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Logging‌ ‌in‌ ‌ 

Username‌ ‌and‌ ‌Password‌ ‌provided‌ ‌by‌ ‌Company‌ ‌ 
If‌ ‌you‌ ‌have‌ ‌already‌ ‌received‌ ‌a‌ ‌mail‌ ‌from‌ ‌your‌ ‌company‌ ‌or‌ ‌Olive‌ ‌with‌ ‌your‌ ‌username‌ ‌and‌‌ 
password‌ ‌you‌ ‌can‌ ‌‌click‌ ‌the‌ ‌link‌‌ ‌to‌ ‌see‌ ‌how‌ ‌to‌ ‌login.‌ ‌ 

Registration‌ ‌Link‌ ‌Via‌ ‌Mail‌ ‌ 
Once‌ ‌the‌ ‌Client‌ ‌Admin‌ ‌creates‌ ‌your‌ ‌account‌ ‌you‌ ‌will‌ ‌get‌ ‌an‌ ‌email‌ ‌with‌ ‌the‌ ‌Registration‌ ‌link‌ ‌with‌‌ 
which‌ ‌you‌ ‌can‌ ‌access‌ ‌your‌ ‌Assessor‌ ‌Account.‌ ‌A‌ ‌general‌ ‌registration‌ ‌email‌ ‌should‌ ‌look‌ ‌like‌ ‌the‌‌ 
following,‌ ‌ 

‌ 
(Add‌ ‌Image‌ ‌here)‌ ‌ 

Once‌ ‌you‌ ‌click‌ ‌on‌ ‌the‌ ‌“‌Registration‌”‌ ‌link‌ ‌it‌ ‌will‌‌ 
take‌ ‌you‌ ‌to‌ ‌the‌ ‌following‌ ‌page,‌ ‌and‌ ‌you‌ ‌can‌‌ 
enter‌ ‌your‌ ‌password‌ ‌here.‌ ‌ 

‌ 
Once‌ ‌you‌ ‌click‌ ‌on‌ ‌“Submit”‌ ‌you‌ ‌will‌ ‌be‌ ‌taken‌ ‌to‌‌ 
your‌ ‌Dashboard/Homepage.‌ ‌ 

 

Password‌ ‌Policy‌ ‌ 
When‌ ‌creating‌ ‌your‌ ‌password‌ ‌is‌ ‌best‌ ‌to‌ ‌have‌ ‌a‌ ‌password‌ ‌that‌ ‌is,‌ ‌ 
★ Minimum‌ ‌6‌ ‌characters‌ ‌long‌ ‌ 
★ One‌ ‌Uppercase,‌ ‌One‌ ‌Lowercase,‌ ‌One‌ ‌number‌ ‌and‌ ‌One‌ ‌Special‌ ‌Character‌ ‌ 
★ If‌ ‌there‌ ‌is‌ ‌a‌ ‌security‌ ‌breach‌ ‌please‌ ‌let‌ ‌you‌ ‌administrator‌ ‌know‌ ‌as‌ ‌soon‌ ‌as‌‌ 
possible.‌ ‌ 

Dashboard/Homepage‌ ‌ 
Once‌ ‌you‌ ‌have‌ ‌logged‌ ‌into‌ ‌your‌ ‌account‌ ‌you‌ ‌will‌ ‌be‌ ‌taken‌ ‌to‌ ‌a‌ ‌the‌ ‌dashboard‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 

‌ 



‌ 
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‌ 

Account‌ ‌Information‌ ‌ 
Here‌ ‌you‌ ‌can‌ ‌see‌ ‌the‌ ‌information‌ ‌snapshot‌ ‌of‌‌ 
your‌ ‌account,‌ ‌your‌ ‌profile‌ ‌pic,‌ ‌your‌ ‌name,‌‌ 
organisation‌ ‌and‌ ‌email‌ ‌address.‌ ‌   

Programme‌ ‌ 
Here‌ ‌the‌ ‌assessor‌ ‌will‌ ‌be‌ ‌able‌ ‌to‌ ‌see‌ ‌the‌ ‌list‌ ‌of‌ 
programmes‌ ‌that‌ ‌has‌ ‌been‌ ‌assigned‌ ‌to‌ ‌him‌‌ 
and‌ ‌will‌ ‌be‌ ‌assessing.‌ ‌ 

‌ 
To‌ ‌see‌ ‌the‌ ‌full‌ ‌list‌ ‌of‌ ‌programmes‌ ‌click‌ ‌on‌ ‌the‌‌ 
“More”‌ ‌button.‌ ‌ 

 



‌ 
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Learners‌ ‌ 
Here‌ ‌the‌ ‌assessor‌ ‌will‌ ‌be‌ ‌able‌ ‌to‌ ‌see‌ ‌all‌ ‌the‌‌ 
students‌ ‌that‌ ‌have‌ ‌been‌ ‌assigned‌ ‌to‌ ‌this‌‌ 
assessor‌ ‌to‌ ‌assess‌ ‌and‌ ‌validate.‌ ‌ 

‌ 
You‌ ‌can‌ ‌use‌ ‌the‌ ‌search‌ ‌option‌ ‌to‌ ‌search‌ ‌for‌‌ 
learners.‌ ‌ 

‌ 
To‌ ‌see‌ ‌the‌ ‌full‌ ‌list‌ ‌of‌ ‌learners‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌‌ 
the‌ ‌“More”‌ ‌button.‌ ‌  ‌ 

Newsfeed‌ ‌ 
On‌ ‌the‌ ‌right,‌ ‌you‌ ‌can‌ ‌see‌ ‌the‌ ‌newsfeed,‌ ‌here‌‌ 
you‌ ‌can‌ ‌see‌ ‌the‌ ‌news‌ ‌content‌ ‌that‌ ‌has‌ ‌been‌‌ 
posted‌ ‌by‌ ‌the‌ ‌Client‌ ‌Admin.‌‌ ‌  

‌ 
Here‌ ‌the‌ ‌Assessors‌ ‌will‌ ‌also‌ ‌be‌ ‌able‌ ‌to‌‌ 
newsfeed‌ ‌that‌ ‌the‌ ‌students‌ ‌will‌ ‌be‌ ‌able‌ ‌to‌ ‌see.‌ ‌ 

‌ 
To‌ ‌see‌ ‌how‌ ‌to‌ ‌add‌ ‌a‌ ‌new‌ ‌post‌ ‌in‌ ‌the‌ ‌news‌ ‌feed‌‌ 
please‌ ‌click‌ ‌the‌ ‌‌link‌.‌ ‌ 

 

Navigation‌ ‌Bar‌ ‌ 
In‌ ‌the‌ ‌navigation‌ ‌bar,‌ ‌you‌ ‌can‌ ‌move‌ ‌to‌ ‌various‌ ‌pages‌ ‌within‌ ‌the‌ ‌system‌ ‌like‌ ‌the‌ ‌learner‌ ‌and‌‌ 
programmes‌ ‌page,‌ ‌account‌ ‌information‌ ‌etc,‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 

‌ 

‌ 
‌ 

To‌ ‌know‌ ‌more‌ ‌about‌ ‌the‌ ‌Messaging‌ ‌System,‌ ‌Notifications‌ ‌and‌ ‌Account‌ ‌Information‌ ‌click‌ ‌on‌ ‌the‌‌ 
following‌ ‌links,‌ ‌ 

‌ 
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● Messaging‌ ‌System‌ ‌ 
● Notifications‌ ‌ 
● Account‌ ‌Information‌ ‌ 

Learners‌ ‌Page‌ ‌ 
To‌ ‌access‌ ‌the‌ ‌learner‌ ‌page‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌“Learner”‌ ‌tab‌ ‌in‌ ‌the‌ ‌navigation‌ ‌bar‌ ‌or‌ ‌click‌ ‌on‌‌ 
“More”‌ ‌in‌ ‌the‌ ‌learner‌ ‌section‌ ‌of‌ ‌the‌ ‌Homepage‌ ‌tile.‌ ‌ 

‌ 

‌ 
‌ 

This‌ ‌will‌ ‌open‌ ‌up‌ ‌the‌ ‌Learner‌ ‌Page‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
‌ 

‌ 
‌ 

Here‌ ‌you‌ ‌can‌ ‌see‌ ‌the,‌ ‌ 
● Name‌ ‌of‌ ‌the‌ ‌Learner/Apprentice‌ ‌ 
● Organisation‌ ‌ 
● Programme‌ ‌ 
● Programme‌ ‌Progress‌ ‌ 

‌ 
You‌ ‌can‌ ‌click‌ ‌on‌ ‌“‌view‌”‌ ‌to‌ ‌see‌ ‌in‌ ‌more‌ ‌detail‌ ‌the‌ ‌learner‌ ‌progress‌ ‌on‌ ‌each‌ ‌section.‌ ‌ 

Checking‌ ‌Student‌ ‌Work‌ ‌ 
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Once‌ ‌a‌ ‌student‌ ‌has‌ ‌submitted‌ ‌a‌ ‌work‌ ‌or‌ 
observation‌ ‌it‌ ‌will‌ ‌come‌ ‌in‌ ‌as‌ ‌a‌ ‌notification‌‌ 
section‌ ‌as‌ ‌shown.‌ ‌ 

‌ 
From‌ ‌here‌ ‌you‌ ‌can‌ ‌navigate‌ ‌to‌ ‌the‌ ‌learners‌‌ 
page‌ ‌and‌ ‌search‌ ‌for‌ ‌the‌ ‌particular‌ ‌learner‌ ‌and‌‌ 
click‌ ‌on‌ ‌view,‌ ‌this‌ ‌will‌ ‌open‌ ‌the‌ ‌In-depth‌ ‌view‌‌ 
of‌ ‌the‌ ‌learner‌ ‌progress‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 

 

‌ 

Clicking‌ ‌on‌ ‌a‌ ‌particular‌ ‌section‌ ‌will‌ ‌open‌ ‌the‌ ‌details‌ ‌of‌ ‌that‌ ‌section‌ ‌as‌ ‌shown‌ ‌below‌ ‌for‌ ‌the‌‌ 
Journal‌ ‌as‌ ‌an‌ ‌example,‌ ‌ 
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‌ 

Here‌ ‌you‌ ‌can‌ ‌click‌ ‌“‌View‌”‌ ‌to‌ ‌see‌ ‌the‌ ‌Journal‌ ‌Entries‌ ‌that‌ ‌have‌ ‌been‌ ‌logged‌ ‌by‌ ‌the‌‌ 
learner/assessor.‌ ‌ 

Learner‌ ‌Journal‌ ‌entries‌ ‌will‌ ‌look‌ ‌like‌ ‌the‌ ‌ones‌‌ 
on‌ ‌the‌ ‌right‌ ‌ 

 

Once‌ ‌you‌ ‌are‌ ‌happy‌ ‌with‌ ‌the‌ ‌submitted‌ ‌work,‌‌ 
you‌ ‌can‌ ‌click‌ ‌on‌ ‌“Mark‌ ‌as‌ ‌Completed”‌ ‌ 

 

‌ 
Warning‌ ‌ 
Once‌ ‌you‌ ‌have‌ ‌marked‌ ‌a‌ ‌section‌ ‌as‌ ‌completed,‌ ‌the‌ ‌student‌ ‌will‌ ‌not‌ ‌be‌ ‌able‌ ‌to‌ ‌add‌‌ 
further‌ ‌information‌ ‌into‌ ‌that‌ ‌section,‌ ‌so‌ ‌only‌ ‌make‌ ‌the‌ ‌section‌ ‌completed‌ ‌after‌‌ 
the‌ ‌full‌ ‌submission‌ ‌process‌ ‌has‌ ‌been‌ ‌completed.‌ ‌ 

Every‌ ‌programme‌ ‌is‌ ‌built‌ ‌using‌ ‌different‌ ‌sections‌ ‌that‌ ‌are‌ ‌meant‌ ‌to‌ ‌do‌ ‌a‌ ‌particular‌ ‌task,‌ ‌the‌‌ 
assessor‌ ‌has‌ ‌access‌ ‌to‌ ‌see‌ ‌all‌ ‌the‌ ‌work‌ ‌submitted‌ ‌by‌ ‌the‌ ‌learner‌ ‌in‌ ‌each‌ ‌section‌ ‌and‌ ‌only‌ ‌when‌‌ 
the‌ ‌Assessor‌ ‌has‌ ‌marked‌ ‌it‌ ‌as‌ ‌“complete”‌ ‌the‌ ‌section‌ ‌is‌ ‌flagged‌ ‌as‌ ‌completed.‌ ‌ 

‌ 
Following‌ ‌are‌ ‌the‌ ‌different‌ ‌sections‌ ‌in‌ ‌the‌ ‌student‌ ‌portfolio,‌ ‌ 

● Welcome‌ ‌Resources‌ 
● Knowledge‌ ‌ 
● Skills‌ ‌ 
● Behaviors‌ ‌ 
● Mastersessions‌ ‌ 
● Off‌ ‌the‌ ‌Job‌ ‌Training‌ ‌Log‌ ‌ 
● On‌ ‌the‌ ‌Job‌ ‌Training‌ ‌Log‌ ‌ 
● Learner‌ ‌Journal‌ ‌ 
● Gateway‌ ‌Assessment‌ ‌ 
● Final‌ ‌Review‌ ‌ 
● End‌ ‌Point‌ ‌Assessment‌ ‌ 
● Articles‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Phase‌ ‌Type‌ ‌ 
● Personal‌ ‌Development‌ ‌Plan‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Phase‌ ‌Type‌ ‌ 
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● Live‌ ‌Session‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Phase‌ ‌Type‌ ‌ 
● Exercise‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Phase‌ ‌Type‌ ‌ 
● Communication‌ ‌Forum‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Phase‌ ‌Type‌ ‌ 

‌ 
‌ 

‌ 
Sections‌ ‌that‌ ‌are‌ ‌weighted‌ ‌and‌ ‌marks‌ ‌will‌ ‌have‌ ‌a‌ ‌progress‌ ‌bar‌ ‌above‌ ‌the‌ ‌section‌ ‌as‌ ‌shown‌‌ 
below,‌ ‌ 

‌ 

 
‌ 

This‌ ‌will‌ ‌start‌ ‌filling‌ ‌as‌ ‌the‌ ‌learner/apprentice‌ ‌starts‌ ‌filling‌ ‌in‌ ‌the‌ ‌works‌ ‌for‌ ‌that‌ ‌section‌ ‌and‌ ‌will‌‌ 
be‌ ‌only‌ ‌100%‌ ‌completed‌ ‌once‌ ‌the‌ ‌assessor‌ ‌has‌ ‌marked‌ ‌it‌ ‌as‌ ‌complete.‌ ‌ 

Welcome‌ ‌Resources‌ ‌ 
These‌ ‌are‌ ‌the‌ ‌resources‌ ‌provided‌ ‌by‌ ‌the‌ ‌company‌ ‌for‌ ‌a‌ ‌smooth‌ ‌induction‌ ‌of‌ ‌the‌ ‌learner‌ ‌into‌ ‌the‌‌ 
programme,‌ ‌this‌ ‌includes‌ ‌custom‌ ‌welcome‌ ‌messages,‌ ‌links‌ ‌to‌ ‌the‌ ‌any‌ ‌induction‌ ‌resources,‌‌ 
downloadable‌ ‌documents‌ ‌(company‌ ‌handbooks/apprenticeship‌ ‌documents).‌ ‌ 

‌ 
To‌ ‌see‌ ‌the‌ ‌link‌ ‌or‌ ‌documents,‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌welcome‌ ‌resource‌ ‌tab‌ ‌and‌ ‌it‌ ‌will‌ ‌open‌ ‌as‌‌ 
shown‌ ‌below.‌ ‌ 

‌ 

‌ 
‌ 

Once‌ ‌the‌ ‌student‌ ‌has‌ ‌gone‌ ‌through‌ ‌this‌ ‌section‌ ‌and‌ ‌confirmed‌ ‌that‌ ‌they‌ ‌have‌ ‌received‌ ‌all‌ ‌the‌‌ 
files‌ ‌and‌ ‌links,‌ ‌the‌ ‌assessor‌ ‌can‌ ‌mark‌ ‌this‌ ‌section‌ ‌as‌ ‌complete‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“Mark‌ ‌as‌ ‌Complete”‌‌ 
button.‌ ‌ 

Behaviors‌‌ ‌  
To‌ ‌know‌ ‌more‌ ‌about‌ ‌behaviors‌ ‌from‌ ‌a‌ ‌learner‌ ‌perspective‌ ‌click‌ ‌the‌ ‌‌link‌ ‌ 

‌ 
Once‌ ‌a‌ ‌learner‌ ‌has‌ ‌completed‌ ‌a‌ ‌behavior‌ ‌log‌ ‌and‌ ‌submitted‌ ‌their‌ ‌work‌ ‌for‌ ‌approval‌ ‌you‌ ‌can‌ ‌see‌‌ 
this‌ ‌in‌ ‌the‌ ‌learner‌ ‌page‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 

‌ 

‌ 
‌ 

As‌ ‌the‌ ‌Assessor‌ ‌you‌ ‌can‌ ‌also‌ ‌submit‌ ‌the‌ ‌behavior‌ ‌log‌ ‌on‌ ‌behalf‌ ‌of‌ ‌the‌ ‌learner,‌ ‌if‌ ‌the‌ ‌log‌ ‌has‌ ‌not‌‌ 
been‌ ‌started‌ ‌it‌ ‌will‌ ‌give‌ ‌you‌ ‌the‌ ‌warning‌ ‌as‌ ‌shown‌ ‌on‌ ‌the‌ ‌right,‌ ‌ 

‌ 

‌  ‌  ‌  ‌ 

If‌ ‌the‌ ‌learner/apprentice‌‌ 
has‌ ‌not‌ ‌started‌ ‌added‌ ‌any‌‌ 

content,‌ ‌the‌ ‌status‌ ‌will‌‌ 
show‌ ‌as‌ ‌“‌not‌ ‌started‌”‌ ‌ 

If‌ ‌the‌ ‌learner/apprentice‌‌ 
has‌ ‌started‌ ‌adding‌‌ 

content,‌ ‌the‌ ‌status‌ ‌will‌‌ 
show‌ ‌as‌ ‌“‌In‌ ‌Progress‌”‌ ‌ 

Once‌ ‌the‌ ‌student‌ ‌has‌‌ 
submitted‌ ‌the‌ ‌work‌ ‌for‌‌ 

assessment‌ ‌it‌ ‌will‌ ‌show‌ ‌as‌‌ 
“‌Submitted‌”‌ ‌ 

When‌ ‌the‌ ‌assessor‌ ‌has‌‌ 
marked‌ ‌the‌ ‌section‌ ‌as‌‌ 

complete‌ ‌the‌ ‌status‌ ‌will‌‌ 
show‌ ‌as‌ ‌“‌Completed‌”‌ ‌ 
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‌ 
‌ 
‌ 
‌ 

Most‌ ‌of‌ ‌the‌ ‌sections‌ ‌can‌ ‌be‌ ‌edited‌ ‌by‌ ‌the‌ ‌assessor,‌ ‌if‌ ‌the‌ ‌work‌ ‌has‌ ‌not‌ ‌been‌‌ 
started‌ ‌by‌ ‌the‌ ‌learner‌ ‌the‌ ‌above‌ ‌warning‌ ‌will‌ ‌always‌ ‌show‌ ‌up‌ ‌for‌ ‌confirmation.‌ ‌ 

‌ 

In‌ ‌the‌ ‌behavior‌ ‌log‌ ‌you‌ ‌can‌ ‌type‌ ‌in‌ ‌the‌ ‌current‌ ‌rating‌ ‌on‌ ‌the‌ ‌particular‌ ‌task,‌ ‌and‌ ‌the‌ ‌learners‌‌ 
development‌ ‌plan‌ ‌as‌ ‌shown‌ ‌below‌ ‌ 

‌ 

‌ 

To‌ ‌save‌ ‌the‌ ‌current‌ ‌progress,‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌‌ 
the‌ ‌“‌Save‌”‌ ‌button,‌ ‌and‌ ‌once‌ ‌the‌ ‌log‌ ‌has‌ ‌been‌‌ 
completed‌ ‌you‌ ‌can‌ ‌click‌ ‌the‌ ‌‌“submit‌”‌ ‌button.‌ ‌ 

‌ 
If‌ ‌you‌ ‌are‌ ‌just‌ ‌viewing‌ ‌the‌ ‌log,‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌‌ 
the‌ ‌“‌Ok‌”‌ ‌button‌ ‌to‌ ‌go‌ ‌back‌ ‌to‌ ‌the‌ ‌programme‌‌ 
page.‌ ‌ 

‌ 

Knowledge‌ ‌ 
To‌ ‌know‌ ‌how‌ ‌the‌ ‌knowledge‌ ‌section‌ ‌works‌ ‌from‌ ‌a‌ ‌learner‌ ‌perspective‌ ‌click‌ ‌the‌ ‌link‌ ‌ 

‌ 
Once‌ ‌the‌ ‌Learner/Apprentice‌ ‌starts‌ ‌adding‌ ‌the‌ ‌Knowledge‌ ‌observation‌ ‌and‌ ‌supporting‌ ‌evidence,‌‌ 
the‌ ‌Assessors‌ ‌will‌ ‌be‌ ‌able‌ ‌to‌ ‌see‌ ‌it‌ ‌in‌ ‌the‌ ‌section‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 
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‌ 

Click‌ ‌“‌Save‌”‌ ‌to‌ ‌save‌ ‌the‌ ‌current‌ ‌progress‌ ‌and‌ 
exit‌ ‌the‌ ‌log.‌ ‌ 

‌ 
To‌ ‌complete‌ ‌the‌ ‌knowledge‌ ‌section‌ ‌click‌ ‌on‌ ‌the‌‌ 
“‌Mark‌ ‌as‌ ‌Completed‌”‌ ‌ 

 

Skills‌ ‌ 
To‌ ‌know‌ ‌how‌ ‌the‌ ‌Skills‌ ‌section‌ ‌works‌ ‌click‌ ‌on‌ ‌the‌ ‌link‌ ‌ 

‌ 
Once‌ ‌the‌ ‌tutor/assessor‌ ‌has‌ ‌assessed‌ ‌the‌ ‌various‌ ‌skills‌ ‌that‌ ‌the‌ ‌Learner/Apprentice‌ ‌needs‌ ‌for‌‌ 
the‌ ‌Apprenticeship,‌ ‌they‌ ‌can‌ ‌start‌ ‌filling‌ ‌out‌ ‌the‌ ‌Skills‌ ‌section‌ ‌of‌ ‌the‌ ‌Programme‌ ‌Log.‌ ‌ 

‌ 

‌ 

Click‌ ‌“‌Save‌”‌ ‌to‌ ‌save‌ ‌the‌ ‌current‌ ‌progress‌ ‌and‌ 
exit‌ ‌the‌ ‌log.‌ ‌ 

‌ 
To‌ ‌complete‌ ‌the‌ ‌knowledge‌ ‌section‌ ‌click‌ ‌on‌ ‌the‌‌ 
“‌Mark‌ ‌as‌ ‌Completed‌”‌ ‌ 

 

Off‌ ‌the‌ ‌Job‌ ‌Training‌ ‌Log‌ ‌ 
When‌ ‌the‌ ‌learner‌ ‌starts‌ ‌adding‌ ‌content‌ ‌into‌ ‌the‌ ‌Off‌ ‌the‌ ‌Job‌ ‌Training‌ ‌log,‌ ‌the‌ ‌Assessor‌ ‌will‌ ‌be‌ ‌able‌‌ 
to‌ ‌see‌ ‌the‌ ‌Logged‌ ‌hours‌ ‌and‌ ‌confirm‌ ‌if‌ ‌the‌ ‌supporting‌ ‌evidence‌ ‌is‌ ‌relevant‌ ‌and‌ ‌the‌ ‌hours‌ ‌of‌ ‌work‌‌ 
is‌ ‌checked.‌ ‌ 

‌ 
Using‌ ‌the‌ ‌Filter‌ ‌functionality‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌segregate‌ ‌the‌ ‌Off‌ ‌the‌ ‌Job‌ ‌Log‌ ‌based‌ ‌on‌‌ ‌  
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● All‌ ‌ 
● Not‌ ‌Started‌ ‌ 
● In‌ ‌Progress‌ ‌ 
● Completed‌ ‌ 

And‌ ‌click‌ ‌on‌ ‌“‌Confirm‌”‌ ‌to‌ ‌apply‌ ‌the‌ ‌filter‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 
‌ 

‌ 
‌ 

When‌ ‌a‌ ‌learner‌ ‌has‌ ‌started‌ ‌to‌ ‌add‌ ‌the‌ ‌Off‌ ‌the‌ ‌Job‌ ‌hours‌ ‌it‌ ‌would‌ ‌look‌ ‌the‌ ‌following,‌ ‌ 
‌ 

‌ 
‌ 

Once‌ ‌the‌ ‌Student‌ ‌has‌ ‌met‌ ‌the‌ ‌required‌ ‌off-the-job‌ ‌hours‌ ‌and‌ ‌the‌ ‌log‌ ‌has‌ ‌been‌ ‌approved,‌ ‌the‌‌ 
section‌ ‌can‌ ‌be‌ ‌marked‌ ‌as‌ ‌completed‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“‌Mark‌ ‌as‌ ‌Completed‌”‌ ‌box.‌ ‌ 

On‌ ‌the‌ ‌Job‌ ‌Training‌ ‌ 
When‌ ‌the‌ ‌learner‌ ‌starts‌ ‌logging‌ ‌in‌ ‌their‌ ‌on-the-job‌ ‌hours,‌ ‌it‌ ‌shows‌ ‌up‌ ‌in‌ ‌a‌ ‌log‌ ‌similar‌ ‌to‌ ‌the‌‌ 
Off-the-Job‌ ‌Hours‌ ‌log.‌ ‌ 

‌ 
Using‌ ‌the‌ ‌Filter‌ ‌functionality‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌segregate‌ ‌the‌ ‌Off‌ ‌the‌ ‌Job‌ ‌Log‌ ‌based‌ ‌on‌‌ ‌  

● All‌ ‌ 
● Not‌ ‌Started‌ ‌ 
● In‌ ‌Progress‌ ‌ 
● Completed‌ ‌ 

And‌ ‌click‌ ‌on‌ ‌“‌Confirm‌”‌ ‌to‌ ‌apply‌ ‌the‌ ‌filter‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 
‌ 
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‌ 
‌ 

A‌ ‌typical‌ ‌On-The-Job‌ ‌hours‌ ‌will‌ ‌look‌ ‌like‌ ‌the‌ ‌following,‌ ‌ 
‌ 

 
‌ 

Here‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌select‌ ‌the‌ ‌sections‌ ‌that‌ ‌needs‌ ‌to‌ ‌be‌ ‌approved‌ ‌by‌ ‌ticking‌ ‌the‌ ‌adjacent‌ ‌tick‌‌ 
boxes‌ ‌and‌ ‌click‌ ‌on‌ ‌“Approve‌ ‌Selected”‌ ‌to‌ ‌confirm.‌ ‌ 

‌ 
Once‌ ‌the‌ ‌Log‌ ‌has‌ ‌been‌ ‌fully‌ ‌populated‌ ‌for‌ ‌the‌ ‌required‌ ‌hours‌ ‌and‌ ‌verification‌ ‌has‌ ‌been‌‌ 
completed‌ ‌the‌ ‌assessor‌ ‌can‌ ‌mark‌ ‌this‌ ‌section‌ ‌as‌ ‌completed‌ ‌by‌ ‌clicking‌ ‌“Mark‌ ‌as‌ ‌Completed”.‌ ‌ 

Journal‌ ‌ 
Once‌ ‌the‌ ‌Learner‌ ‌has‌ ‌started‌ ‌entering‌ ‌the‌ ‌information‌ ‌into‌ ‌the‌ ‌Journal‌ ‌it‌ ‌will‌ ‌show‌ ‌up‌ ‌for‌ ‌the‌‌ 
assessor‌ ‌as‌ ‌follows,‌ ‌ 
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‌ 
‌ 

‌ 

To‌ ‌view‌ ‌an‌ ‌entry‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌“View”‌‌ 
button‌ ‌beside‌ ‌each‌ ‌entry‌ ‌and‌ ‌this‌ ‌will‌ ‌give‌ ‌a‌‌ 
more‌ ‌detailed‌ ‌version‌ ‌of‌ ‌the‌ ‌entry.‌ ‌ 

 

Qualifications‌ ‌ 
Once‌ ‌the‌ ‌learner‌ ‌has‌ ‌viewed‌ ‌their‌ ‌masterclasses‌ ‌they‌ ‌can‌ ‌start‌ ‌answering‌ ‌the‌ ‌relevant‌‌ 
qualifications,‌ ‌when‌ ‌the‌ ‌learner‌ ‌has‌ ‌submitted‌ ‌their‌ ‌observation‌ ‌for‌ ‌review,‌ ‌the‌ ‌assessor‌ ‌will‌ ‌get‌ 
a‌ ‌notification‌ ‌in‌ ‌the‌ ‌Notification‌ ‌Panel,‌ ‌the‌ ‌Assessor‌ ‌will‌ ‌be‌ ‌able‌ ‌to‌ ‌see‌ ‌the‌ ‌Submitted‌‌ 
observation‌ ‌in‌ ‌the‌ ‌relevant‌ ‌Qualification‌ ‌section.‌ ‌ 

‌ 

 
‌ 

Here‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌see‌ ‌the‌ ‌Qualifications‌ ‌submitted‌ ‌for‌ ‌approval‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
‌ 

 
‌ 

By‌ ‌Clicking‌ ‌“View”‌ ‌beside‌ ‌the‌ ‌qualification‌ ‌to‌ ‌which‌ ‌the‌ ‌Evidence‌ ‌has‌ ‌been‌ ‌added,‌ ‌the‌ ‌Assessor‌‌ 
can‌ ‌see‌ ‌the‌ ‌Evidence‌ ‌submitted‌ ‌by‌ ‌the‌ ‌Learner/Apprentice.‌ ‌ 
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‌ 
‌ 

The‌ ‌Assessor‌ ‌will‌ ‌also‌ ‌be‌ ‌able‌ ‌to‌ ‌see‌ ‌the‌ ‌attached‌ ‌Image,‌ ‌Video‌ ‌and‌ ‌Attachment‌ ‌evidences‌ ‌that‌‌ 
have‌ ‌been‌ ‌added‌ ‌to‌ ‌support‌ ‌the‌ ‌observation.‌ ‌ 

‌ 
Adding‌ ‌Observations‌ ‌and‌ ‌Evidences‌ ‌ 
The‌ ‌Assessor‌ ‌can‌ ‌also‌ ‌add‌ ‌evidence‌ ‌and‌ ‌observation‌ ‌on‌ ‌behalf‌ ‌of‌ ‌the‌ ‌learner.‌ ‌ 

‌ 
To‌ ‌add‌ ‌evidence‌ ‌to‌ ‌multiple‌ ‌qualifications‌ ‌and‌ ‌sub-qualifications‌ ‌the‌ ‌assessor‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌‌ 
“Add‌ ‌Evidence”‌ ‌button.‌ ‌ 

‌ 

‌ 
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Here‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌select‌ ‌the‌ ‌relevant‌‌ 
Qualification‌ ‌and‌ ‌Sub-Qualification‌ ‌the‌‌ 
evidence‌ ‌needs‌ ‌to‌ ‌be‌ ‌attached‌ ‌to,‌ ‌by‌ ‌ticking‌ ‌the‌‌ 
boxes‌ ‌corresponding‌ ‌to‌ ‌the‌ ‌Qualification.‌ ‌ 

‌ 
Once‌ ‌the‌ ‌relevant‌ ‌boxes‌ ‌have‌ ‌been‌ ‌ticked,‌ ‌click‌‌ 
on‌ ‌“Attach‌ ‌Evidence”‌ ‌and‌ ‌this‌ ‌will‌ ‌open‌ ‌the‌‌ 
attach‌ ‌evidence‌ ‌dialog‌ ‌box‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 

 

Depending‌ ‌on‌ ‌the‌ ‌type‌ ‌of‌ ‌evidence,‌ ‌ 
● Images‌ ‌ 
● Videos‌ ‌ 
● Attachments‌ ‌ 

This‌ ‌can‌ ‌be‌ ‌selected‌ ‌from‌ ‌the‌ ‌Evidence‌ ‌Type‌‌ 
drop‌ ‌down.‌ ‌ 

‌ 
To‌ ‌browse‌ ‌for‌ ‌the‌ ‌attachment‌ ‌from‌ ‌the‌ ‌local‌‌ 
storage‌ ‌click‌ ‌on‌ ‌the‌ ‌“Browse”‌ ‌button.‌ 

‌ 
A‌ ‌Description‌ ‌of‌ ‌the‌ ‌Evidence‌ ‌can‌ ‌be‌ ‌added‌‌ 
along‌ ‌with‌ ‌Address‌ ‌of‌ ‌where‌ ‌the‌ ‌evidence‌ ‌was‌‌ 
taken‌ ‌from.‌ ‌ 

‌ 
In‌ ‌the‌ ‌Observation‌ ‌box,‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌type‌‌ 
in‌ ‌the‌ ‌accompanying‌ ‌Observation.‌ ‌ 

 

To‌ ‌Add‌ ‌Evidence‌ ‌and‌ ‌Observation‌ ‌to‌ ‌a‌ ‌particular‌ ‌Sub-Qualification‌ ‌click‌ ‌on‌ ‌the‌ ‌“‌View‌”‌ ‌button‌‌ 
beside‌ ‌the‌ ‌relevant‌ ‌sub‌ ‌qualification,‌ ‌this‌ ‌will‌ ‌bring‌ ‌up‌ ‌the‌ ‌Add‌ ‌Observation‌ ‌page‌ ‌as‌ ‌shown‌‌ 
below,‌ ‌ 
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Once‌ ‌the‌ ‌Observation‌ ‌has‌ ‌been‌ ‌added‌ ‌along‌ ‌with‌ ‌the‌ ‌supporting‌ ‌evidences,‌ ‌click‌ ‌on‌ ‌“‌Save‌”‌ ‌to‌‌ 
save‌ ‌the‌ ‌current‌ ‌progress‌ ‌or‌ ‌click‌ ‌on‌ ‌the‌ ‌“‌Ready‌ ‌for‌ ‌Assessment‌”‌ ‌to‌ ‌finalize‌ ‌the‌ ‌process.‌ ‌ 

‌ 
When‌ ‌all‌ ‌the‌ ‌Qualifications‌ ‌and‌ ‌Observations‌ ‌has‌ ‌been‌ ‌assessed,‌ ‌the‌ ‌section‌ ‌can‌ ‌be‌ ‌completed‌‌ 
by‌ ‌clicking‌ ‌the‌ ‌“Mark‌ ‌as‌ ‌Completed”‌ ‌button‌ ‌ 

‌ 

‌ 

Masterclasses‌ ‌ 
Once‌ ‌a‌ ‌student‌ ‌has‌ ‌completed‌ ‌the‌ ‌progress‌ ‌beside‌ ‌each‌ ‌masterclass‌ ‌will‌ ‌show‌ ‌as‌ ‌100%‌ ‌as‌‌ 
shown‌ ‌below,‌ ‌ 

‌ 

‌ 

‌ 
To‌ ‌view‌ ‌more‌ ‌details‌ ‌about‌ ‌the‌ ‌masterclass‌ ‌session‌ ‌click‌ ‌on‌ ‌the‌ ‌“view‌ ‌course”‌ ‌button‌ ‌beside‌ ‌the‌‌ 
Masterclass‌ ‌session,‌ ‌this‌ ‌will‌ ‌show‌ ‌the‌ ‌details‌ ‌of‌ ‌the‌ ‌masterclass‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 

‌ 
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‌ 

Gateway‌ ‌Assessments‌ ‌ 
To‌ ‌edit‌ ‌the‌ ‌Gateway‌ ‌assessment‌ ‌click‌ ‌on‌ ‌the‌ ‌Assessment‌ ‌title.‌ ‌ 

‌ 

‌ 
‌ 

This‌ ‌will‌ ‌open‌ ‌the‌ ‌Gateway‌ ‌editing‌ ‌panel‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
‌ 

‌ 

End‌ ‌Point‌ ‌Assessment‌ ‌ 
To‌ ‌Edit‌ ‌the‌ ‌End‌ ‌Point‌ ‌Assessment‌ ‌click‌ ‌the‌ ‌Assessment‌ ‌title‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
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‌ 
‌ 

This‌ ‌will‌ ‌open‌ ‌the‌ ‌Editing‌ ‌Panel‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
(Add‌ ‌Image‌ ‌Below)‌ ‌ 

Reviews‌ ‌ 
To‌ ‌add‌ ‌review‌ ‌click‌ ‌on‌ ‌the‌ ‌Final‌ ‌Review‌ ‌section‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 

‌ 

‌ 
‌ 

This‌ ‌will‌ ‌open‌ ‌the‌ ‌Final‌ ‌Review‌ ‌panel‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
‌ 

‌ 
By‌ ‌clicking‌ ‌on‌ ‌the‌ ‌“Add‌ ‌Review”‌ ‌button‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌add‌ ‌a‌ ‌new‌ ‌review‌ ‌for‌ ‌the‌ ‌particular‌‌ 
learner/apprentice‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 

Here‌ ‌you‌ ‌can‌ ‌add‌ ‌the‌ ‌Title‌ ‌of‌ ‌the‌ ‌Review,‌ ‌a‌‌ 
description‌ ‌of‌ ‌the‌ ‌review‌ ‌and‌ ‌upload‌ ‌any‌ 
relevant‌ ‌document‌ ‌supporting‌ ‌the‌ ‌Review.‌ ‌ 

 

Once‌ ‌a‌ ‌document‌ ‌has‌ ‌been‌ ‌uploaded‌ ‌the‌‌ 
assessor‌ ‌can‌ ‌also‌ ‌add‌ ‌a‌ ‌title‌ ‌for‌ ‌the‌ ‌document.‌ ‌ 

 

The‌ ‌Assessor‌ ‌can‌ ‌see‌ ‌the‌ ‌reviews‌ ‌that‌ ‌have‌ ‌been‌ ‌uploaded‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“View”‌ ‌button‌ ‌beside‌‌ 
the‌ ‌review.‌ ‌ 

‌ 

‌ 
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‌ 
In‌ ‌the‌ ‌review‌ ‌panel,‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌add‌ ‌more‌ ‌documents‌ ‌to‌ ‌the‌ ‌review‌ ‌by‌ ‌using‌ ‌the‌ ‌upload‌‌ 
button‌ ‌and‌ ‌clicking‌ ‌on‌ ‌Add‌ ‌Document‌ ‌to‌ ‌add‌ ‌a‌ ‌new‌ ‌document.‌ ‌ 

‌ 
Once‌ ‌the‌ ‌documents‌ ‌have‌ ‌been‌ ‌uploaded‌ ‌the‌ ‌assessor‌ ‌can‌ ‌submit‌ ‌the‌ ‌documents‌ ‌for‌ ‌the‌‌ 
Learner/Apprentice‌ ‌to‌ ‌see‌ ‌by‌ ‌ticking‌ ‌the‌ ‌checkbox‌ ‌beside‌ ‌the‌ ‌“‌Please‌ ‌approve‌‌ 
review/document‌ ‌submitted‌”.‌ ‌ 

‌ 
And‌ ‌if‌ ‌the‌ ‌review‌ ‌has‌ ‌been‌ ‌finalized,‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌approval‌ ‌checkbox‌ ‌beside‌ ‌the‌‌ 
“‌Assessor‌ ‌Approval‌”.‌ ‌ 

‌ 
To‌ ‌Save‌ ‌the‌ ‌current‌ ‌progress‌ ‌click‌ ‌on‌ ‌the‌ ‌“‌Save‌”‌ ‌button.‌ ‌ 

Personal‌ ‌Development‌ ‌Plan‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Programme‌ ‌(Coming‌ ‌soon‌ ‌to‌‌ 
assessor‌ ‌workflow)‌ ‌ 

Live‌ ‌Sessions‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Programme‌ ‌(Coming‌ ‌soon‌ ‌to‌ ‌assessor‌‌ 
workflow)‌ ‌ 

Article‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Programme‌ ‌(Coming‌ ‌soon‌ ‌to‌ ‌assessor‌ ‌workflow)‌ ‌ 
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Communication‌ ‌Forum‌ ‌-‌ ‌Week‌ ‌Specific‌ ‌Programme‌ ‌(Coming‌ ‌soon‌ ‌to‌ ‌assessor‌‌ 
workflow)‌ ‌ 

Targets‌ ‌ 
The‌ ‌Assessor‌ ‌can‌ ‌add‌ ‌targets‌ ‌for‌ ‌a‌ ‌learner‌ ‌to‌ ‌complete‌ ‌various‌ ‌sections‌ ‌of‌ ‌the‌ ‌Programme,‌ ‌to‌‌ 
see‌ ‌how‌ ‌to‌ ‌Add‌ ‌Targets,‌ ‌View‌ ‌and‌ ‌comment‌ ‌on‌ ‌them,‌ ‌click‌ ‌on‌ ‌the‌ ‌‌link‌.‌ ‌ 

Assessor‌ ‌Workflow‌ ‌ 

The‌ ‌assessor‌ ‌workflow‌ ‌panel‌ ‌has‌ ‌been‌ ‌developed‌ ‌to‌ ‌assist‌ ‌an‌ ‌assessor‌ ‌with‌ ‌communicating‌ ‌and‌‌ 
providing‌ ‌feedback‌ ‌to‌ ‌learners‌ ‌on‌ ‌specific‌ ‌areas‌ ‌any‌ ‌learning‌ ‌that‌ ‌they‌ ‌will‌ ‌be‌ ‌partaking‌ ‌on‌ ‌the‌‌ 
platform.‌‌ ‌  

‌ 
It‌ ‌pulls‌ ‌the‌ ‌areas‌ ‌of‌ ‌the‌ ‌learning‌ ‌that‌ ‌have‌ ‌been‌ ‌submitted‌ ‌or‌ ‌marked‌ ‌for‌ ‌assessment‌ ‌through‌ ‌to‌‌ 
the‌ ‌pending‌ ‌tab‌ ‌and‌ ‌allows‌ ‌the‌ ‌assessor‌ ‌to‌ ‌easily‌ ‌navigate‌ ‌and‌ ‌respond‌ ‌to‌ ‌the‌ ‌learned‌‌ 
submissions.‌ ‌ 

‌ 
To‌ ‌access‌ ‌the‌ ‌Assessor‌ ‌workflow‌ ‌panel,‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌Workflow‌ ‌Tab‌ ‌on‌ ‌the‌ ‌Navigation‌‌ 
banner‌ ‌as‌ ‌shown‌ ‌below‌ ‌ 

 

This‌ ‌will‌ ‌take‌ ‌you‌ ‌to‌ ‌the‌ ‌Workflow‌ ‌page‌ ‌as‌ ‌shown‌ ‌below‌ ‌ 

 

The‌ ‌Assessor‌ ‌Workflow‌ ‌is‌ ‌divided‌ ‌into‌ ‌4‌ ‌Sections‌ ‌ 
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Unsubmitted‌ ‌-‌‌ ‌This‌ ‌shows‌ ‌all‌ ‌the‌ ‌Sections‌ ‌where‌ ‌the‌ ‌learner‌ ‌has‌ ‌not‌ ‌submitted‌ ‌the‌ ‌Observation‌‌ 
and‌ ‌the‌ ‌necessary‌ ‌evidences‌ ‌to‌ ‌support‌ ‌the‌ ‌Observation‌ ‌ 
Pending‌ ‌-‌‌ ‌Once‌ ‌the‌ ‌learner‌ ‌has‌ ‌added‌ ‌in‌ ‌the‌ ‌Observation‌ ‌and‌ ‌the‌ ‌necessary‌ ‌evidences‌ ‌and‌‌ 
clicked‌ ‌on‌ ‌“Mark‌ ‌for‌ ‌Assessment”‌ ‌this‌ ‌will‌ ‌come‌ ‌here‌ ‌ 
Resubmission‌ ‌-‌‌ ‌These‌ ‌are‌ ‌sections‌ ‌where‌ ‌the‌ ‌assessor‌ ‌has‌ ‌requested‌ ‌the‌ ‌resubmission‌ ‌of‌‌ 
Observations‌ ‌and‌ ‌Evidences‌ ‌ 
Completed‌ ‌-‌ ‌‌These‌ ‌are‌ ‌sections‌ ‌that‌ ‌have‌ ‌been‌ ‌marked‌ ‌as‌ ‌completed‌ ‌by‌ ‌the‌ ‌Assessor‌ ‌ 

Checking‌ ‌Pending‌ ‌Submissions‌ ‌ 

Once‌ ‌you‌ ‌click‌ ‌on‌ ‌the‌ ‌Pending‌ ‌tab‌ ‌in‌ ‌the‌ ‌Assessor‌ ‌Panel‌ ‌this‌ ‌will‌ ‌show‌ ‌the‌ ‌Sections‌ ‌that‌ ‌have‌‌ 
been‌ ‌marked‌ ‌by‌ ‌the‌ ‌learner‌ ‌as‌ ‌Ready‌ ‌for‌ ‌Assessment.‌ ‌ 

‌ 

To‌ ‌assess‌ ‌the‌ ‌particular‌ ‌section‌ ‌that‌ ‌has‌ ‌been‌ ‌marked‌ ‌ready,‌ ‌click‌ ‌on‌ ‌the‌ ‌Assess‌ ‌button‌ ‌beside‌‌ 
the‌ ‌Section.‌ ‌This‌ ‌will‌ ‌open‌ ‌the‌ ‌Assessment‌ ‌page‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 
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Approving‌ ‌and‌ ‌Declining‌ ‌Evidences‌ ‌ 

The‌ ‌Assessor‌ ‌can‌ ‌approve‌ ‌or‌ ‌decline‌ ‌the‌‌ 
submitted‌ ‌Evidence‌ ‌by‌ ‌clicking‌ ‌on‌ ‌“Approve”‌‌ 
and‌ ‌“Decline”‌ ‌buttons‌ ‌respectively.‌ ‌ 

 

Providing‌ ‌Feedback‌ ‌and‌ ‌Passing‌ ‌ 

Assessors‌ ‌can‌ ‌provide‌ ‌feedback‌ ‌on‌ ‌the‌ ‌Observation‌ ‌submitted‌ ‌by‌ ‌clicking‌ ‌on‌ ‌the‌ ‌“Provide‌‌ 
Feedback”‌ ‌button.‌ ‌ 
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The‌ ‌Assessor‌ ‌can‌ ‌provide‌ ‌feedback‌ ‌to‌ ‌the‌ ‌learners‌ ‌and‌ ‌mark‌ ‌a‌ ‌particular‌ ‌section‌ ‌for‌‌ 
resubmission‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“Mark‌ ‌for‌ ‌Resubmission”‌ ‌button.‌ ‌ 

 

Once‌ ‌the‌ ‌student‌ ‌updates‌ ‌the‌ ‌Observation‌ ‌and‌ ‌Evidences‌ ‌it‌ ‌will‌ ‌come‌ ‌up‌ ‌under‌ ‌the‌ ‌Assessor’s‌‌ 
Feedback‌ ‌ 
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‌ 

‌ 

Also‌ ‌if‌ ‌the‌ ‌Observation‌ ‌and‌ ‌Evidence‌ ‌is‌ ‌satisfactory‌ ‌the‌ ‌Assessor‌ ‌can‌ ‌mark‌ ‌the‌ ‌Observation‌ ‌as‌‌ 
passed‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“Mark‌ ‌as‌ ‌Pass”‌ ‌button.‌ ‌ 
Once‌ ‌that‌ ‌Assessor‌ ‌is‌ ‌happy‌ ‌that‌ ‌all‌ ‌sections‌ ‌are‌ ‌completed‌ ‌they‌ ‌can‌ ‌click‌ ‌the‌ ‌overall‌ ‌mark‌ ‌as‌‌ 
completed‌ ‌button‌ ‌at‌ ‌the‌ ‌end‌ ‌of‌ ‌the‌ ‌screen.‌ ‌ 
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Qualifications‌ ‌Workflow‌ ‌ 

Once‌ ‌the‌ ‌student‌ ‌has‌ ‌submitted‌ ‌evidence‌ ‌and‌ ‌observations‌ ‌in‌ ‌the‌ ‌Qualification‌ ‌section,‌ ‌this‌ ‌will‌‌ 
show‌ ‌up‌ ‌as‌ ‌below.‌ ‌ 

‌ 

Here‌ ‌for‌ ‌the‌ ‌qualifications‌ ‌you‌ ‌have‌ ‌a‌ ‌Menu‌ ‌on‌ ‌the‌ ‌right‌ ‌which‌ ‌can‌ ‌be‌ ‌used‌ ‌to‌ ‌quickly‌ ‌navigate‌‌ 
through‌ ‌the‌ ‌various‌ ‌qualifications‌ ‌and‌ ‌sub-qualifications.‌ ‌ 
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‌ 

Clicking‌ ‌on‌ ‌the‌ ‌“Mark‌ ‌as‌ ‌Completed”‌ ‌will‌ ‌mark‌ ‌that‌ ‌sub-qualification‌ ‌as‌ ‌completed‌ ‌if‌ ‌the‌‌ 
Evidence‌ ‌and‌ ‌Observation‌ ‌is‌ ‌satisfactory.‌ ‌ 

‌ 
Alternatively,‌ ‌to‌ ‌provide‌ ‌feedback,‌ ‌the‌ ‌assessor‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌“Provide‌ ‌Feedback”‌ ‌button.‌ ‌ 



‌ 
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‌ 

Resubmissions‌ ‌ 

In‌ ‌the‌ ‌resubmission‌ ‌tab,‌ ‌Assessors‌ ‌will‌ ‌be‌ ‌able‌ ‌to‌ ‌see‌ ‌the‌ ‌Sections‌ ‌to‌ ‌which‌ ‌they‌ ‌have‌ ‌asked‌ ‌for‌‌ 
resubmission.‌ ‌ 

 

Completed‌ ‌Sections‌ ‌ 



‌ 
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Once‌ ‌a‌ ‌qualification‌ ‌or‌ ‌section‌ ‌is‌ ‌marked‌ ‌as‌ ‌completed,‌ ‌it‌ ‌is‌ ‌marked‌ ‌in‌ ‌Green‌ ‌and‌ ‌if‌ ‌feedbacks‌‌ 
were‌ ‌given‌ ‌to‌ ‌that‌ ‌particular‌ ‌section‌ ‌is‌ ‌also‌ ‌shown.‌ ‌ 

‌ 
This‌ ‌is‌ ‌also‌ ‌shown‌ ‌in‌ ‌the‌ ‌completed‌ ‌section‌ ‌of‌ ‌the‌ ‌Assessor‌ ‌workflow‌ ‌panel‌ ‌as‌ ‌shown‌ ‌below.‌ 

‌ 

Adding‌ ‌Wages‌ ‌to‌ ‌an‌ ‌Apprentice‌ ‌ 
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If‌ ‌a‌ ‌learner‌ ‌is‌ ‌applicable‌ ‌for‌ ‌a‌ ‌wage‌ ‌increase‌ ‌based‌ ‌on‌ ‌the‌ ‌Guidelines‌ ‌set‌ ‌by‌ ‌the‌ ‌Company‌ ‌on‌‌ 
needs‌ ‌a‌ ‌raise‌ ‌this‌ ‌can‌ ‌be‌ ‌done‌ ‌using‌ ‌the‌ ‌Wages‌ ‌section‌ ‌for‌ ‌that‌ ‌particular‌ ‌Learner.‌ ‌ 

‌ 
To‌ ‌Access‌ ‌the‌ ‌Wages‌ ‌Section,‌ ‌Navigate‌ ‌to‌ ‌the‌ ‌Learners‌ ‌page‌ ‌and‌ ‌Click‌ ‌on‌ ‌the‌ ‌“View”‌ ‌button‌‌ 
beside‌ ‌the‌ ‌Learner‌ ‌Name.‌ ‌ 

 

In‌ ‌the‌ ‌Learner‌ ‌view‌ ‌page,‌ ‌you‌ ‌can‌ ‌see‌ ‌the‌ ‌“View‌ ‌Wage‌ ‌Meter”‌ ‌button‌ ‌on‌ ‌the‌ ‌Top‌ ‌Right‌ ‌Corner‌ ‌as‌‌ 
shown‌ ‌below‌ ‌ 

 

This‌ ‌will‌ ‌open‌ ‌the‌ ‌Wage‌ ‌Schedule‌ ‌Page‌ ‌for‌ ‌the‌ ‌Particular‌ ‌Learner‌ ‌as‌ ‌shown‌ ‌below,‌ ‌ 
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‌ 

By‌ ‌using‌ ‌the‌ ‌Journey‌ ‌Worker‌ ‌Rates‌ ‌page‌ ‌as‌ ‌a‌ ‌guide‌ ‌you‌ ‌can‌ ‌assign‌ ‌the‌ ‌Worker‌ ‌Rates‌ ‌for‌ ‌that‌‌ 
particular‌ ‌Learner‌ ‌as‌ ‌shown‌ ‌below.‌ ‌ 

‌ 

In‌ ‌the‌ ‌Planning‌ ‌Starting‌ ‌Date,‌ ‌the‌ ‌Client‌ ‌Admin‌ ‌can‌ ‌add‌ ‌the‌ ‌date‌ ‌from‌ ‌which‌ ‌the‌ ‌learner‌ ‌will‌ ‌be‌‌ 
starting‌ ‌the‌ ‌Programme‌ ‌in‌ ‌the‌ ‌Company.‌ ‌ 



‌ 
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‌ 
The‌ ‌Base‌ ‌Currency‌ ‌and‌ ‌Base‌ ‌Rate‌ ‌Per‌ ‌Hour‌ ‌can‌ ‌be‌ ‌taken‌ ‌from‌ ‌the‌ ‌Journey‌ ‌Worker‌ ‌Rate‌ ‌Page‌ ‌that‌‌ 
has‌ ‌been‌ ‌set‌ ‌by‌ ‌the‌ ‌Admin.‌ ‌ 

‌ 
To‌ ‌Edit‌ ‌the‌ ‌Schedule,‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌Edit‌ ‌button‌ ‌the‌ ‌Top‌ ‌Right‌ ‌of‌ ‌the‌ ‌Section.‌ ‌ 

‌ 
Once‌ ‌you‌ ‌are‌ ‌happy‌ ‌with‌ ‌the‌ ‌details,‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌“Activate‌ ‌Wage‌ ‌Schedule”‌ ‌to‌ ‌Activate‌‌ 
the‌ ‌Wage‌ ‌Schedule.‌ ‌ 

 

Once‌ ‌the‌ ‌Wage‌ ‌Schedule‌ ‌is‌ ‌Activated‌ ‌the‌ ‌Status‌ ‌will‌ ‌show‌ ‌as‌ ‌“Active”‌ ‌and‌ ‌the‌ ‌Starting‌ ‌Wage‌ ‌as‌‌ 
“Approved”‌ ‌ 

‌ 
‌ 

Once‌ ‌the‌ ‌Journey‌ ‌Rate‌ ‌is‌ ‌Activated‌ ‌this‌ ‌cannot‌ ‌be‌ ‌edited,‌ ‌please‌ ‌make‌ ‌sure‌ ‌to‌‌ 
double‌ ‌check‌ ‌the‌ ‌details‌ ‌before‌ ‌activating‌ ‌the‌ ‌Schedule.‌ ‌ 

Wage‌ ‌Increments‌ ‌ 

Once‌ ‌a‌ ‌learner‌ ‌has‌ ‌shown‌ ‌the‌ ‌competency‌ ‌for‌ ‌a‌ ‌raise‌ ‌in‌ ‌the‌ ‌programme,‌ ‌the‌ ‌Client‌ ‌Admin‌ ‌or‌‌ 
Assessor‌ ‌can‌ ‌add‌ ‌a‌ ‌wage‌ ‌increment‌ ‌for‌ ‌the‌ ‌learner.‌‌ ‌  



‌ 
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Adding‌ ‌a‌ ‌Wage‌ ‌Increment‌ ‌ 

To‌ ‌add‌ ‌a‌ ‌Wage‌ ‌Increment,‌ ‌the‌ ‌Assessor‌ ‌and‌ ‌Client‌ ‌Admin‌ ‌can‌ ‌do‌ ‌this‌ ‌from‌ ‌the‌ ‌wage‌ ‌schedule‌‌ 
page‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“Add”‌ ‌button‌ ‌beside‌ ‌the‌ ‌Wage‌ ‌Increment‌ ‌as‌ ‌shown‌ ‌below‌ ‌ 

 

Here‌ ‌you‌ ‌can‌ ‌assign‌ ‌the‌ ‌date‌ ‌from‌ ‌which‌ ‌the‌ ‌Increment‌ ‌for‌ ‌the‌ ‌wage‌ ‌will‌ ‌start‌ ‌and‌ ‌the‌ ‌Rate‌ ‌at‌‌ 
which‌ ‌the‌ ‌Rate‌ ‌is‌ ‌increased‌ ‌to.‌ ‌(This‌ ‌is‌ ‌a‌ ‌cumulative‌ ‌amount‌ ‌so‌ ‌if‌ ‌the‌ ‌Increment‌ ‌is‌ ‌10$‌ ‌the‌‌ 
amount‌ ‌should‌ ‌be‌ ‌20$‌ ‌(Base‌ ‌Amount)‌ ‌+‌ ‌10$‌ ‌(Increment)‌ ‌=‌ ‌30$‌ ‌ 

‌ 
The‌ ‌Hours‌ ‌required‌ ‌is‌ ‌the‌ ‌amount‌ ‌of‌ ‌hours‌ ‌the‌ ‌Learner‌ ‌has‌ ‌to‌ ‌put‌ ‌in‌ ‌before‌ ‌the‌ ‌Increment‌ ‌can‌ ‌be‌‌ 
applied.‌ ‌ 

‌ 



‌ 
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In‌ ‌the‌ ‌Competences‌ ‌Sector‌ ‌the‌ ‌Client‌ ‌Admin‌ ‌and‌ ‌Assessor‌ ‌can‌ ‌put‌ ‌in‌ ‌the‌ ‌criteria‌ ‌to‌ ‌meet‌ ‌the‌‌ 
Wage‌ ‌Increment‌ ‌as‌ ‌well.‌ ‌ 

 

Once‌ ‌the‌ ‌Wage‌ ‌Increment‌ ‌details‌ ‌have‌ ‌been‌ ‌put‌ ‌in‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌“Confirm”‌ ‌to‌ ‌apply‌ ‌the‌ ‌Wage‌‌ 
Increment.‌ ‌ 

 

Approving‌ ‌the‌ ‌Wage‌ ‌Increment‌ ‌ 

Once‌ ‌the‌ ‌student/learner‌ ‌has‌ ‌successfully‌ ‌met‌ ‌the‌ ‌criteria‌ ‌for‌ ‌the‌ ‌Wage‌ ‌Increment‌ ‌the‌ ‌Assessor‌‌ 
or‌ ‌the‌ ‌Client‌ ‌Admin‌ ‌can‌ ‌Approve‌ ‌the‌ ‌Wage‌ ‌Increment‌ ‌by‌ ‌clicking‌ ‌the‌ ‌“Approve”‌ ‌button‌ ‌or‌ ‌if‌ ‌there‌‌ 
are‌ ‌any‌ ‌changes‌ ‌to‌ ‌the‌ ‌Increment,‌ ‌this‌ ‌can‌ ‌be‌ ‌edited‌ ‌using‌ ‌the‌ ‌“Edit”‌ ‌Button‌ ‌as‌ ‌shown‌ ‌below‌ ‌ 
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Once‌ ‌the‌ ‌Wage‌ ‌Increment‌ ‌has‌ ‌been‌ ‌approved,‌ ‌the‌ ‌student‌ ‌can‌ ‌then‌ ‌upload‌ ‌the‌ ‌Evidence‌ ‌of‌‌ 
Receipt‌ ‌of‌ ‌Increase‌ ‌from‌ ‌the‌ ‌Students‌ ‌Page.‌ ‌Click‌ ‌here‌ ‌to‌ ‌see‌ ‌how.‌ ‌ 

Approving‌ ‌the‌ ‌Receipt‌ ‌of‌ ‌Increase‌ ‌ 

Once‌ ‌a‌ ‌student‌ ‌has‌ ‌uploaded‌ ‌the‌ ‌Receipt‌ ‌of‌ ‌Increase‌ ‌you‌ ‌can‌ ‌view‌ ‌the‌ ‌receipt‌ ‌by‌ ‌going‌ ‌to‌ ‌the‌‌ 
Wages‌ ‌Section‌ ‌as‌ ‌shown‌ ‌below‌ ‌ 

 

To‌ ‌view‌ ‌the‌ ‌Receipt‌ ‌click‌ ‌on‌ ‌the‌ ‌“View”‌ ‌button‌ ‌beside‌ ‌the‌ ‌Receipt.‌ ‌ 



‌ 
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‌ 
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To‌ ‌download‌ ‌the‌ ‌Receipt‌ ‌you‌ ‌can‌ ‌click‌ ‌on‌ ‌the‌ ‌“Download”‌ ‌button‌ ‌and‌ ‌you‌ ‌have‌ ‌the‌ ‌option‌ ‌to‌‌ 
Approve‌ ‌and‌ ‌Reject‌ ‌the‌ ‌receipt‌ ‌by‌ ‌clicking‌ ‌on‌ ‌the‌ ‌relevant‌ ‌buttons.‌ ‌ 

Once‌ ‌the‌ ‌Receipt‌ ‌is‌ ‌Approved‌ ‌it‌ ‌will‌ ‌show‌ ‌as‌ ‌Approved‌ ‌for‌ ‌the‌ ‌Admin,‌ ‌Learner‌ ‌and‌ ‌Assessor‌ ‌as‌‌ 
shown‌ ‌below.‌ ‌ 

 


