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Open your Web Browser (Preferably Chrome)

€00

Google Firefox Opera Internet Safari Microsoft
Chrome Explorer Edge

Enter the following address -

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

/2 Forward

Username

Forgotten Password?

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

Enter your User name
Enter your Password
Select the Login button:



How to build/assign an assessment plan

An assessment plan is for . An assessment plan is a series of
task/instructions hosted on templates that can be assigned to learner’s profiles.

These tasks/instructions will be directly linked to criteria presentin a
qualification they are assigned too. The idea is once the task has been completed
it will mark off progression in relation to their qualification.

; customers have
the rights to do so.

In order to create an assessment plan first you must add all templates that hold
the relevant instruction, you will then knit/LINK these templates together to
form the assessment plan.

N\ Skills @\ Tutor Name a .
Forward wtor s

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

O Not set (7) Users on target

B on Target (1)

Total Expected

SkillsPortfolio

Meetings

Help
Activity

SUBMITTED (4 WEEKS) UPDATED ADD FOR GROUP

Quick Links
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From the home page, click the portfolio button that appears on the side tool
bar, Proceed to select > > :

CJ] Dashboard

# AddPin

EVIDENCE

SkillsPortfolio

PORTFOLIOS

VIEW LIST

Meetings

REPORTS SUMMARY LIST

Help

VISIT COMPLETION REPORT

PORTFOLIO HOME

LEARNING LOG

QUALS

From Portfolio Home you will be able to click the icon

Welcome to SkillsPortfolio which allows users to track their progress on qualifications and evidence, set goals, and add achievements. >
The system allows administrators, internal verifiers and tutors to view and manage the portfolios of their learners. P
You can access the help at any time by selecting the help icon.

Summary List Poitfolios
List summary of user portfolio progress Listlisers with portfolios

Portfolio Dashboard Portfolio Completion Report
™ [ Show summary of users on target and active caseload and qualification A Show users with portfolios that are complete but with no gualification complete
completion. date.

Active Qualifications Summary Active Group Summary

Show summary of active qualifications with the number of users on targetgr f-’. Show summary of active qualifications by groups with the number of users on
behind target or behind.

Assessment Plans

Show Assessment Plans and Assign them to groups of learners.

View Group Evidence
View, edit and update evidence for users in groups

Assessment Plan Summary E Evidence Marked
o

Show a summary of the completion of assessment plapé for users List evidence that you have marked between selected dates

Evidence Modified Report Portfolios Report

List users that have had evidence modified be#veen selected dates .. Report on portfolios that are due for completion, ready for completion and have
been completed

Countersign Trainee Evidence

List and countersign all evidence aggepted by trainee assessors.

Templates E IQA Sampling Plans
|zz22)

List Group Admin Accepted/Referred Evidence
List evidence which has been accepted and/or referred by any group admin.

List all templates for adding evidence View, edit and add IQA sampling plans
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How to build/assign an assessment plan

Begin by selecting the green ADD TEMPLATE button present on this page.

—

@ Templates

\_ﬂ T

Template Title

101

Evidence Type

m Generic

Filters
All Plans v Select Unit hd
All Evidence v
UPDATE
Results 0 o 0

Units Owner Actions

1 Instititinn

quidance.

Please begin to populate the fields on this template using the following

Add Template

@ Qualifications m

Title

N

Owner

Evidence Type

Linked Evidence Template

Traffic Light

Group

Institution

Generic

Available to all

Title — norules as to what this
needs to be just needs to be
relevant, initially title the templates
‘tasld’ — “taslox’ as it makes it
easier to link the templates in the

correct order.
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Default title — this will only show once the user physically opens the temp
so can hold more data if needs be.

Default Evidence Type Assignment o

Default Status Plannad o

Default Title

late

Default Details

Information for Teachers

Default details — this is where you will specify the task itself e.g.: ‘Please
record yourself dealing with a phone call and attach the recording to
evidence’.

Information for Tutors — this is where you will specify any data the tutor

making this needs to be aware of e.g.: don’t accept evidence if the text isn’t in

red’.

Drag files or cliclc here to upload - If the template requires attachments
please drag and drop them here.

E Upload a File

G Online Document - Online Video

Upload




How to build/assign an assessment plan

It is essential you then map this template to the relevant unit/criteria using the
blue drop down in relation to the qualification icon located at the bottom of

page.

Qualifications

Unassigned Qualifications

Customer Service Standard

Customer Service Practitioner

JJEnd Point Assessment

]

Diploma

>

VTCT Level 2 NVQ Diploma in Hairdressing (QCF)

<@«

Functional Skills
NVQ
Standard

HH

||

Technical Certificate

Other

<

@ Beck ToTop S oronie | x| cmce: |
\

Here you will be able to tick the box of the relevant unit and press update.
You will map it to the criteria once you have pressed update in the same fashion
as before.

All other fields are not mandatory and are not usually required to populate
them.

REPEAT THIS PROCESS UNTIL YOU HAVE A TEMPLATE FOR VERY UNIT/
CRITERIA PRESENT ON THE DESIRED QUALIFICATION.
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From the home page, click the portfolio button that appears on the side tool
bar, Proceed to select > >

] Dashboard

. AddPin

EVIDENCE

SkillsPortfolio

PORTFOLIOS

Meetings VIEW LIS

REPORTS SUMMARY LIST

Help

VISIT

’LETION REPORT

PORTFOLIO HOME

LEARNING LOG

QUALS

From portfolio home you will be able to click the icon

Welcome to SkillsPortfolio which allows users to track their progress on qualifications and evidence, set goals, and add achievements. “
The system allows administrators, internal verifiers and tutors to view and manage the portfolios of their learners. P
You can access the help at any time by selecting the help icon.

Summary List Portfolios
List summary of user portfolio progress List users with portfolios

Portfolio Dashboard Portfolio Completion Repgit
g . Show summary of users on target and active caseload and qualification f’ Show users with portfoliogfthat are complete but with no qualification complete

completion. date.

Active Qualifications Summary Active Group Summa/y
‘.’. Show summary of active qualifications with the number of users on target or ‘.’. Show summary of acfive qualifications by groups with the number of users on

behind. target or behind.

Assessment Plan Summary Evidence Marked

Show a summary of the completion of assessment plans for users

View Group Evidence Assessment Plans
View, edit and update evidence for users in groups Show Assessment Plans and Assign them to groups of learners.
E List evidence that you have marked between selected dates

been completed

Countersign Trainee Evidence E List Group Admin Accepted/Referred Evidence
]

List and countersign all evidence accepted by trainee assessors. List evidence which has been accepted and/or referred by any group admin.

Evidence Modified Report Portfolios Report
List users that have had evidence modified between selected dates fl’. Report on portfolios that are due for completion, ready for completion and have
—=



How to build/assign an assessment plan

From this page you can see any existing Assessment Plans, if you wish to add a
new one then select the green ASSESSMENT PLAN button.

Assessment Plans

Title Friendly Title
Automotive LV Automotive LV
Azesta Azesta

Customer Service Customer Service
H&S H&S

Need Need

Prem Dem Prem Dem
SeaRegs SeaRegs

testing testing

Total Training Total Training

1v

Reference Templates Valid From Valid To Actions

) - - 2 o v v
) . ) G
] | - G
) L i GEITIEa
= 2 01/07/2018 16/06/2019 | #| eoTran | v |
- .- - 7 e 1~
= 2 08/09/2018 31/08/2020 | #| EiTPLan | v |
] o - - G
) — ) 7

1v

guidance.

Title

Friendly Title
Plan reference
Valid From
Valid To

Add Template

Select

Add Linked Assessment Plan
Select

Please begin to populate the fields on this template using the following

Add template — select the template you would like to be shown first in the
plan. And proceed to press update

Add Linked Assessment Plan — repeat the previous step until all templates are
present in the plan in the order you would expect.

Press update to finish the build of the assessment plan. m I\

Title - no rules as to what this needs
to be just needs to be relevant | usually
consult the client for their input.

Friendly title — this will only show
once the user physically opens the plan
so can hold more data if needs be.

Plan reference - no rules as to what
this needs to be just needs to be
relevant | usually consult the client for
their input. E.g.: LETTA/O1
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From the home page, click the portfolio button that appears on the side tool
bar, Proceed to select > >

CJ] Dashboard

# AddPin

EVIDENCE

SkillsPortfolio

PORTFOLIOS

Meetings VIEW LIST

REPORTS SUMMARY LIST

Help

VISIT LETION REPORT

PORTFOLIO HOME

LEARNING LOG

QUALS

From portfolio home you will be able to click the icon

Welcome to SkillsPortfolio which allows users to track their progress on qualifications and evidence, set goals, and add achievem@nts.
The system allows administrators, internal verifiers and tutors to view and manage the portfolios of their learners.

You can access the help at any time by selecting the help icon.

Summary
List summary of user portfolio progress

Portfolio Dashboard
4 . Show summary of users on target and active caseload and qualification

completion.
Active Qualifications Summary

m Show summary of active qualifications with the number of users on target or
behind.

View Group Evidence
View, edit and update evidence for users in groups

Assessment Plan Summary
Show a summary of the completion of assessment plans for users

E Evidence Modified Report

List users that have had evidence modified between selected dates

Countersign Trainee Evidence
List and countersign all evidence accepted by trainee assessors.

List Portfolios

List users with portfolios

Portfolio Completion Repgirt

Show users with portfoliosfthat are complete but with no gualification complete

date.

o
Active Group Summa/y
M Show summary of acfive qualifications by groups with the number of users on

target or behind.

Assessment Plans
Show Assessment Plans and Assign them to groups of learners.
Evidence Marked
List evidence that you have marked between selected dates

Portfolios Report
. Report on portfolios that are due for completion, ready for completion and have
been completed

List Group Admin Accepted/Referred Evidence
List evidence which has been accepted and/or referred by any group admin.
ez
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How to build/assign an assessment plan

Here will be a list of all assessment plans please select the dropdown arrow next
to the edit planicon in relation to the relevant plan. Proceed to select Assign
Plan.

Assessment Plans ‘ ASSESSMENT PLAN n

1w

Title Friendly Title Reference Templates Valid From Valid To Actions

Automotive LV Automotive LV - 3 - - | #| eorpian [ v |
Azesta Azesta - 3 - - | #| eoreian | v |
Customer Service Customer Service - 9 - - n
H&S H&S - 1 - - | #| eoieian | v |
Need Need - 2 01/07/2018 16/06/2019 | #| eorrian | v |
Prem Dem Prem Dem - 4 - - n
SeaRegs SeaRegs - 2 03/09/2018 31/08/2020 | #| eoreian | v |
testing testing - 0 - - n
Total Training Total Training = 1 = = # | EDITPLAN | &

2| AssionrPLan
0‘ SUMMARY

x‘ DELETE PLAN
” STRUCTURE

EDIT PLAN

ASSIGN PLAN

SUMMARY
DELETE PLAN
STRUCTURE
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Here you will be able to select a group of users to assign the plan too.

Assign Assessment Plan

Templates

Group

‘ Portfolio Group V‘ =
Users

8 Students
Assign All

Assign template if user not assigned to units(s) CJ
Target Start

Setto XXX days before target. [J
Automatic Target Range

From To

APPLY

101 ‘ H H Planned

VH Witness Testimony v

Select update to finalise the assign of an assessment plan.

Be aware of the fact, adding new users to the group will not assign them to the

plan you will need to repeat these steps.
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