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Logging into Skills Forward

1. Open your Web Browser (Preferably Chrome)

Google Firefox Opera Internet
Chrome Explorer

Safari Microsoft
Edge

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

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

.

Username

Tems & Conditions | Cookie Policy | Accessibility

3. Enter your Username
4. Enter your Password
5. Select the Login button:

Skills
Forward

Forgotten Password?

& Skills Forward Limited 2019 - 2020
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Tutor Getting Started

An Introduction to your Dashboard

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

Ski"S (AR \ Your Name ® H
/2 Forward _\ Tutor :
] Dashboard
R AddPin > Skills Builder

.
Meetings -EZE!E_ —mm_

o @ @

FS MATHS REFORM FS ICT (NON-REFORM)

£ Settings

Once you are familiar with using the site you will find certain pages are accessible
via more than one menu or route, depending on where you are in the site.

The Dashboard side menu will consist of products depending on what you have
purchased from us prior to your account being setup or any additional products
you may have added to your institution.

\/

@ Skills Forward Ltd 2020
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(] [ )
Finding your Learners
From the Side menu select Administration > USERS > FIND USER

—
] Dashboard = ADMIN DASHBOARD e EDIT USER ACCOUNTS

* MyPins ! FIND USER

GROUPS ADD A NEW USER

DELETE OR ARCHIVE
USERS

REPORTS

LICENCES UPLOAD USERS

ENROL LEARNERS TO
COURSE

INSTITUTION

UNENROL LEARNERS
FROM ..

CRITERIA

LIST ADMINISTRATORS

On this page you will need to enter the details of the learner you are trying to
find.

Enter the first name and last name
of the learner you wish to find by
Find User filling out the fields.

First Name

Last Name

Username

Student Reference

Once you enter the information,

select SEARCH button mm
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You can open the learners profile by selecting their name or the VIEW USER
button.

u 13 Users ADD NEW STUDENT

Filters

Results )

Name Email address Username Learner Reference Last access Actigns
Demo, Admin sha1 923 days 6 hours Ewn

Learner, 1 INST5150_learner1 Never an
Learner, 10 INST5150_learner10 Never En
Learner, 2 INST5150_learner2 1077 days 4 hours En
Learner, 3 INST5150_learner3 Never En
Learner, 4 INST5150_learner4 Never En
Learner, 5 INST5150_learners Never En

From here you will be able to see all the learners results, current assessments
and more details of the learner.
Select ‘Results’ from their profile

1 Learner 0 Profile v & LOGIN AS

1 Learner

Basic Info More Details Options
Username INST5150_learner1

Email address

Enrolment Type Automated Setup

activey  Jll “Assessments |

Edit pi =file

Authenticatio... Skills Forward Password (manual)

EPAO

4 Courses 4 ADD COURSES

““ Assigned “

FS Assessments Student 24/10/2017 O RESULTS

FS English Assessment - n DELETE
FS ICT Assessment - m
FS Maths Assessment - u

FS English Resources Student - 2411072017
FS ICT Resources Student - 24/10/2017

@ Skills Forward Ltd 2020
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Screening Results

To view the ‘Screening’ results for the subject in question (English or Maths),
Select the ‘Screening’ button next to that subject.

FS English .\ssessment

FS ICT Assessment List All Assessments
v v v

To vie' e student's results, select the button in the 'Results’ column below.
You can als\add, remove and compare attempts using the buttons on the page.

FS English Assessment

Type 3 Progress

o

©

©

Completed Diagnostic

o—o—€)

Completed Diagnostic

Actual Assessment

Actual Assessment

FS Maths Assessment

Type 4 Progress

©

Completed Diagnostic

—

o

Actual Assessment b2

Date(s)

10/09/2012

21/05/2013

Date(s)

10/09/2012

Result(s)

Em E INITIAL ASSESSMENT

Result(s)

Em E INITIAL ASSESSMENT

Action(s) Compare

n DELETE ATTEMPT n 5}
n DELETE ATTEMPT n o

Action(s)

n DELETE ATTEMPT n 5}

Compare

From here you can use the drop down menu to view the ‘Screening” answers,

print/save the ‘Screening’ results as a PDF

or view the wrong answers given.

Skills
/2 Forward

» 2 Learner

Name Learner, 2
Email

Learner Ref

Section

Screening

Assessment

Type
Status

To close the ‘Screening” down
you select the X’ button

English QENING (id:3165697)

Formative (Actual Megessment)

Completed

Working Towards

Level 1

Date Completed

Time Taken

» Skills Builder

Assessment taken online Flash @

10/09/2012
12m 16s

Q)

> ANSWERS A I

iil| PRINT

lo| INCORRECT I




Tutor Getting Started

Initial Assessment Results

To view the Initial Assessment results for the subject in question (English or
Maths), you select the
‘Initial Assessments’ button next to that subject.

FS English ~~sessment FS ICT Assessment List All Assessments
v v v

To view the stui t's results, select the button in the 'Results’ column below.
You can also add, rei e and compare attempts using the buttons on the page.

Type & Progress Date(s) Result(s) Action(s) Compare

=
©  unr T eSS -

FS English Assessment

o

©

Actual Assessment
Completed Diagnostic

Actual Assessment 0@ ssan B (8 oe.=r=arewrr B

Completed Diagnostic

FS Maths Assessment

Type & Progress Date(s) Result(s) Action(s) Compare

soremn |
O mae = = x oeersarroner |+ S
Completed Diagnostic EW

Actual Assessment

The Initial Assessment results for the chosen subject will then appear and you
canview the ‘Answers’ given by the learner, Print/Save the Initial Assessment
results or view the ‘Incorrect’ answers given by the learner.

D R ard » Skills Builder

b 2 Learner Assessment taken online Flash @ I

Name Learner, 2 Assessment English Initial Assessment (d:3186775) Date Completed 10/09/2012

Email Type Formative (Actual Assessment) Time Taken 34m 2s

Learner Ref

Completed

‘ Answers ‘ & Print || @ Incorrect
y 4
English Initial Assessment Result
You are overall working towards Level 1.

Section Working Towards

Level 2
Reading Level 2
Punctuation Entry Level 3 Level /
Grammar Entry Level 3 Entry Level 3

3 /

Spelling Entry Level 3 "

To save the Initial Assessment result for
the chosen subject as a PDF File, select the
‘Print’ button.

Recommendation

* You will automatically be directed to detailed diagnostic assessments at the levels shown
b far the diffarnant cackinne

@ Skills Forward Ltd 2020
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Using the ‘Destination’ drop down menu, select the ‘Save as PDF’ option (to just
print the result you would pick you desired printer).
Then select the ‘Save’ button.

AN

a
Skills » Ski :
/% Forward Skllls BL”Ider Print 2 sheets of paper
nitial Assessment
Name Leamer, 2 Assessmant Date Completod 1V0S2012
Destination Adobe PDF v
Email Typa P 34m2s
Adobe PDF
Pages Save to Google Drive
. . See more...
English Initial Assessment Result
You are everall working towards Level 1. Layout Portrait
-
Lerwe! :o\
Calor Color v
o
T
: E
T More settings w
Pra
ot =
" war
Section
‘Section Waorking Towards
Readreg Lewel 2
Punctuation Entry Leved 3
Grammar Entry Leved 3
Speiling Eniry Leved 3
Recommendation
= Yeu Y Al ther levels Shown abova for the diffenen! sector.
o Th duagnostic ythe arsa you 1o bacona ey
4 Views bk i partiesdid strangth i Raading snd will b deited 19 4 bl il daisment @ Thal seelion.
= Yiou ahvould be bl 1o Sl @ programee et Lavel 1.
Cancel
-

To close the ‘Initial Assessment” down you select the “X’ button.

D P » Skills Builder

H 2 Learner Assessment taken online Flash @

Name Leamer, 2 Assessment English Initial Assessment (id:3166775) Date Completed 10/09/2012
Email Type Formative (Actual Assessment) Time Taken 34m 2s

Learner Ref Completed

| Answers ‘ ‘ E Print ‘ @ Incorrect

English Initial Assessment Result

You are overall working towards Level 1.

Section Working Towards

Level 2
Reading Level 2

Level 1

Punctuation Eniry Level 3

Grammar Entry Level 3 Entry Level 3

Spelling Entry Level 3 Entry Level 2

Entry Level 1

Recommendation Pre Entry

* You will automatically be directed to detailed diagnostic assessments at the levels shown

e frar the diffarant cacione
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Adding Paper-based Assessment Results

From the Side menu select Administration > USERS > FIND USER

—
] Dashboard = ADMIN DASHBOARD EDIT USER ACCOUNTS

v

FIND USER

X MyPins

GROUPS ADD A NEW USER

DELETE OR ARCHIVE
USERS

REPORTS

LICENCES UPLOAD USERS

ENROL LEARNERS TO
COURSE

INSTITUTION

UNENROL LEARNERS
FROM ...

-
o
1]
;o
sl
m

CRITERIA

ROLES O LIST ADMINISTRATORS

On this page you will need to enter the details of the learner you are trying to
find.

Enter the first name and last name
of the learner you wish to find by
Find User filling out the fields.

First Name

Last Name

Username

Student Reference

Once you enter the information,
select SEARCH button

@ Skills Forward Ltd 2020
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You can open the learners profile by selecting their name or the VIEW USER
button. |

u 13 Users ADD NEW STUDENT

Filters

Results o

Name Email address Username Learner Reference Last access Actighs

Demo, Admin sbat 923 days 6 hours E n

Learner, 1 INST5150_learner1 Never E n

Learner, 10 INST5150_learner10 Never Emﬂ
Learner, 2 INST5150_learner2 1077 days 4 hours Emﬂ
Learner, 3 INST5150_learner3 Never Emn
Learner, 4 INST5150_learner4 Never Emn
Learner, 5 INST5150_learners Never Emn

Select ‘Assessment’ Tile from their profile.

1Learner Q) Profile Vv &5 LOGIN AS

1 Learner

Basic Info More Details Options

Username INST5150_learner1

Email address

Enrolment Type Automated Setup
o , Edit profile Groups Activity
Authenticatio... Skills Forward Password (manual)

o n

4 Courses == ADD COURSES |

FS Assessments Student 24/10/2017 E RESULTS
FS English Assessment - m DELETE

FS ICT Assessment - u DELETE
FS Maths Assessment - n DELETE

FS English Resources Student - 241072017
FS ICT Resources Student -- 24/10/2017 | OPENCOURSE W

(If there is no assessment tile, click on results on the assessment you
would like to see & follow instructions from page 12)

1




Tutor Getting Started

Select View on the subject you would like to add the results to.

» 1 Learner Assessments WV

Title Attempts Most Recent Attempt Actions

FS English Assessment 1 24/10/2017 © m

Select the dropdown arrow for the ADD ATTEMPT
Select UPLOAD PAPER from the results shown. \

1 Learner Assessments V

FS English Assessment FS MaMgs Assessment FS ICT Assessment List All Assedégments

v

To view the student's results, select thi™putton in the '‘Results’ column below.
You can also add, remove and compare atteMpts using the buttons on the page.

FS English Assessment ﬂ

Type 4 Progress Date(s) Result(s) ﬁ ‘ PRlNT RE SULTS

Actual Assessment "-‘:’_"“-"_o 24/10/2017 % ‘ UPLOAD PAPER
Completed IA e

©| SHOW DELETED

Assessments

A new window will appear, from here select the relevant Assessvent type

Create Assessment from Paper for 1 Learner

Select the following options and then enter the score
that a learner has enter

d status for each question

Course: FS Assessments
Assessment: FS English Assessment v

Assessment: Select an assessment.. v

B
@ Skills Forward Ltd 2020
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Fill out all relevant fields and dropdowns and select SAVE.

Course: FS Assessments

Assessment:
Assessment:
Date Taken:
Time Taken:

FS English Assessment v

English Initial Assessment v
6/10/2020 ﬁ';
45 minutes

Upload Evidence (optional)

Section Section Score

Reading
Punctuation
Grammar
Spelling

out of Level 1
out of Level 1
out of Level 2

out of Level 1
Select Level
Mot Taken
Pre Entry
Entry Level 1

UPLOAD PAPER-BASED ASSESSMENT RESUL [SuECClE

Entry Level 3

Section Level

A4

b
b
W

13
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Diagnostic Results

To view the Diagnostic Assessment results for the subject in question
(English or Maths), you select the
‘Diagnostic’ button next to that subject.

——————————————————————————————————
FS English Assessment FS ICT Assessment List All Assessments
hd A 4 v h 4
To view the student's results, select the button in the 'Results’ column below.
You can also add, remove and compare attempts using the buttons on the page.

FS English Assessment

Type 4 Progress Date(s) Result(s) Action(s) Compare
[ soneeuno |
——0 oo e OESTmE

Completed Diagnostic

Actual Assessment O—0—0 om0 [ pmowosnc | [ % peLere arrewer | v |

Completed Diagnostic

FS Maths Assessment

Type 4 Progress Date(s) Result(s) Action(s) Compare

scnczmo |
——©  ooumn Ema [ oe.erearrever | v IS

Completed Diagnostic

—

The Diagnostic Assessment results for the chosen subject will then appear and
you can view the ‘Answers’ given by the learner, Print/Save the Diagnostic

Assessment results or view the ‘Incorrect’ answers given by the learner, just as
you can for Initial Assessments.

To close the ‘Diagnostic’ down
you select the X’ button

.
Skills

/2 Forward

» 2 Learner Assessment taken online Flash @ I

Name Learner, 2 Assessment English Diagnostic (id-3530081) Date Completed 31/10/2012

18m 12s

Email Tvpe Formative (Actual Assessment) Time Taken

Learner Ref Status

Completed

‘ Answers | B Print ‘ @ Incorrect

English Diagnostic Result

Level 1 Overall Score = 18% %

DIagnoStlc Breakdown Rt/L2.1 (L2 Comprehension)

Criteria Topic Results

RUL2.2 (L2 Purpose & audience) | 0%
Reading -

@ Skills Forward Ltd 2020
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You are then returned to the Assessments view, where you can repeat the above
process to view the Screening, Initial Assessment Diagnostics for the other

subjects.

v

v

v

F$ English Assessment FS Maths Assessment FS ICT Assessment List All Assessments

v

To view the student's results, select the button in the 'Results’ column below.

You can also add, remove and compare attempts using the buttons on the page.

FS English Assessment

Progress

o—o—o

Completed Diagnostic

c—o—©

Completed Diagnostic

Type &

Actual Assessment

Actual Assessment

FS Maths Assessment

Progress

e—o—e

Completed Diagnostic

Type 3

Actual Assessment

=

Date(s)

10/08/2012

21/05/2013

Date(s)

10/09/2012

Result(s)

Em E INITIAL ASSESSMENT

Result(s)

Em E INITIAL ASSESSMENT

[+ oo armewer |

Action(s) Compare

u DELETE ATTEMPT n 5]
n DELETE ATTEMPT n 5]

[+ oo armewer |

Action(s) Compare

n DELETE ATTEMPT n 5]

Adding a new Screener or
Initial Assessment

Gointo the selected learner’s profile (as shown above), select Results on their

profile.

2 Learner O Profile

Andrew Maiden

Basic Info

Username
Email address
Enrolment Type

Authentication m...

EPAO

FS Assessments

FS English Assessment
FS ICT Assessment
FS Maths Assessment

FS English Resources

FS ICT Resources

FS Maths Resources

More Details

Andrew Maiden

Automated Setup

15 days 1 hour ago

Options

ForSkills Password (manual)

Student

Student

Student

Student

Edit profile

4 Courses

2411072017

2411012017

T

24/10/2017

241102017

24/10/2017

24/10/2017

&5 LOGIN AS

Activity

= ADD COURSES

Actions

€| RESULTS W

xoerere |
e
x| omewe |

|| oPencourse | w
|| oren course | v
|| oren course | v

15
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button.

——————————————————————————————————
FS English Assessment FS ICT Assessment List All Assessments
A v v v

Against the required subject (English or Maths), select the ‘Add Attempt’

\

To view the student's results, select the button in the 'Results’ column below.
You can also add, remove and compare attempts using the buttons on the page.

\

FS English Assessment

Type & Progress Date(s)

Actual Assessment o—o—€@ ioamm
Completed Diagnostic

Actual Assessment o o o 21/05/2013
Completed Diagnostic
FS Maths Assessment

Type & Progress Date(s)

Actual Assessment o—o—€@ ioamm
Completed Diagnostic

Result(s)
Em E INITIAL ASSESSMENT
Result(s)
Em E INITIAL ASSESSMENT

Action(s) Compare
m DELETE ATTEMPT n O
m DELETE ATTEMPT n O
ADD ATTEMPT
Action(s) Compare
m DELETE ATTEMPT n O

Add New Diagnostic Attempt for 2 Learner

Already Selected

Diagnostic FS English Assessment

Select Assessment

Start a new Screening Assessment

Start Initial Assessment
Start Diagnostic

ADD NEW ATTEMPT

Using the Pop up Screen select the Assessment Type you wish to issue to the
learner (Screener, Initial Assessment) using the ‘Add Attempt’ button next to it.

Actions

ADD ATTEMPT
ADD ATTEMPT
ADD ATTEMPT

@ Skills Forward Ltd 2020
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If a Screener or Initial Assessment is selected then the assessment will now
appearin the learner’s profile for them to complete.

To view the student's results, select the button in the 'Results’ column below.
You can also add, remove and compare attempts using the buttons on the page.
FS English Assessment
Type 4 Progress Date(s) Result(s) Action(s) Compare
[ scnceun |
Actual Assossment —o—@ 1500000 < & [ oecere arrewer | v |
Completed Diagnostic Ew
Actual Assessment o—0—@ 2110512013 [©] oimcnosc | % | oeLere arreweT | v | -
Completed Diagnostic
Actual Assessment O—e— oo [ peLere arrewer |
Not Started
FS Maths Assessment
Type 4 Progress Date(s) Result(s) Action(s) Compare
[ sonceun |
Actul Assessment —o—0 1009010 < & [ oeerearrewer | v |
Completed Diagnostic EW
Actual Assessment T 0 31/07/2015 8] seTLeveLs | v | a
Completed IA

Adding a New Diagnostic Assessment
& Setting Levels

Follow the process for adding a new assessment attempt as above, but select
the ‘Diagnostic’ option using the ‘Add Attempt’ button next to it.

Add New Diagnostic Attempt for 2 Learner

Already Selected

Diagnostic FS English Assessment

Select Assessment Actions

Start a new Screening Assessment

Start Initial Assessment

Start Diagnostic Tl

ADD NEW ATTEMFPT
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Select the ‘Add Attempt’ option against the Diagnostic type you wish to assign
either an ‘Actual Assessment’ which will generate an Individual Skills Plan for
the learner or a ‘Distance Travelled Assessment’ which will allow the learners
progress to be measured but will NOT alter the Individual Skills.

Add New Diagnostic Attempt for 2 Learner

Already Selected

Diagnostic FS English Assessment

Assessment Start Diagnostic

Select Attempt Actions

Actual Assessment - On completing this assessment an Individual Skiflls Plan ADD ATTEMPT
will be generated for the Student.

Distance Travelled - This assessment will allow progress to be measured and
will NOT alter the Individual Skills Plan for the Student.

To set the required levels for the Diagnostic, select the ‘Set Levels’ button next
to the Diagnostic.

ADD NEW ATTEMPT

|

To view the student's results, select the button in the 'Results’ column below.
You can also add, remove and compare attempts using the buttons on the page.
FS English Assessment
Type 4 Progress Date(s) Result(s) Action(s) Compare
==
Actuel Assessment o——o—€  1o0s0r < e [ DeLeTe ATrEnrT | v |
Completed Diagnostic E
Actual Assessment G0 yisnon o] pionosT | [ % | oeLeTe arremer | v |
Completed Diagnostic
e ©O——  jonm | oeLeTe arremer |
Not Started
Actual Assessment ST 6 02/04/2020 3 seTLevELS | v | 5]
Completed |A
FS Maths Assessment
Type & Progress. Date(s) Result(s) Action(s) Compare
S— [ scncenie |
e ° = CDESImE -
Completed Diagnostic Em

@ Skills Forward Ltd

2020
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You can select the appropriate level for each part of the curriculum the
Diagnostic covers using the ‘Select Level’ drop down boxes net to each
curriculum element.

English Diagnostic: Set Level - 2 Learner

Last Level Recommended Level Start Level
Reading Level 1 - Select Level
Composition and Grammar Level 1 — Select Level
Punctuation Level 1 — Select Level

Spelling Level 1 — Select Level

SETLEVELS
To complete setting the levels for the
Diagnostic, select the ‘Save’ button

Assigning Criteria for a Learner

From your tutor account select ‘Skills Builder’ on the ‘Side menu’
Select from the required subject e.g. FS REFORM English / Maths
Select Skills Plans

L] Dashboard

X MyPins
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Once location, select View ISP button next to the required learner.

N

[#] cowriere | v |
Filters

Course: Reform English Resources (F5) ¥

‘ Group: Select a Group L3

Results N G o

Name Learning Progress Proy S Actions

- Vijay Rattan [©/ viewse |
Abanum, Benjamin (©| viewise |
Abbas, Aamir (©| viewise |
Abbas, Philip (o] viewse |
Abbots, Helen (@ viewise |
. Abdi, Mubarak (©| viewisr |

AE!DUL HASSAN (©| viewise |
LB B e |

Select the ‘Blue and White Arrow’ to expand the required topic
y4

y 4

This skills plan shows which skills s you have at present. You have been given learning materials you need to fill these gaps. Hover over any icons to learn what they
mean.

You should discuss the plan wjfh your tutor and decide which of these skills you need to improve first and anything you both think may need altering in the plan. As you
complete the learning materials, your plan will update and show the progress you are making.

0 ‘ Available Flexible Qualifications

Initial

Wl Status

Targets Learning Progress Progress Actions

DECEZaEa
CECEZIE

gbmprehension (Level 1)
¥ Comparing Texts (Level 1)

Punctuation (Level 1)

Comprehension (Level 2)

Comparing Texts (Level 2)

u Composition (Level 2)

] i rorc [+

20
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Click ‘Assign’ option for the required Topic to see the criteria

Initial

Topics Status Targets Progress Actions

Comprehension (Level 1) En

Criteria #| assion [EITEREEY YR
R/L1.1 Identify and understand the main points & ideas and details in texts Completed M
R/L1.10 Use knowledge of punctuation to aid understanding of straightforward texts Completed i

R/L1.5 Use reference materials and appropriate strategies (e.g. using knowledge of d...

Completed <
R/L1.6 Understand organisational and structural features and use them to locate rele.. Completed v
R/L1.7 Infer from images meanings not explicit in the accompanying text Assigned &
-
u R/L1.9 Read and understand a range of specialist words in context Completed v
(B9 Comoaring Texts (Level 1)

Scroll through the topic area and ‘Select’ or ‘Deselect’ the criteria you require
using the check boxes, or scroll down to change level before assigning criteria.

Reform English Resources (FS): Assign Criteria to Helen Abbots

4| assieN 10 GrOUP

Comprehension - Level 1 (Assigned 6/6) v
Comparing Texts - Level 1 (Assigned 4/4) v
Composition - Level 1 (Assigned 0/3) A

lsaemse"“ At m

WI/L1.5  Write text of an appropriate level of detail and of appropriate length (including where this is specified) to meet the needs of purpose and audience
WIL1.6 Use format & structure and language appropriate for audience and purpose

O WI/L1.7  Write consistently and accurately in complex sentences & using paragraphs where appropriate

Planning & Drafting - Level 1 (Assigned 0/1)
Punctuation - Level 1 (Assigned 0/1)
‘Grammar - Level 1 (Assigned 0/3)

Spelling - Level 1 (Assigned 0/1)
Writing Practice - Level 1 (Assigned 0/5)
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If you want to change the level of the topics to select topic areas from these, you
can scroll down and select the ‘Assign’ button next to each level.

Q
I I
WIL1.5  Wirite text of an appropriate level of detail and of appropriate Wpgth (including where this is g

WIL1.6 Use format & structure and language appropriate for audience anWpurpose

WiL17 Write consistently and accurately in complex sentences & using paragh\gphs where appropri O n Ce a | | to p i C a rea S h aVe
rrrErrneerrml been selected or deselected,

Punctuation - Level 1 (Assigne 1 0/1)

Grammar - Level 1 (Assigned ol':‘)j_ Se | eCt the ’Save' butto n

Spelling - Level 1 (Assigned 0/1)

Writing Practice - Level 1 (Assigned 0/5) v

Other Levels A
=3
R sasian |
i Aasian |
Level 2 f m

Entry Level 1 o/

0/18

Entry Level 2

0/24

Entry Level 3

Assigning Criteria for a Group

From your tutor account select ‘Skills Builder’ on the ‘Side menu’
Select from the required subject e.g. FS REFORM English / Maths
Select Skills Plans

CJ] Dashboard

; MyPins

>
@ Skills Forward Ltd 2020
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Once location, select View ISP button next to the required learner.

AN

K

Filters

Use the ‘Search’ field or scroll to find
N the learner you require.

\

L0 ©

Course: Reform English Resources (FS) ¥

‘ Group: selecta Group v

Results

=z
o
E
@

Actions

E VIEW ISP
E VIEW ISP

Learning Progress

-, Vijay Rattan

Abanum, Benjamin

Abbas, Aamir E
Abbas, Philip (©/ view s |

Acbots, Helen
Abdi, Mubarak (©/ view s |

ABDUL, HASSAN (©| viewse |

Select the ‘Blue and White Arrow’ to expand the required topic
y4

y 4

This skills plan shows which skills gag#f you have at present. You have been given learning materials you need to fill these gaps. Hover over any icons to learn what they
mean.

You should discuss the plan wifi your tutor and decide which of these skills you need to improve first and anything you both think may need altering in the plan. As you
complete the learning materials, your plan will update and show the progress you are making.

0 Available Flexible Qualifications

Initial

Status Targets Learning Progress Progress Actions

CECEZIE
DEZEZIE

Comprehension (Level 1)
Comparing Texts (Level 1)

Punctuation (Level 1)

Comprehension (Level 2)

Comparing Texts (Level 2)

u Composition (Level 2)

E OPEN TOPIC n

23
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Click ‘Assign’ option for the required Topic to see the criteria

Topics Progress Actions

CEEa
m - Update All - v

Comprehension (Level 1)

Criteria

J
H R/L1.1 Identify and understand the main points & ideas and details in texts Completed v

O
H R/L1.10 Use knowledge of punctuation to aid understanding of straightforward texts Completed M

O
H R/L1.5 Use reference materials and appropriate strategies (e.g. using knowledge of d... Completed v

O
u R/L1.6 Understand organisational and structural features and use them to locate rele... Completed M
R/L1.7 Infer from images meanings not explicit in the accompanying text Assigned v

J
H R/L1.9 Read and understand a range of specialist words in context Completed v

LI _Companing Texis (Level )

Select the ‘Assign to Group’ button

Reform English Resources (FS): Assign Criteria to Helen Abbots

ASSIGN TO GROUP

Comprehension - Level 1 (Assigned 6/6)

= sglect @

R/L1.1  Identify and understand the main points & ideas and details in texts
R/L1.10 Use knowledge of punctuation to aid understanding of straightforward texts
R/IL1.5  Use reference materials and appropriate strategies (e.g. using knowledge of different word types) for a range of purposes, including to find the meaning of words

Understand organisational and structural features and use them to locate relevant information (e.g. index, menus, subheadings, paragraphs) in a range of straightforward
texts

RIL1 6

R/L1.7  Infer from images meanings not explicit in the accompanying text

R/L1.9 Read and understand a range of specialist words in context

Comparing Texts - Level 1 (Assigned 4/4)

Composition - Level 1 (Assigned 0/3)
Planning & Drafting - Level 1 (Assigned 0/1)
Punctuation - Level 1 (Assigned 0/1)

‘Grammar - Level 1 (Assigned 0/3)
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Using the ‘Assign Criteria to’ drop down box, select your group.

ASSigh Criteria to site Admin v fOr Reform English Resources (FS) ¥ Level 1

Users
No Students in group

Comprehension - Level 1

Group Users
Assigned

Description
Identify and understand the main points & ideas and details in texts
Use knowledge of punctuation to aid understanding of straightforward texts

Use reference materials and appropriate strategies (e.g. using knowledge of different word types) for a range of purposes, including to find the meaning of words

Understand organisational and structural features and use them fo locate relevant information (e.g. index, menus, subheadings, paragraphs) in a range of
straightforward texts

Infer from images meanings not explicit in the accompanying text

Read and understand a range of specialist words in context

Comparing Texts - Level 1
Composition - Level 1
Planning & Drafting - Level 1

Punctuation - Level 1

Grammar - Level 1

Spelling - Level 1

Select the learners (Users) to be allocated the topic areas using the check
boxes next to them.

Choose topic area criteria to be assigned to the learners selected, using
the check boxes next to them.

Assign Criteria to — cemma Hughes v fOr  reform english Resources (£5) ¥ Level 1

Users A

Students will only appear if they are assigned to the selected
course ") Add Group Target

U Atha Chloe ¥ Jackson,Olivia Helen -

U Nowell Katie # Nowell Kim

Comprehension - Level 1 A

Description Gmu;z Users
Assigned

R/L1.1  Identify and understand the main points & ideas and details in texts

R/IL1.10 Use knowledge of punctuation to aid understanding of straightforward texts

RIL1.5  Use reference materials and appropriate strategies (e.g. using knowledge of different word types) for a range of purposes, including to find the meaning of words

Understand organisational and structural features and use them to locate relevant information (e.g. index, menus, subheadings, paragraphs) in a range of

RIL1.6
straightforward texts

R/IL1.7  Infer from images meanings not explicit in the accompanying text 0

R/L1.9 Read and understand a range of specialist words in context 0

Comparing Texts - Level 1 v
Composition - Level 1 v

Assign Additional Criteria
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button.

— uwennaus = e,

[ R/L1.1  Identify and understand the main points & ideas and details in texts

R/L1.6
- straightforward texts

O RIL1.7  Infer from images meanings not explicit in the accompanying text

R/IL1.9 Read and understand a range of specialist words in context

Comprehension - Level 1

R/IL1.10 Use knowledge of punctuation to aid understanding of straightforward texts
@ R/L1.5 Use reference materials and appropriate strategies (e.g. using knowledge of different word types) for a range of purposes, including to find the meaning of words

Understand organisational and structural features and use them to locate relevant information (e.g. index, menus, subheadings, paragraphs) in a range of

Once all topic area criteria has been selected, scroll down and select ‘Save’

€ roup Users
Descripti
Iﬁ e
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Distance Travelled

This will unlock when the learner has achieved 70% and above at the level they
are working at. It will give them an additional diagnostic with different question to

embed their learning. The assessment and diagnostic must be completed before
this will unlock.

1. Go into the selected learner’s profile (as above)
2. Select ‘Results’ on their profile

» 2Learner Q) Profile Vv

&5 LOGIN AS

Andrew Maiden DRI
Basic Info More Details Swiions
Username Andrew Maiden :}’
\\ Email address
Enrolment Type Automated Setup
Authentication m... ForSkills Password (manual) Edit profile Activity M

4 Courses + ADD COURSES | w

EPAO

FS Assessments Student 2411012017 2411002017 ©

FS English Assessment - m

FS ICT Assessment = m

FS Maths Assessment - mm
FS English Resources Student - 241012017 || oren course | |
FS ICT Resources Student - 24102017 || opencourse | v |
FS Maths Resources Student 24/10/2017 241012017 || opencourse | v |
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Comparing Diagnostics

Select the ‘Compare’ check box (the window will only pop up if both diagnostics
are present ) of the Diagnostics.

FS Maths Assessment

Type 3 Progress Date(s) Result(s) Compare

—o—© BB ST

Actual Assessment 06M0/2017 %] peLerEATTEMPT | ¥ | “
Started Diagnostic EW
ActualAssessment O—0—0  soma0ne [©] oicnosmc | [X | veLeTe arrewet | v | o
Started Diagnostic
Actual Assessment 0 06/01/2020 n o
Completed |1A
Distance Travelled T 0 17102018 Em mn o

Started Diagnostic

Distance Travelled
Assessments

The comparison pop up window will then open to display the comparison data
between the two Diagnostics you can also print a copy of the report by selecting
the PRINT button.

W, Skills

+ ADD ATTEMPT
/2 Forward 0

Action(s) Compare

n DELETE ATTEMPT n @

Welcome, Atif Aziz ° -_—
SITE ADMIN —
|

Name Mike, Auston
DELETE ATTEMPT )

Email (38] eeT= arever B
Learner Ref

SETLEVELS | w | 5]
Date Date

22102/2018 14/05/2018

Completed Completed

Time Taken  28m 4s Time Taken  5m 45s

n DELETE ATTEMPT n [m]

Status Completed Status Completed

Criteria Topic Results Criteria Topic Results Distance Travelled

Assessments

L6 on.oox

Using ICT - Level 2 Using ICT - Level 2

Internet - Level 1

ICT/L1.52

Internet

83% (5/6)

Good Skills (100%)

Internet - Level 1

ICT/L2.1a IT Basics Good Skills (100%) ICTIL2.12 IT Basics Good Skills (100%)

ICT/L2.2a IT Basics Good Skills (100%) ICT/L2.2a IT Basics Good Skills (100%)

ICT/L2 2b IT Basics ICTIL2 2b IT Basics

ICT/L2 2¢ IT Basics ICTIL2 2¢ IT Basics

ICT/L2.2d IT Basics Good Skills (100%) ICT/L2.2d IT Basics Good Skills (100%)

ICT/L2.3a File Management Good Skills (100%) ICT/L2.2e IT Basics Good Skills (100%)
ICTIL2.3a File Management Good Skills (100%)

86%(6/7)
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Tutor Reports

From tutors account select the ‘Administration’ option from the Side menu.
Select ADMIN DASHBOARD

——
C] Dashboard = IN DASHBOARD

X MyPins

GROUPS

REPORTS

INSTITUTION
CRITERIA

ROLES

1. Select the ‘Reports’ option
2. Select the required report either ‘Course Progress Report’ or
‘Functional Skills Progress’

/

Users Groups Courses Qualifications

Assessment Results
View Assessment Results for a User

Progress Overview

View User/ Type List
View a list of users and the of each type that they belong to

View Scheduled & Historic Reports
Download and view scheduled and historic reports

Review Users Overview
]

Review Users Overview Report

ALN Report

usnnw users that have ALN identifiers from the SkillsBuilder Assessments
Assessment Comparison
re assessment results acy

Ethnicity Comparison Report
Compare assessment results across ethnicity

Group Need Overview
Show an overview of progress for groups on the leaming resources

Qualification Credit Report

ushn‘ms the number of credits assigned. out of the maximum number of credits required for the qualification

cBurse Progress Report
Show a summary of progress of Users on a course over a selected date range

Qualification Combination Report
Qualification Combination Tracking

evel Report
Summary of user levels for either Initial Assessment or ISP

Resource Attempts
View leamers who have had three or more unsuccessful attempts at a practice skill or summative test
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Set the parameters for the selected report to be ran across using the
drop down menus provided.

[ covreronr |+

Filters
m Course: Reform English Resources (FS) T | Group: select a Group v ‘ ‘ Start Date: 02/04/2017 @J End Date: 02/04/2020 é

] ]
Results 0 0
Name Total Learning Progress z::;r:ss @ Course Logs f'ractlce ?ummaﬁve Actions
n -, Vijay Rattan 0 0 0 Em
. Abanum, Benjamin 0 0 0 Em
. Abbas, Aamir 0 0 0 Em
. Abbas, Philip 2 0 0 am
- Abbots, Helen o% 0 0 0 (o] viewse |
. Abdi, Mubarak 0 0 0 (o] viewse |
ABDUL, HASSAN 0 0 0 (o viewse |

 —

the report to be emailed to you.
(Ensure you have an email linked on your account)

After that, when ready, select the ‘CSV Report’ button to generate a CSV copy of

Filters

csv REPORT | w |

]

B | End Date: 02/04/2020
| |

Course: Reform English Resources (FS) ¥ ‘ Group: Select a Group v ‘ | Start Date: 02/04/2017

Results \
Name Total Learning Progress :rek:inur:ss ey Course Logs I:radice ?ummaﬁve Actions

. -, Vijay Rattan 0 0 0 Em
. Abanum, Benjamin 0 0 0 Em
. Abbas, Aamir 0 0 0 Em
- Abbas, Philip 2 0 0 [© viEwse |
- Abbots, Helen 83% 0 0 © (O] viEw s |
- Abdi, Mubarak 0 0 o (o] viEwsp |
- ABDUL, HASSAN 0 0 0 [©] viEwse |

—

1

©
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Group Needs Overview

From tutors account select the ‘Administration’ option from the Side menu.
Select ADMIN DASHBOARD

Dashboard = JASHBOARD

MyPins

REPORTS

INSTITUTION

CRITERIA

1. Select the ‘Reports’ option
2. Select the ‘Group Need Overview’ option

Users Groups Reports. Courses Qualifications

Progress Overview Assessment Results
™ View an Overview of Users and Groups Progress on a Course ™ View Assessment Results for a User

View User/ Type List
View a list of users and the of each type that they belong to

Group Assessment Results
View Assessments Results for all users in a Group

View Scheduled & Historic Reports
Download and view scheduled and historic reports

View User/Course Unit List
View a list of users and the course units they are assigned to

Review Users Overview
Review Users Overview Report

Assessment Levels
Shows levels breakdown based on assessment results

ALN Report

Assessments Upskill
Show users that have ALN identifiers from the SkillsBuilder Assessments

ashnwi upskill levels based on assessment results

Ethnicity Comparison Report
Compare assessment results across ethnicity

Gender Assessment Comparison
Compare assessment resulls across genders

Group Need Overview

Group Comparison Report
Show an overview of progress for groups on the leaming resources

Compare assessment results across groups

Qualification Credit Report

Functional Skills Progress
Shows the number of credits assigned, out of the maximum number of credits required for the gualification

Show the overall progress on Functional Skills for users based on course and exam progression.

Course Progress Report
l-’ Show a summary of progress of Users on a course over a selected date range

Level Report
€ Summary of user levels for either Initial Assessment or ISP

Qualification Combination Report
Qualification Combination Tracking

Resource Attempts
View learners who have had three or more unsuccessful attempts at a practice skill or summative test
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Select the course using the ‘Course’ drop down menu and select the ‘UPDATE’
button

Group Need Overview

Filters
(

| Parent: Top Level v ‘I

I Course: Fs English Resources L3

Results

Group Students Group Need Course Completion Progress Actions

Alan Tutor 10 100% - 21% e
Becky Tutor i 100% - 2% - B
Engiish Group 4 100% - o e
Maths 4 100% - o% B2
Mr Diggs 4 100% - 2% - B
M Ted 6 100% G 19% - B
M Tutor 1 100% a— I 2% - B

Select on the ‘Group Need’ button when it appears next to your Group

Group Need Overview

Filters
Course: Frs English Resources v ‘ Parent: Top Level v

Results
Group Students Group Need Course Completion Actions

Alen Tutor 10 100% s (@] crour nem |
Becky Tutor 1 100% [ 2%
English Group 4 100% [ o% [©| crove need |
Maths 4 100% [ o% [©/ croue neeo |

Nir Diggs 4 100% [ 28% [©/ croue neeo |

M Ted s 100% o 19% (@] crour nem |

N Tutor 1 100% a— ) ] 28% i crour u=sn |
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Select the ‘CSV Report’ to have a copy of the report sent to you via email.

———

Voo ]
Filters

Course: FsEnglish Resources v ‘ Group: Becky Tutor ¥
O uroare |

Results no
Topic Level Students Needing Topic Group Need Topic Completion Progress Actions
Comprehension Entry Level 1 1 7% 33% Emn
Purposes of Texts Entry Level 1 1 % [ ] Emn
Composition Entry Level 1 1 % 25% Emn
Punctuation Entry Level 1 1 1% . ) ] Emn
Grammar Entry Level 1 1 % m Emn
Speliing Entry Level 1 1 7% 33% (@] crove | v |
Comprehension Entry Level 2 2 14% Emn
Locating Information Entry Level 2 2 14% Emn
Purposes of Texts Entry Level 2 1 % [ % ] Emn

Accessing Resources

From your tutor account select ‘Skills Builder’ on the ‘Side menu’

Select from the required subject e.g. FS REFORM English / Maths

Select VIEW RESOURCES - Please note this always open the page on Entry
Level 3.

CJ] Dashboard

X MyPins
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Select the required level using the option tabs at the top of the page.

Entry Level 1 Entry Level 2 Level 1 Level 2 Generic

E3 Fractions E3 Decimals E3 Measures E3 Shape and Space e

iDEm OEm  cOEm  cOEm
[}

Expand / Collapse All

1. E3 Number Action

3 oren e |
| oPEN TEm |
Pracflce Skills - Addition & subtraction |G| oPen M |
[;I Adting with carrying
ractice Skills - Addition with carrying

Select on the required resource - This will load all the resources for every topic at
the chosen level.

Select either the arrows or the dots to control the resources and select them

accordingly. /

Entry Level 1

Entry Level 2 Entn, Level 3 Level 1 Level 2 Generic

:‘] i} .' £ ,. ‘ £ : | é ‘_ : o

74\ o

E3 Measures E3 Shape and Space e

A O] cormee = RIEEE

Expand / Collapse All

1. E3 Number Action

gl Read, Write and Compare Numbers E
Practice Skills - Place value N/E3.1 || oPeN iTEM |
Summative Test - Compare Numbers N/E3.1
[;l Addition & subtraction N/E3.2
Practice Skills - Addition & subtraction || oPeN iTEM |
gl Adding with carrying m
Practice Skills - Addition with carrying

B
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Marking Guides

Marking Guides for Preparation Assessment Writing can also be found here

Entry Level 1 Entry Level 2 Entry Level 3 Level 1 Level 2 Generic

@ E3 Grammar E3 Spelling E3 Writing Practice E3 Teaching phonics E3 Marking Guidelines for e
Writing

OER -0Em o0 2 «OEm -0

Expand / Collapse All

1. E3 Comprehension Action

I [;I Finding the meaning of words
Practice Skills - Meaning of words
Summative Test - Meaning of words R/E3.4 m

I [EI Reading for information
2| Practice skills - Main points

Summative Test - Main points of texts R/E3.2

Resource Page Icons

pran——
’__ Red Arrow icons - Videos

e
B | Blue Documenticons - PDFs, Word Documents Web links
p—

o X Purple Question icons - Practice Skills

|

Green Check icons - Summative Assessments that mark off on ISP

Bx
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