puts user on maths assessment only

gese engassess— puts useron English assessmentonly

gese maths resources — puts user on maths resources

gese english resources —puts user on English resources

gese maths — puts user on maths assessment and resources

gese english—puts user on English assessment and resources

CRITERIA

Is assess— puts user on learning styles assessmentonly
plts assess— puts user on PLTS assessmentonly

esol assess — puts user on ESOL assessment only
bestest—puts user on BESTest assessment only

COURSES

QUALIFICATIONS

C D E F G H 1
1 firstname  lastname  email course1 course2 course3 groupl
CONFIGURATION 2 Markus Hamilton marktest@skillsforward.co.uk  fs assess Is assess plts assess Groupla//Maths|2
3 [susie Parker susietest@skillsforward.co.uk fs eng assess fs maths assess fsict assess Groupla//Maths|6
4 Andy Jones andytest@skillsforward.co.uk  fs eng resources fs maths resources fs ict resources Group1a//English
FORSKILLSGO 5 Becca Rankin beccatest@skillsforward.co.uk fs english fs maths fsict Group1a//English//Class 1
6 Casey Fisher caseytest@skillsforward.co.uk gese assess bestest Group2a//English
7 Greg Jeffery gregtest@skillsforward.co.uk  gese eng assess gese eng resources Group2a//English
8 sam Smith samtest@skillsforward.co.uk  gese mathsassess | gese maths resources Group2a//English
9 Jack Jones jacktest@skillsforward.co.uk  gese english gese maths | Group2a//english |
T

Near the bottom of the page is the Example CSV (comma delimited) file for you to download.

E Download Example CSV File Here

Complete and save in CSV file format. Upload the file by selecting Choose File, and once uploaded select Upload users.
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Reset User Passwords
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Getting to the Administration Dashboard

Skills

\ Welcome, Your Name H
/7 Forward N SITE ADMIN H

ADMIN DASHBOARD
’ ©@ © O

FS ENGLISH L FSMATHS FSiCT ESOL | ENGLISHGCSE ]
GROUPS

SkillsPortfolio
System REPORTS

LICENCES

Dashboard —

MyPins

BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > ADMIN DASHBOARD

Skills
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| Edit User Accounts

Skills Builder Guide

Skills
/2 Forward

Welcome, Atif Aziz [
SITE ADMIN L]

Dashboard E Skills Forward Administration

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

Institution Criteria Roles Courses
Configuration 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

Skills Builder Guide

Skills
/2 Forward

Dashboard E

MyPins

ADMIN DASHBOARD

REPORTS
LICENCES
INSTITUTION
CRITERIA
ROLES
COURSES
QUALIFICATIONS
CONFIGURATION

FORSKILLSGO

Welcome, Atif Aziz H
SITE ADMIN L]

n 39 Users

Filters

ADD NEW LEARNER

‘ Groups: Select Groups

‘ Show Users: Active Users ¥ ‘ “Fil!er Text: Learner

Results

Name

Learner1

Learner2

\\ Learnerd
Learners
Demo, Test
Learners

Learner?

Email address

ap2learner@yahoo.com

ap3learner@yahoo.com

demo@demo.com

sam@skillsforward co.uk

Username

learner{i11112

learner2222

ncntestlearner. 1539262170

AP2L0321L

AP3L6862L

testdemoleamer111

samleamer

INST1_learnerd

ap2leaenertest-0018-

ap3leaenertest-0018-81

Last access

162 days 1 hour

Never

811 days 20 hours

Never

Never

144 days 22 hours

27 days 19 hours

Never

0

Actions

o vewusen [+
o vewyser [+
o vewuses [
o vewysen [+
o vewusen [+
o vewuses [+

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

thier name.
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Edit Profile

Skills Builder Guide

Skills
/2 Forward

[ 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 meWgod 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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Skills Builder Guide
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
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Deleting / Archiving Users
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Getting to the Administration Dashboard

Skills

\ Welcome, Your Name H
/7 Forward N SITE ADMIN H

ADMIN DASHBOARD
’ ©@ © O

FS ENGLISH L FSMATHS FSiCT ESOL | ENGLISHGCSE ]
GROUPS

SkillsPortfolio
System REPORTS

LICENCES

Dashboard —

MyPins

BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > ADMIN DASHBOARD
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| Delete or Archive users

Skills Builder Guide

Skills
/2 Forward

Welcome, Atif Aziz [
SITE ADMIN L]

Dashboard E Skills Forward Administration

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

KILLSGO
Assign users a portfolio
4’2’] Assign users a new portfolio

Maras llsers

Groups Reports

Institution Criteria Roles Courses

Configuration 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)

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

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

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 Delete or Archive users

Skills
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| Select the Users you want to Delete / Archive

Skills Welcome, Atif Aziz @ H
Forward

SITE ADMIN

Dashboard E
SHOWING

01310 SELECT ALL

MyPins

E FIRST NAME = Begin typing to filter

Beaker, Tracey Bear, donald Bear, Rupert Bear, Rupert m Beckles, Macie Beckwith, Peter Blewitt, Dean Bl Fred Bloggs, Joe bloggs, Joe
Bloggs, Joe 5 e i Bradley, Dylan Brown, Bobby

ADMIN DASHBOARD

GROUPS Brown, Carol Brown, Charlie

Brown, Tom Burghes, David Campbell, Riael

REPORTS
LICENCES

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

Coulter, Susan Coutton, Daniel Crosby, Damiel crouch, scotty Dawson, Richard Day, Carmen Day, Julie

CRITERIA

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

Doncaster, Test doncaster, test Egbe, Sarah

QUALIFICATIONS

CONFIGURATION

Fishwick, Maurice Fleicher, Duncan Foley, Callum x, Chris 010319, fs010319  |fs111119, is111119 15150319, 15150319 | 171219, fs1 5250119, 15250119

ORSKILLSGO

Select the users you want to DELETE or ARCHIVE, and then select FORWARD.
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Skills Builder Guide
Selecting whether to Archive or Delete

Skills Welcome, Atif Aziz H
/2 Forward \ SITE ADMIN :

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
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Unarchiving Users
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Skills Builder Guide

Getting to the Administration Dashboard

Skills

\ Welcome, Your Name H
/7 Forward N SITE ADMIN H

ADMIN DASHBOARD
’ ©@ © O

FS ENGLISH L FSMATHS FSiCT ESOL | ENGLISHGCSE ]
GROUPS

SkillsPortfolio
System REPORTS

LICENCES

Dashboard —

MyPins

BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > ADMIN DASHBOARD

Skills
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| Delete or Archive users

Skills Builder Guide

Skills
/2 Forward

Welcome, Atif Aziz [
SITE ADMIN L]

Dashboard E Skills Forward Administration

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 betweg
QUALIFI

NFIGURATI

o al contact time spent by Tutors (and filter by dates and groups)
K SGO

P Assign users a portfolio

5] Assign users a new portfolio

Maras llsers

Groups Reports

Licences

Institution Criteria Roles Courses

Configuration 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 Find User

Skills
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Skills Builder Guide
Find the user

ski“s Welcome, Atif Aziz *
/% Forward L\ SITE ADMIN ® :

) Dashboard =

5 Find User
X MyPins
First Name
Jeff
ADMIN DASHBOARD
Last Name
USERS Maiden
GROUPS
Username
Learnerl
REPORTS

LICENCES Student Reference

INSTITUTION
CRITERIA Email
ROLES

Postcode
COURSES

QUALIFICATIONS

e Back To Top

CONFIGURATION

FORSKILLSGO

Enter the details of the user you would like to unarchive

Once entered, select SEARCH

Skills
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Unarchive User

Skills Welcome, Your Name .
/2 Forward N SITE ADMIN @ :

D Dashboard =

; My P | ns Name Username Learner Ref Email address Postcode Date of Birth Institutions Status Actions

Jeff Maiden Leameri - - - - Skills Forward Archived view [ v |

Q| unarcHIVE |

Find User
ADMIN DASHBOARD
First Name
USERS Jeff
GROUPS
Last Name
Maiden|
REPORTS
LICENCES Username
Learnerl
INSTITUTION
CRITERIA Student Reference
ROLES
Email
COURSES
QUALIFICATIONS
Postcode

CONFIGURATION

FORSKILLSGO 0 Back To Top

Once the user is found, you can confirm from the status column that they are Archived. Select the drop-down for
the VIEW button and select UNARCHIVE

END OF GUIDE
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Assigning Editors
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Getting to the Administration Dashboard

Skills

\ Welcome, Your Name H
/7 Forward N SITE ADMIN H

ADMIN DASHBOARD
’ ©@ © O

FS ENGLISH L FSMATHS FSiCT ESOL | ENGLISHGCSE ]
GROUPS

SkillsPortfolio
System REPORTS

LICENCES

Dashboard —

MyPins

BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > ADMIN DASHBOARD

Skills
Builder




| Assigning Editors

Skills Builder Guide

Skills
/2 Forward

Welcome, Atif Aziz [
SITE ADMIN L]

Dashboard E Skills Forward Administration

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)

HE N

INSTITUTION
Unenrol Learners from Course

[é 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

ol

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

Institution Criteria Roles Courses

Configuration 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)

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

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

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 Assign Editors

Skills
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Skills Builder Guide
Select the course

Ski“s Welcome, Atif Aziz ]
/7 Forward \\ SITE ADMIN s :

p—
Dashboard =

MyPins

Course test 123

ADMIN DASHBOARD

USERS

GROUPS

REPORTS

LICENCES

INSTITUTION

CRITERIA

ROLES

COURSES

QUALIFICATIONS

CONFIGURATION

FORSKILLSGO

Select the course you want the editors to have rights to and select FORWARD.

Skills
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Skills Builder Guide
Selecting editors to assign

ski“s Welcome, Atif Aziz :
// Forward SITE ADMIN H

SELECTED 3 / 316 (MAX 1000) B
MyPins 2 e

3 St
=
Beaker, Tracey Bear, donald Bear, Rupert Bear, Rupert Bear, Tommy Beaven, Aaron Beckles, Macie Beckwith, Peter Blewitt, Dean Bloggs, Fred Bloggs, Joe bloggs, Joe
ADMIN DASHBOARD
. » » » » » » » » » » » »
Brown, Carol Brown, Jane

Dashboard E

GROUPS Bloggs, Joe Bowers, Michelle Bradiey, Dylan Bradley, Dylan Brooks, Tom Brown, Bobby Brown, Charlie Brown, Tom Burghes, David Campbell, Riael

REPORTS

Caslelino, Celine Cavallo de Oliveira... JEEEZERIERGRNE Cook, Matthew copy, tesi Cordon, Luke Coulter, Susan Coulton, Daniel Crosby, Daniel ouch, scotty Dawson, Richard Day, Carmen
INSTITUTION

v IDIDID2ID D DD DD

Day, Julie Deacon, Sydnee Deer, Blitzen Deer, Rudolph demo, demo demo, portfolio Demo, Test demo, tutor 33 doncaster, test Doncaster, Test &3, maths
COURSES 7

i AD D IDID DD

Egbe, Sarah Fishwick, Maurice Fleicher, Duncan Foley, Callum Forskills, Simon at ox, C 15010319, 1s010319 | fs111119, 111119 15150319, fs150319  [fs171219, fs171219 | 5250119, 15250119

FORSKILLSGO

Select the users you would like to assign editorial rights to, and then select SAVE.
The newly assigned editor/s will now be able to add new resources.

END OF GUIDE
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Getting to the resources page

Skills
// Forward

Welcome, Your Name H
SITE ADMIN L

[ Dashboard =

X MyPins » Skills Builder

©

@
| FsEncusH Wl FSMATHS _____J
» SkillsPortfolio
()
9% System L&)

| mATHsGcsE BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

»Skills Review

Qualification(s) Off-The-Job Training (OTJ)

O No Users Users on target

No users in your groups with data

Total Expected

No data

Select your subject from the Skills Builder section.

Skills
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Skills Builder Guide

Getting to the resources page
2 Fotwrard \N e st @)

Dashboard E

Change Institution

Skills Forward (1) (Gold)

» SkillsBuilder

MyPins

O 0 ©

SkillsPortfolio
[ Back ] RESULTS SKILLS PLANS PROGRESS OVERVIEW GROUP NEED TARGETS

. e e

USING SKILLS WORK VIEW RESOURCES

» Skills Review

O

SKILLS REVIEW USERS

After selecting your subject, a collection of tiles will load. Select VIEW RESOURCES

Skills
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Skills Builder Guide
Alternate way to access resources

Ski“s Welcome, Atif Aziz ]
/7 Forward \ SITE ADMIN ® :

[ Dashboard =

Change Institution

Skills Forward (1) (Gold)

» SkillsBuilder

© © ©6 6 0 O
© 6 6 0 ©

| mATHsGesE BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

» Skills Review

o

SKILLS REVIEW USERS

Another way you can access your resources is using the Side menu.

Skills Builder > Subject Name > VIEW RESOURCES

Skills
Builder




Switching on edit mode

Skills Builder Guide

Skills
/2 Forward \

Welcome, Your Name

P p g =g

) Dashboard =

Entry Level 1 Entry Level 2 Entry Level 3 Level 1 Level 2 Generic
f g
. ¢ .ﬁa'

E3 Purposes of Texts E3 Preparation Assessment

Reading

X MyPins

E3 Locating Information

€ | conmmue

Expand / Collapse All

1. E3 Comprehension

g Understanding Main Events and Ideas

g Practice Skills - Understanding Main Points
g Assessment RW/E3.1/5

g Practice Skills - Identifying the Main Points
g Assessment RUVE3.1 & E3.4

@ Reading for Information

g Reading for More Detail

Q Practice Skills - Reading for More Detail

b N
P23 1Y PROFILE

"x EDIT / SORTAINS

™
i 2)
TURN EDITING ON
>
w|w LEGAL
¥

?,‘;- SOCIAL

@ LOGOUT

Acticn

guooouooo

Select the blue icon near the top right to access the editing mode switch.

Select TURN EDITING ON

Skills
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| Selecting the Add Content

E3 Locating Information

m START

E3 Comprehension

Expand / Collapse All

1. E3 Comprehension
I gl Understanding Main Events and Ideas
Practice Skills - Understanding Main Points
Assessment RW/E3.1/5

Practice Skills - Identifying the Main Points
Assessment Rt/E3.1 & E3.4

Reading for Information

Reading for More Detail

Practice Skills - Reading for More Detail

Assessment Rt/E3.3,E3.5,E3.6,E3.7E3.8

Reading and Understanding Words on Forms

Practice Skills - Reading Words on Forms

Summative Test - Words on forms

T ... .

Skills Builder Guide

BT I ===
e

Mo

E3 Purposes of Texts

E3 Preparation Assessment
Reading

E3 Composition

E CONTINUE

- CIER

Pz

e oprwireu |+
e orewiew |+
= orewrew |+
e orewiew |~
= orewrew |+
e orewiew |+
e opewreu |+
e oprwireu |+

Select the appropriate level and topic. Select Add Content.
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Adding Content

Select Item To Add

ES Assessment
Assessment
Link to a file or web site

Forum Compose a text page

Compose a web page

Add Content

Link to a file or website and Compose a web page are the two main options users will select.
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Link to a file or website option
(x)

Link to a file or website

Item Name
Item Name

Location
http://

Choose or upload a file... *

e Back To Top

Add Content

If you select Link to file or website, you will be asked to name the item. Next Select Choose or upload a file button.
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Upload a file tab

3 hitps//leam.forskills.co.uk/files/index php?id=63377&choose=dirform.reference - Google...
@ learn.forskills.co.uk/files/index.php?id=63377&choose=dirform.refarence A POPUP will appear.
010163377 .
a - ~ N To add your files to choose from.
Files Create Folder | Upload a File l‘,~
Skills Forward » FS English Resources » Files Select the Upload a File Tab.
Name Size Modified Action

Skills
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Select the file you wish to upload

P httpsi/fleamn.forskills.co.uk/files/index.php?id=63377&ichoose=dirform.reference8wdir=/8L.. — O

& learn.forskills.co.uk/files/index.php?id=63377 &choose=dirform.reference&wdir=/&taction=uplo...

0/10/63377
s Y v
Files l Create Folder = Upload a File ]

Skills Forward » FS English Resources » Files
Upload a file (Max size: 125MB) =/
Choose file | e eh om—

Skills Builder Guide

From this section,

| Upload this file | | Cancel |

Once chosen, confirm the choice by selecting

™ Upload this file.

Select Choose file and find the file you wish to add.
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Confirm the file you wish to upload

D https,fleam forskills.co.uk/files/index php - Google Chrome

& learn.forskills.co.uk/files/index.php

0/10/63377

-

e Ny Y
| Files 1 Create Folder = Upload a File
Skills Forward » FS English Resources » Files

File uploaded successfully

Skills Builder Guide

Once done, you will be brought back to the Files Tab

From here you will see the file you uploaded in the list,

Name Size Modified Action
a Example_Document.png 58 4KB 30/04/2020 Choose
With chosen files.. v

Select the Choose option for the file you wish to
upload.
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See your new Resource in the list at the bottom of the topic and subject you added it

to.

Expand / Collapse All

1. E3 Comprehension Action

I g Understanding Main Events and Ideas mn
I Practice SKills - Understanding Main Points mn
I Assessment RwW/E3.1/5 mn
I Practice SKills - Identifying the Main Points mn
I Assessment RUES.1 & E3.4 mn
I @ Reading for Information mn

g Reading for More Detail mn

Practice SKills - Reading for More Detail mn

Assessment RUE3.3,E3.5,E3.6,E3.7,E3.8 n
I g Reading and Understanding Words on Forms n
Practice Skills - Reading Words on Forms n
= Item Name n
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Selecting Compose a webpage option

Compose a web page

Item Name

Page Content
@ source | @ i@ | &1 E)

Styles - | Format

B I US55 x x

e Back To Top

Add Content

If you select Compose a webpage instead, you will be asked to name the item.

From here you can enter the text or copy and paste it from another source. Once done Select UPDATE
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Re-order your Resources

Expand / Collapse All
== | ADD CONTENT

1. E2 Comprehension
gl Instructions
gl Following Instructions
Practice Skills - Reading Instructions
Practice Skills - Sequencing Instructions

gl Understanding Instructions

Practice Skills - Understanding Instructions

DECIZIES
e ovenireu |+
e oreuireu |+
e oveuireu |+
e orenireu | v
& oroninou | v
DRI
e ovewireu |+
e oreuireu |+
e oveuireu | v
e ovenireu | v

To Re-order your Items, Select the ADD CONTENT Dropdown arrow and Select SEQUENCE.

Move the items you’ve created up and down the list to show in the appropriate materials for the criteria your
resources are covering.

gl Using Linking Words

Practice Skills - Linking Words

Assessment Rt/E2.1

gl Reading Letters

g Using Punctuation to Aid Understanding
Practice Skills - Understanding Letters
AssessmentRsS/E2.2 & 2.3

gl Using Pictures to Help Understand Texts
Practice Skills - Using Diagrams to Help Unde

Item Name
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Re-order your Resources

Comprehension Sequence

Instructions

Following Instructions

Practice Skills - Reading Instructions
Practice Skills - Sequencing Instructions
Understanding Instructions

Practice Skills - Understanding Instructions
Using Linking Words

Practice Skills - Linking Words
Assessment RVE2.1

Reading Letters

Using Punctuation to Aid Understanding
Practice Skills - Understanding Letters
Assessment Rs/E2.2 & 2.3

Using Pictures to Help Understand Texts
Practice Skills - Using Diagrams to Help Unde
Assessment RVE2.4

Words on Forms

Reading Social Signs

Assessment Rw/E2.1

Sequence Edit

Smaller Numbers for each item are higher up the list, and larger numbers make the item go further down the list.

Re-order the items by changing their numbers on the right side to the order you need them. Once done, Select
SAVE.

END OF GUIDE
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Creating a Group
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Getting to the ADD Group page

Skills Welcome, Your Name H
/% Forward SITE ADMIN H

[ Dashboard =

X MyPins

ADMIN DASHBOARD @ @

| ENGLISHGCSE ]
GROUPS VIEW GROUPS
> skillsPortfolio
92 System REPORTS ASSIGN GROUPS g
.3

LICENCES ¢ ADD GROUP

| REFORM
INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > GROUPS > ADD GROUP

Skills
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Add Group page

Skills Builder Guide

Skills
/2 Forward k

Welcome, Your Name H
SITE ADMIN °

[ Dashboard =

Add Group|j

Show All
~

ﬂ Group Details

; MyPins

ADMIN DASHBOARD

USERS *
Title:
GROUPS
BESCEE Reference:
LICENCES
=
INSTITUTICN Date Started
=)
CRITERIA Date Finished
ROLES Parent: Select Parent v
COURSES
QUALIFICATIONS Group Type Default M
CONFIGURATION
Add Child Users: v

FORSKILLSGO

&

Auta Assion Groun Course:

Complete all required fields and select UPDATE at the bottom of the page.

END OF GUIDE
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Adding users to a group
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View groups page

Skills Welcome, Your Name H
/% Forward SITE ADMIN H

[ Dashboard =

> Skills Builder

ADMIN DASHBOARD . @ @ @ .

X MyPins

m
GROUPS > VIEW GROUPS
> skillsPortfolio
o System REPORTS ASSIGN GROUPS
3

LICENCES ¢ ADD GROUP

| REFORM
INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > GROUPS > VIEW GROUPS
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View groups page

Skills Builder Guide

Skill
y/ /4 Fo:'\:ord k\

Welcome, Your Name :
SITE ADMIN °

0 Dashboard =

X MyPins §i* Groups

&| GROUP TITLE

ADMIN DASHBOARD B

USERS Example Group
GROUPS

REPORTS

LICENCES

INSTITUTION

CRITERIA

ROLES

COURSES

QUALIFICATIONS

CONFIGURATION

FORSKILLSGO

SHOWING
1171

Find the group that you want to assign users to, select the group.
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Group details

ski“s Welcome, Your Name :
/% Forward \ SITE ADMIN H
—
L] Dashboard =
Example Group
X MyPir
Edit Group Edit Users Group Notes Group Files Group Web Forms
Add Group To Web Form
Show All Group Details Sub Groups Group Courses Group Users
A

J, Group Details [ COPY GROUP
Group Title Example Group
Group Type Default

- Group
ITUTICN Reference Example Group

J\ sub Groups == ADD SUB GROUP
w Group Courses

ITERIA

<4 ADD COURSES

ROLES & Group Users == ADD USERS

Select ADD USERS
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| Add users to the group

EER SELECTED 7/ 343 (MAX 1000) SHOWING SELECT ALL

1-100 | 343
FIRST NAME = Begin typing to filter...

>

Eeaven, Aaron Beckles, Macie Beckwith, Peter Birkin, Lee Blewitt, Dean Bloggs, Fred Bloggs, Joe Bloggs, Joe bloggs, Joe Bot, Ticket Bowers, Michelle Bradley, Dylan

»

Bradley, Dylan Brooks, Tom Brown, Bobby Brown, Carol Brown, Charlie Brown, Jane Brown, Tom Burghes, David Burton, Georgina Campbell, Riael Castelino, Celine Cavalle de Oliveir...

» 2 2

Cook, Matthew copy, test Cordon, Luke Cordon, Luke Coulter, Susan Coulien, Daniel Crosby, Daniel crouch, scotty Da Costa, Hanife Dawson, Richard Day, Carmen Day, Julie

»

Deacon, Sydnee Deer, Blitzen Deer, Rudolph demo, demo demo, portfolio Demo, Test demo, tutor Doe233, John Doncaster, Test doncaster, test Egbe, Sarah

A window pop-up will appear allowing you to select the users you would like to add to the group. All selected
users will be highlighted.

r
Once you have selected the users you want to add, select the FORWARD button.
Then select the SAVE button.

END OF GUIDE
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Assigning Courses to a Group
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View groups page

Skills Welcome, Your Name H
/% Forward SITE ADMIN H

[ Dashboard =

> Skills Builder

ADMIN DASHBOARD . @ @ @ .

X MyPins

m
GROUPS > VIEW GROUPS
> skillsPortfolio
o System REPORTS ASSIGN GROUPS
3

LICENCES ¢ ADD GROUP

| REFORM
INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > GROUPS > VIEW GROUPS

Skills
Builder




View groups page

Skills Builder Guide

Skill
y/ /4 Fo:'\:ord k\

Welcome, Your Name :
SITE ADMIN °

0 Dashboard =

X MyPins §i* Groups

&| GROUP TITLE

ADMIN DASHBOARD B

USERS Example Group
GROUPS

REPORTS

LICENCES

INSTITUTION

CRITERIA

ROLES

COURSES

QUALIFICATIONS

CONFIGURATION

FORSKILLSGO

SHOWING
1171

Find the group that you want to assign courses to, select the group.
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Group Details

ski“s Welcome, Your Name :
/7 Forward  \ SITE ADMIN :
—
Dashboard =
Example Group
MyPin
Edit Group Edit Users Group Notes Group Files Group Web Forms
Add Group To Web Form
Show All Group Details Sub Groups Group Courses Group Users
A
J, Group Details [ COPY GROUP
Group Title Example Group
Group Type Default
T A Group
INSTITUTION Reference Example Group
J\ sub Groups == ADD SUB GROUP
ITERIA
# Group Courses <4 ADD COURSES [

& Group Users == ADD USERS

Select ADD COURSES

Skills
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|Conﬁranroup

o
Select a group...

Example Group v |

Group

‘ o | FORWARD ‘

Confirm the Group you would like to Add Courses to. You can do this be selecting the drop down list and selecting
the Group.

Select the FORWARD button to continue to the next step.
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| Select the courses

S8 SELECTED 8/41 (MAX 1000) SO

141141 SELECT ALL

M| COURSE NAME Begin typing to filter..

-

ALN Screener Admin Guide 1= CREEEIGEE Drugs Awareness

= -

GCSE Assess S Cs L Tutor Guide GCSE English Re...

= |-

Making My Money... | Myles Test NN Assessments NN Resources

- L]

Test Resources Test Unit Testing General

Select the courses you would like to assign to the group. Courses will highlight upon selection.
After you have selected the courses you want to assign, select SAVE.

END OF GUIDE
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Assigning a r to a course
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Getting to the EDIT USER ACCOUNT PAGE

Skills Welcome, Your Name H
7/ Forward SITE ADMIN H

Dashboard E

MyPins » SkillsBuilder

ADMIN DASHBOARD @ @
U EDIT USER ACCOUNTS — — —

| ENGLISHGCSE ]
FIND USER

ADD A NEW USER @ @

!o

GROUPS
SkillsPortfolio

System REPORTS

DELETE OR ARCHIVE
LICENCES USERS — —
1REFORM
UPLOAD USERS

INSTITUTION
ENROL LEARNERS TO

URS!
CRITERIA COURSE

UNMENROL LEARNERS

FROM ...

Off-The-Job Training (OTJ)
LIST ADMINISTRATORS

Users on target

No users in your groups with data

Total Expected

COURSES
LIST OF TUTORS

u C ONS
QUALIFICATION LIST OF LEARNERS

FOR T...

L
a-l-
[i]
o
s
[i]
=0
665
@
aa

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > USERS > EDIT USER ACCOUNTS
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SELECTING THE USER

Ski“s Welcome, Your Name .
/2 Forward k SITE ADMIN @ :

Dashboard E

Filters

ADMIN DASHBOARD

‘ Groups: Select Groups v ‘ ‘ Show Users: Active Users v ‘ ‘ Filter Text:

GROUPS

REPORTS

Results A 1w
LICENCES . o

INSTITUTION . .
Name Email address Username Learner Reference Last access Actions

Josh Campell JoshC 181 days (o viewusir | ¥ |
Sarah Turner Saah T Never p— Emn
Mandy Anne Mandy A 810 days 19 hours (o viEwuser | ¥ |
Susie Foster susie@yahoo.com Susie F Never Emn
Jack Gillhall jack@yahoo.com Jack G Never En
Richard Jeffery richard@demo.com Richard J 143 days 21 hours Emn
Herd (learner), $am sam@skillsforward.co.uk samlearner 26 days 18 hours (o viEwuser | ¥ |

“ Matthew Hughes Matt H Never

CRITERIA

COURSES

QUALIFICATIONS

CONFIGURATION

FORSKILLSGO

Find the user you would like to assign the course to and select|their name|or the|VIEW USER button
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Assigning Courses from the PROFILE PAGE

Skills Builder Guide

Skills
/% Forward

] Dashboard

X MyPins

» skillsPortfolio

& System

Once on the Profile Page of the user, selectf ADD COURSES

N\

Welcome, Your Name -
SITE ADMIN .

S» Ssusie Turner O Profile Vv

Susie Turner

Basic Info More Details Options

Username Susie Turner
Email address

Enrolment Type User Add Page
Authentication method ForSkills Password (manual)

EPAO

Never logged in

No Courses

&5 LOGIN AS

Activity

== ADD COURSES

No Qualifications

No Roles

== ADD QUALIFICATION <

v
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Selecting the courses

Skills Welcome, Atif Aziz .
/% Forward k\ SITE ADMIN @ :
Dashboard =

A Courses Susie Turner
MyPins courses e -

Functional Skills Reform x

Functional Skills Reform Functional Skills GCSE Additional Courses

FS English Assessment Reform

ADMIN DASHBOARD Functional Skills Reform
FS Maths Assessment Reform
USERS FS ICT Resources FS English Resources x
GROUPS FS Maths Resources x
v
REPORTS Assign user as role v

LICENCES

INSTITUTION ¥| Reform Englis

CRITERIA

ROLES . .
Functional Skills

COURSES
FS Assessments

QUALIFICATIONS F§ English Assessment
FS ICT Assessment
CONFIGURATION

FS Maths Assessment

FORSKILLSGO FS English Resources

FS Maths Resources

Select the courses you would like to assign by selecting the checkboxes. You can see the courses you have added
from the table ’

IF YOU’RE ASSIGNING FOR A COURSE TUTOR MAKE SURE TO CHANGE THE USER ROLE FROM LEARNER TO TUTOR

Once complete, select Assign Courses

END OF GUIDE
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Accessing Assessmen t Resources
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Getting to the resources page

Skills Builder Guide

Skills
// Forward

Welcome, Your Name
SITE ADMIN

C] Dashboard

3 > Skills Builder

o

ASSESSMENTS | FsENcLisH

© 0

»Skills Review

MyPins

> skillsPortfolio

Q2 System

Qualification(s)

O No Users

FSICT ESOL

©._ 0.

FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

N\
©.

Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

Select your subject from the Skills Builder section.
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Getting to the resources page
Diulls "N R ) X

Dashboard E

Change Institution

Skills Forward (1) (Gold)

»SkillsBuilder

MyPins

O 0 ©

SkillsPortfolio
[ Back ] RESULTS SKILLS PLANS PROGRESS OVERVIEW GROUP NEED TARGETS

. e e

USING SKILLS WORK VIEW RESOURCES

» Skills Review

>

SKILLS REVIEW USERS

After selecting your subject, a collection of tiles will load. Select VIEW RESOURCES.
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Alternate way to access resources

Ski“s Welcome, Atif Aziz ]
/7 Forward \ SITE ADMIN @ :

[ Dashboard =

Change Institution

Skills Forward (1) (Gold)

» SkillsBuilder

© © ©6 6 0 O
© 6 6 0 ©

| mATHsGesE BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

» Skills Review

o

SKILLS REVIEW USERS

Another way you can access your resources is using the side menu.

Skills Builder > Subject Name > VIEW RESOURCES

Skills
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Resource page breakdown

Choose your required level by selecting it from the top. You can
see what level you are currently in because of the blue colour.

Skills Builder Guide

Skills Welcome, Your Name H
/7 Forward \ SITE ADMIN ¢
\u /ﬂ
0 Dashboard = V4
; M\j Pins Entry Level 1 Entry Level 2 Level 1 Level 2

You can switch editing mode on to add resources
and topics. This also lets you edit criteria.

3 ‘(m ¥ - ?F W ! (ADMIN/EDITOR ROLE REQUIRED TO EDIT)
WL Bl P *

E3 Locating Information E3 Purposes of Texts E3 Preparation Assessment
Reading

CONTINUE START
o

E3 Composition @
CIES

\

Select your required resource by scrolling
through the blocks using these arrows, or
the page dots.

o

4 Action

DI
e oveuiiew |

You can select Expand / Collapse All

option to see the full list.

e opeurrcu |
e opewrrew |

In the resources page, there are also marking guides for the writing assessment and tutor support for

understanding phonics.

END OF GUIDE
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Adding criteriato aresource

Skills
Builder




Getting to the resources page

Skills Builder Guide

Skills
// Forward

Welcome, Your Name
SITE ADMIN

C] Dashboard

3 > Skills Builder

o

ASSESSMENTS | FsENcLisH

© 0

»Skills Review

MyPins

> skillsPortfolio

Q2 System

Qualification(s)

O No Users

FSICT ESOL

©._ 0.

FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

N\
©.

Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

Select your subject from the Skills Builder section.

Skills
Builder




Skills Builder Guide

Getting to the resources page
Diulls "N R ) X

Dashboard E

Change Institution

Skills Forward (1) (Gold)

»SkillsBuilder

MyPins

O 0 ©

SkillsPortfolio
[ Back ] RESULTS SKILLS PLANS PROGRESS OVERVIEW GROUP NEED TARGETS

. e e

USING SKILLS WORK VIEW RESOURCES

» Skills Review

>

SKILLS REVIEW USERS

After selecting your subject, a collection of tiles will load. Select VIEW RESOURCES
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Alternate way to access resources

Ski“s Welcome, Atif Aziz ]
/7 Forward \ SITE ADMIN @ :

[ Dashboard =

Change Institution

Skills Forward (1) (Gold)

» SkillsBuilder

© © ©6 6 0 O
© 6 6 0 ©

| mATHsGesE BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

» Skills Review

o

SKILLS REVIEW USERS

Another way you can access your resources is using the Side menu.

Skills Builder > Subject Name > VIEW RESOURCES

Skills
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Switching on edit mode

Skills Builder Guide

Skills \
/2 Forward \\

Welcome, Your Name

S E AT

[0 Dashboard =

Entry Level 3 Level 1 Level 2 Generic

i B

E3 Preparation Assessment
Reading

~ CIER

Entry Level 1

UL -

E3 Purposes of Texts

~ CIEED

Entry Level 2

X MyPins

E3 Locating Information

m START

Expand / Collapse All

1. E3 Comprehension

@ Understanding Main Events and Ideas

@ Practice Skills - Understanding Main Points
@ Assessment RW/E3.1/5

-~

lé Practice Skills - Identifying the Main Points

@ Assessment RUE3.1 & E3.4

@ Reading for Information
g Reading for More Detail

2| Practice Skills - Reading for More Detail

b N
P23 1Y PROFILE

"x EDIT / SORTAINS

=
‘ 2]
TURN EDITING ON
>
w|w LEGAL
5

?,‘;- SOCIAL

@ LOGOUT

Action

& orewimen
& orewiron

Select the blue icon near the top right to access the editing mode switch.

Select TURN EDITING ON
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Selecting the resource

Skills Builder Guide

W, Skills
/2 Forward

N\

Welcome, Your Name
SITE ADMIN

(11}

L] Dashboard

X MyPins

Entry Level 1 Entry Level 2 Entry Level 3 Level 1

E3 Purposes of Texts

~ GG

Expand / Collapse All

1. E3 Comprehension
—
'E Understanding Main Events and Ideas

y,,—
/| Practice Skills - Understanding Main Points

G Assessment RW/E3.1/5

ljl Practice Skills - Identifying the Main Points

\/_ Assessment RUE3.1 & E3.4

[:l Reading for Information

Level 2 Generic

E3 Preparation Assessment
Reading

~ CIER

= W

E3 Composition

= CIER

Action

] oronrew [+
] orenrew | <Kl

# | EDITITEM
HIDE

#| serines o
#| CRTERIA
X | DELETENTEM ¥

= orenren v |
Gw| openmEm | v NN

A few buttons will have appeared on the screen once you enable EDIT MODE

Select the blue drop-down arrow for the resource and select CRITERIA
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| Assigning the criteria

Skills Builder Guide

Skills
/2 Forward

Dashboard =

MyPins

SkillsPortfolio

System

N\

Welcome, Your Name
SITE ADMIN

Unit FS English Resources

Topic Comprehension

v Subject  English

v Level

View all criteria linked to this topic

Select a level ¥

Summative Tast - Word Recagnition Rur/EL.1
Using Punctuation to Aid Understanding
Practice Skills - Understanding Lstters
Purposes of Texts

Assessment Rs/E2.2 & 2.3

Practice Skills - Purposes of Texts

Practice Skills - Simple Texts

Using Pictures to Help Understand Texts
Identifying the Main Points - Lavel 1
Summative Test - Simple Texts RYEL.1
Practice Skills - Using Diagrams to Help Unds
Bicking out the Main Points in a Text - L1
Assessment RE/E2.4

SURE SKILLS Level 1 Unit 1

Words on Forms

Reading Social Signs

Assessment Rw/E2,1

Text for Practice Skills - Main Points
Practice Skills - Identifying the Main Points
Assessment Rs/L1.1

Assessment RY/L1.1

Comprehension Introduction
Comprehension Seurce Document 1
Comprehension Source Decument 2
Reading in More Detail

Additional - Active reading skills

Additional - Reading comprahansion
Additional - Remembering what you've read
Additional - Summarising quiz

Practice Skills Comprehension Text 1
Practica Skills - Reading in Datail
Assessment RY/LLZ

Practica Skills Comprehension Text 2
Practice Skills - Comprehension

Additional - Camprahension

Additional Comprehension rasources
Assessment RY/LL.5

Assessment RY/L2.1

Understanding Main Events and Ideas

Update

Alternative Vocabulary
Comprehension including Inference and Deducti
FPE/E1.1

FPE/E1.2

FPE/E2.1

FPE/E2.2

FPE/E2.3

FPE/E3.A

FPE/E3.2

FPE/E3.3

FPE/E3.4

FPE/L1.1

FPE/L1.2

FPE/L1.3

FPE/L1.4

FPE/IL2.1 Rs/E2.3
FPE/L2.2 Rs/E2.4
FPE/L2.3 Rs/E3.1
FPE/L2.4 Rs/E3.1a
Identifying Fact Opinion Bias and Inference Rs/E3.1b
Meaning of Prefixes « Rs/E3.2
N1/E1.8 w Rs/E3.3
Organising Material Coherently Rs/L1.4
Possessive and Ommisive Apostrophes Rs/L1.2
Proofreading Rs/L1.2a
Punctuation Rs/L1.2b
Read and Compare Rs/L1.2c
Rs/E1.1 Rs/L1.2d
Rs/E2.1 Rs/L2.1
Rs/E2.2 Rs/L2.2

£

Select the relevant criteria for the resource and select ASSIGN

END OF GUIDE
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Assigning a course tutor
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Getting to the EDIT USER ACCOUNT PAGE

Skills Welcome, Your Name H
7/ Forward SITE ADMIN H

Dashboard E

MyPins » SkillsBuilder

ADMIN DASHBOARD @ @
U EDIT USER ACCOUNTS — — —

| ENGLISHGCSE ]
FIND USER

ADD A NEW USER @ @

!o

GROUPS
SkillsPortfolio

System REPORTS

DELETE OR ARCHIVE
LICENCES USERS — —
1REFORM
UPLOAD USERS

INSTITUTION
ENROL LEARNERS TO

URS!
CRITERIA COURSE

UNMENROL LEARNERS

FROM ...

Off-The-Job Training (OTJ)
LIST ADMINISTRATORS

Users on target

No users in your groups with data

Total Expected

COURSES
LIST OF TUTORS

u C ONS
QUALIFICATION LIST OF LEARNERS

FOR T...

L
a-l-
[i]
o
s
[i]
=0
665
@
aa

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > USERS > EDIT USER ACCOUNTS
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Skills Builder Guide

SELECTING THE USER

Ski“s Welcome, Your Name .
/2 Forward k SITE ADMIN @ :

Dashboard E

Filters

ADMIN DASHBOARD

‘ Groups: Select Groups v ‘ ‘ Show Users: Active Users v ‘ ‘ Filter Text:

GROUPS

REPORTS

Results A 1w
LICENCES . o

INSTITUTION . .
Name Email address Username Learner Reference Last access Actions

Josh Campell JoshC 181 days (o viewusir | ¥ |
Sarah Turner Saah T Never p— Emn
Mandy Anne Mandy A 810 days 19 hours (o viEwuser | ¥ |
Susie Foster susie@yahoo.com Susie F Never Emn
Jack Gillhall jack@yahoo.com Jack G Never En
Richard Jeffery richard@demo.com Richard J 143 days 21 hours Emn
Herd (learner), $am sam@skillsforward.co.uk samlearner 26 days 18 hours (o viEwuser | ¥ |

“ Matthew Hughes Matt H Never

CRITERIA

COURSES

QUALIFICATIONS

CONFIGURATION

FORSKILLSGO

Find the user you would like to assign the course to and select|their name|or the|VIEW USER button
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Assigning Courses from the PROFILE PAGE

Skills Builder Guide

Skills
/% Forward

] Dashboard

X MyPins

» skillsPortfolio

& System

Once on the Profile Page of the user, selectf ADD COURSES

N\

Welcome, Your Name -
SITE ADMIN .

S» Ssusie Turner O Profile Vv

Susie Turner

Basic Info More Details Options

Username Susie Turner
Email address

Enrolment Type User Add Page
Authentication method ForSkills Password (manual)

EPAO

Never logged in

No Courses

&5 LOGIN AS

Activity

== ADD COURSES

No Qualifications

No Roles

== ADD QUALIFICATION <

v
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Selecting the courses

Skills Welcome, Atif Aziz .
/% Forward k\ SITE ADMIN @ :
Dashboard =

A Courses Susie Turner
MyPins courses e -

Functional Skills Reform x

Functional Skills Reform Functional Skills GCSE Additional Courses

FS English Assessment Reform

ADMIN DASHBOARD Functional Skills Reform
FS Maths Assessment Reform
USERS FS ICT Resources FS English Resources x
GROUPS FS Maths Resources x
v
REPORTS Assign user as role v

LICENCES

INSTITUTION ¥| Reform Englis

CRITERIA

ROLES . .
Functional Skills

COURSES
FS Assessments

QUALIFICATIONS F§ English Assessment
FS ICT Assessment
CONFIGURATION

FS Maths Assessment

FORSKILLSGO FS English Resources

FS Maths Resources

Select the courses you would like to assign by selecting the checkboxes. You can see the courses you have added
from the table ’

IF YOU’RE ASSIGNING FOR A COURSE TUTOR MAKE SURE TO CHANGE THE USER ROLE FROM LEARNER TO TUTOR

Once complete, select Assign Courses

END OF GUIDE
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Assigning / Removing Admins
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Getting to the Administration Dashboard

Skills

\ Welcome, Your Name H
/7 Forward N SITE ADMIN H

ADMIN DASHBOARD
’ ©@ © O

FS ENGLISH L FSMATHS FSiCT ESOL | ENGLISHGCSE ]
GROUPS

SkillsPortfolio
System REPORTS

LICENCES

Dashboard —

MyPins

BESTEST FS ENGLISH REFORM FS MATHS REFORM FS ICT (NON-REFORM)

INSTITUTION
CRITERIA

Qualification(s) Off-The-Job Training (OTJ)

Users on target

No users in your groups with data

Total Expected

QUALIFICATIONS

COURSES

CONFIGURATION

FORSKILLSGO

Start by selecting Administration > ADMIN DASHBOARD
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| Assigning Admins

Skills Builder Guide

Skills
/2 Forward

Welcome, Atif Aziz [
SITE ADMIN L]

Dashboard E Skills Forward Administration

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)

HE N

INSTITUTION
Unenrol Learners from Course

[é 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

ol

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

Institution Criteria Roles Courses

Configuration 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)

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 Assign Admins
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| Selecting Admins to assign

ski“s Welcome, Atif Aziz :
// Forward SITE ADMIN H

LECTED 3 / 316 (MAX 1000] B o1
[ [~ [

Y a0}
o
Beaker, Tracey Bear, donald Bear, Rupert Bear, Rupert Bear, Tommy Beaven, Aaron Beckles, Macie Beckwith, Peter Blewitt, Dean Bloggs, Fred Bloggs, Joe bloggs, Joe
Brown, Bobby

Bradiey, Dylan Bradley, Dylan Brooks, Tom Brown, Carol Charlie

Dashboard E

MyPins

ADMIN DASHBOARD

USERS

Brown, Tom Burghes, David Campbell, Riael

REPORTS
LICENCES

Caslelino, Celine Cavallo de Oliveira... JEEEZERIERGRNE Cook, Matthew Cordon, Luke Coulter, Susan Coulton, Daniel Crosby, Daniel crouch, scoity Dawson, Richard Day, Carmen

INSTITUTION

CRITERIA

ROLES

Day, Julie Deacon, Sydnee Deer, Blitzen Deer, Rudolph demo, demo demo, portfolio Demo, Test demo, tutor Doe233, John doncaster, test Doncaster, Te &3, maths

QUALIFICATIONS

CONFIGURATION
Egbe, Sarah Fishwick, Maurice Fleicher, Duncan Foley, Callum S , C 5010319, s010319 15150319, fs150319  [fs171219,

SKILLSGO

Select the users you would like to assign Admins rights to, and then select SAVE.
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| Removing Admins

Skills Builder Guide

Skills
/2 Forward

Welcome, Atif Aziz [
SITE ADMIN L]

—
Dashboard Skills Forward Administration

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)

HE N

INSTITUTION
Unenrol Learners from Course

[é 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

ol

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

Institution Criteria Roles Courses
Configuration 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)

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 Remove Admins
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Selecting Admins to remove

Skills Welcome, Atif Aziz
/2 Forward \ SITE ADMIN

Dashboard =

SELECTED 1 /1 (MAX 1000) showinG
n FIRST NAME = X

MyPins

Account, Demo

ADMIN DASHBOARD

INSTITUTION

CRITERIA

ROLES

COURSES

QUALIFIC

Select the admins you would like to remove, and then select SAVE.

END OF GUIDE
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