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1 User Guide for the Learner Portal

1.1 Introduction

This guide provides instructions on how to use the Learner portal of the Digital Certificates
Web software application from Certify.

It is intended for any Learner wishing to view their electronic qualifications and status
documents, and share with third parties (prospective employers, other educational
institutions etc).

Port of the.
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Welcome to EAL Certify Learner Portal

Use the Document Portal to:
Login or Register
b

email addres ]
6)

View electronic award and Order pnmed ch\Es of Share your electronic Keep your personal details
confirmation of study ranscriptsand  documents with thir dpu rties up to date by managing
eating connections. your profile. Forgot my password

(s

N\ !3.,

1.2  What is the Learner portal for Certify?

The Learner portal provides access to electronic versions of your qualification and status
documents. You can:

o View electronic versions (in PDF format) of qualification and status documents
which can be downloaded or printed a limited number of times

o Share electronic certificates with third parties by creating connections to them

o Keep personal details up to date by managing your profile.

User Guide Version 1.4 Page 5 of 43
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2.2

2.2.1

Getting started

Introduction

Getting started is very easy. It requires you to register with the Learner portal then log in.
Steps are provided below

Registering with the system

Page one — Log in details

This registration process requires an email address, password setup and name. These
are the details that are registered with your Awarding Body (learning institution).

2262

1} Login Details > 2} Personal Details 3) Confirmation

Ernail® jane.smith@oddancedleam.couk

Password® 0 sessses

Confirm password®™ | sessses

Note: some of the steps below may change depending on your Awarding Body.

Step | Action Note
1 Enter your email address This is your email address
2 Enter a password The system will prompt you if the

password fails to meet the minimum
requirements

3 Re-enter the password from step 2

4 Click the Next button Result: The system will navigate to the
Personal Details screen

Page two — Personal details

User Guide Version 1.4 Page 6 of 43
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This continues from page one.

1) Legin Details > 2) Personal Details > 3) Confirmation
First Mame*
Last Name™
Enrolment Mumber®
PREVIOUS HEXT

Step | Action Note

1 Enter your First name This field is required

2 Enter your Last name This field is required

3 Enter your Enrolment number This field is required

4 Click the Next button Result: The system will navigate to the

Confirmation screen

User Guide Version 1.4 Page 7 of 43
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2.2.3 Page three — Confirmation

This continues from page two.

Ernail:

First Narme:

LOst Name

PREVIOUS

Enrclrmsnt M

1} Login Details > 2) Personal Details

nbar:

> 3) Confirmation

Step | Action Note
1 Check to ensure that your details are
correct
2 Do you need to change anything? Result: The Previous button will return
If Yes, you to the previous screen
e Click the Previous button
e Return to the previous procedure
If No,
e Gotostep3
3 Click the Register button Result: A verification email is sent to
the email address used for registration
4 Open you email browser
5 Open the confirmation email then click | Result: This will complete the
on the link to verify the email address registration process
You will now be directed to log into the
Learner portal
User Guide Version 1.4
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2.3  Logging into the Learner portal
2.3.1 Log in to the portal
Logging into the Learner portal requires the email address and password setup in the
previous procedures.
Login or Register
emuail address <]
password ﬂ
Forgot my password
Step | Action Note
1 Enter your email address This is the email address used for
registration
You can change this from the Profile
screen, once you have logged
2 Enter your password This is the password created in the
registration procedure
You can change this from the Profile
screen, once you have logged
3 Click the Log in button Result: The system will navigate to the
Dashboard main screen
4 Did you receive an error message?
If Yes,
e See 2.3.2 Receiving an error
message
If No,
e Continue to 3 Using the
Dashboard
2.3.2 Receiving an error message
User Guide Version 1.4 Page 9 of 43
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If you enter the wrong password 5 times or an admin user locks your account, then the
following message will display:

@ Your log in detoils ara incormect

Use this procedure to unlock the account.

email address

password

Step | Action

1 Click the Forgot my password link

2 Enter your email address in the
Email field

3 Click on the Reset Password link

4 Did you receive an error message?
If Yes,

e Gotostep5
If No,
e Gotostep6

5 Return to the registration process
and repeat the steps to register
your email address

Login or Register

Forgot my password

Note

Result: This will display the Reset
Password screen

Reset Password

Reset Password

Result: The system will check to see if
there is a registered user profile
associated with that email address

If the email address is not registered with
system, then you will receive the following
message

x HO0at ROMWOL Nk COUME ROt DO ant to
Provced srmal aadrees

Repeat the procedure to register with the
Learner portal

User Guide
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Step | Action Note
Exit from this procedure

6 Enter your password The system will prompt you if the
password fails to meet the minimum
requirements

7 Re-enter the password Ensure to use the same password entered
in step 6
8 Click on the Reset Password link Result: You will now be directed to log into

the Learner portal

User Guide Version 1.4 Page 11 of 43
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3 Using the Dashboard

3.1 Introduction to the Dashboard
The Dashboard enables you to:
1.  View your electronic copies of your qualification(s) and documents
2. Manage your connections with third parties
3. Request a printed copy of your qualification(s)

4. Manage your profile.

E;u::m. O Hi Tomasz TD
ginuity Group

Dashboard Documents Store Orders Connections

Your Account

Manage your personal details,
social media and addresses

Use this procedure to select the required option.

Step | Action Note

1 Do you wish to view your Result: This will display the Documents
documents? and Badges screen
If Yes,

e Click the View button

e Go to procedure 4 Viewing
qualifications and badges

2 Do you wish to manage Result: This will display the Manage
connections to third parties? connections screen
If Yes,

e Click the Manage button

e (o to procedure 6 Managing
connections

User Guide Version 1.4 Page 12 of 43
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Step | Action Note
3 Do you wish to view your existing Result: This will display the Orders screen
orders?

Note: To order a copy of your qualification,
If Yes, see procedure 4.2 Viewing your

e  Click the Order button qualification
e Goto procedure 5 Creating
and viewing orders
4 Do you wish to view your profile? Result: This will display the Profile screen
If Yes, Note: To opt into the third party search

function, 7.2.3 Opting in with the third

e Click the Manage button party search function

(alongside Profile)

e (o to procedure 7 Using
profiles

User Guide Version 1.4 Page 13 of 43
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4 Viewing qualifications and badges

4.1  Introduction
This screen will display your qualification(s) and has two components:
1. Documents
2. Badges (if applicable).

The badge depends on your qualification, as some qualifications come with badges and
others do not.

Dashboard Documants Store Orders Connections

Documents and Badges

Documents

Dave King - AST Learner Portal Trainer - Workbook Dave King - AST Third Party Portal Trainer - Workbook Dave King - Functional Skills Qualification in English
Levell

Raferance 87365060-01-W34G Refarance AB013414-01-¥PSL
Refarence 10643835-01-3DCE

Award Date 2020-05-01 Award Date 2020-05-01
Award Date 2017-03-27

- AST Learner Portal Trainer - - AST Third Party Portal Trainar

Course Narme . Course Name -

Workbook - Workbook Functional Skills Qualification

Course Nome h
inEnglish Lavel 1

Badges
advanced PN advanced PN
AWARDING g AWARDING g
Associateship in British Sign Language (BSL) European Computer Driving License
Issued to; Dave King Issued to; Dave King
On: Oclober 2021 On: July 2021

o) @)

Digital Badge Digital Badge

Referance 89792715-01-2T08 Referance 37228349-01-PDS5

[ Add to Linkedin [ Add to Linkedin

Use this procedure to select the required option.

User Guide Version 1.4 Page 14 of 43
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Step | Action Note

1 Do you wish to view your This includes instructions on how to order
qualification? a printed copy
If Yes,

e Goto procedure 4.2 Viewing
your qualification

2 Do you wish to view your badge?
If Yes,

e (o to procedure 4.3 Viewing
badges

4.2  Viewing your qualification
Once you are certified, you can view and download a digital PDF copy of your
qualification. There is a set limit to the number of times you can download your PDFs,
which is determined by your Awarding Body.
You can also order a printed copy of your qualification which has an associated cost.
4.2.1 Cards

Qualifications are displayed within cards and each card has three buttons:

1. View This button enables you to view the electronic qualification and all
associated documents (certificates and letters)

2. Report This button enables you to report a concern regarding the
gualification
3. Order This button enables you to order additional printed copies of your

gualification, at cost.

Use this procedure to select the required option.

Step | Action Note

1 Do you wish to view the Result: This will display your qualification
qualification? and associated documents
If Yes,

. Click the View button

e (o to procedure 4.2.2 Viewing
the electronic copy of your

gualification
2 Do you wish to report concerns Result: This will open a form to report
about the qualification? concerns about the qualification to the
If Yes Awarding Body

User Guide Version 1.4 Page 15 of 43



Part of the
Enginuity Group

Step | Action Note
e Click the Report button

e Goto procedure 4.2.3
Reporting issues with a

qualification
3 Do you wish to order a printed copy = Result: This will enable you to request a
of the qualification? printed copy of your qualification
If Yes,

e  Click the Order button
e Goto procedure 5.2 Ordering

a printed copy
4.2.2 Viewing the electronic copy of your qualification

When you view an electronic version of your qualification, the system generates the PDF
image, so it may take a few minutes to display.

Only valid when viewed on qualcert.co.uk

<

Advanced Awarding
This certificate confirms that

Dave King

has completed

Functional Skills Qualification n English L2/l .
at
B.1inceeC. nége
o~ he
~1 March 201,

(A S,
b e =
Gi: s Phillps
Head v Learning

Lesmer No: 17323301 | Document Ref: 01174582-01-5FZF

The top menu bar (shown just above the qualification/document image) provides several
different options. Starting from the left:

User Guide Version 1.4 Page 16 of 43
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Icon Description

feenficata (1728a ~ | ThiS drop-down displays a list of document types to view, which
include:

e Certificate (default view)

e  Unit certificate

o Letter.

This icon enables you to turn the side panel on or off

If the current document (in view) has multiple pages, they will
display in the panel, enabling you to select the next page

This icon enables you to view various page options:

e Page Transition Details whether each page of a
multipage should be separated or
treated as one document

e Page Orientation Rotates the page clockwise or
counter-clockwise by 90 degrees

e Page Layout Dictates if a multi-document is
displayed one page at a time, a
double page or have the page shown
by the cover page (in a book format)

136 % This icon enables you to zoom in and out, to the percentage
required

D & These two icons zoom in and out

This icon enables you to pan around the image

This icon displays the settings. Available options include:

- Display Full Screen; this shows the
document in full-screen mode. Press
the escape (Esc) key to exit

& Download the document to a local
folder

Print the document

Use the procedure below to view a qualification and documents.

User Guide Version 1.4 Page 17 of 43
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Step Action Note
1 Do you want to change the current
document in view?
If Yes,
e Gotostep?2
If No,
e Gotostep3
2 Select the document type from the Result: this will change the current view
drop-down list at the top of the screen | to that selected
As the view is generated, it may take a
few minutes to load
3 Do you want to download the current There is a limit to the number of times
document in view? you can download the certificate which
If Yes, is controlled by your Awarding Body
e Gotostep4
If No,
e Gotostep?7
4 Select the Settings icon This is located on the top far-right side
on the menu bar
Result: This will display the Settings
menu
5 Select the Download option This is shown below
Diownload
Result: This will download the document
into your Downloads folder and display
the downloads window
6 Click back into the document view to
close the download window
7 Do you want to print the current
document in view?
If Yes,
e Gotostep8
If No,
e Gotostep12
8 Select the Settings icon This is located on the top far-right side
on the menu bar
User Guide Version 1.4 Page 18 of 43
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Step Action Note
Result: This will display the Settings
menu

9 Select the Print option This is shown below

—~l Print

Result: This will display the Print option

10 Select the number of pages to print

11 Click the Print button Result: The certificate / document will
print to the selected printer

12 Click the close button to close the This is the close icon as shown below
current document view H

4.2.3 Reporting issues with a qualification

Use the procedure below to report issues regarding a certificate or document.

User Guide Version 1.4 Page 19 of 43
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Report Document Issue - Using the below message box you can report the issue you
are having with the electronic document. This would send an email to the Team at
Advanced Awarding

S5Ue reason W

The following details will also included on the email.
Reporter's Name: Dave King
Reporter's Email: daveking@qualcert.co.uk

Student’s Enrolment Number:

Qualification Title:

Action Note
Select the Issue reason from the drop- | Values include:
down list

e Report
Enter a detailed reason for your
guestion or concern
Check the details in the form below This will show:

e  Your name and email address
. Learner enrolment number
e  Qualification title

Click the Send button Result: This will send the form as an
email to the register’'s mailbox for the
issue to be investigated

4.3  Viewing badges

Some qualifications come with a badge, which is an icon to represent your qualification in
a particular area of expertise. These badges can be shared on LinkedIn or with third

parties.

The image below shows an example of a badge which displays on the Documents

window.

User Guide
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advanced
AWARDING %"

Associateship in British Sign Language (BSL)
Issued to: Dave King
On: October 2021

@ Add to Linkedin

Note: Currently, the Download option is not available.

4.3.1 Adding the badge to your LinkedIn
The badge can be added to your LinkedIn profile, assuming your LinkedIn profile exists.

The image below shows an example of the LinkedIn window where the qualification
metadata is automatically pulled through from the Learner portal.

User Guide Version 1.4 Page 21 of 43
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Add license or certification X

| https://verifyuat.qualcertco.uk/Traference=01912822-01-7182 |
Skills

Associate at least 1 =kill to this icense or certification. It1 also appear in your Skills section.

( + Add skill )

Use the procedure below to add your badge to your LinkedIn profile. Note: you must have
a LinkedIn profile to use this procedure.

Step Action Note

1 Click the Add to LinkedIn button This is shown on the Documents
window

2 Are you logged into LinkedIn? If you are already logged into LinkedIn

If Yes then the LinkedIn Add certificate
' window will display, as shown above
* Gotostep4 Otherwise you will be required to login

If No, to LinkedIn
e Gotostep3

User Guide Version 1.4 Page 22 of 43
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Step Action Note

3 Enter your Linkec_lln email_and Linked
password then click the Sign In button

Welcome to your
professional community

‘ Email or phone number ‘

‘ Password Show

Forget password?
4 Check the details in the Linkedin Add | The credentials of the qualification and
qualification window badge will populate automatically,

along with the URL of the badge

It's important not to amend these
details

5 Click the Save button Result: The badge from your
gualification will be linked to your
LinkedIn profile

User Guide Version 1.4 Page 23 of 43
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5  Creating and viewing orders

5.1 Introduction

This section explains how to request a printed copy of your certificate, or view your
existing orders. It is split into two sections:

1. Creating a new order; see 5.2 Ordering a printed copy

2. Viewing existing orders; see 5.3 Viewing orders.
5.2  Ordering a printed copy

5.2.1 Selecting the qualification

Printed copies of your certificate can be ordered on-line, however there is a charge which
is determined by your Awarding Body.

Use this procedure to select a qualification from your Documents screen.

Step Action Note
1 Select the Order button on the card of | This is located on the Documents
the qualification you wish to order screen, as shown by the image below

Dave King - Functional Skills Qualification in English
Level 1

Refarence 10643835-01-30CE
Award Date 2007-03-27
B Functional Skills Qualification
Coursa Namea -

n Englizh Level |

Result: This will place the certificate
into the Store menu

Note the amount charged will depend
on your Awarding body

5.2.2 Adding items to your basket

User Guide Version 1.4 Page 24 of 43
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Once you select a qualification, the item(s) are placed in the Store as shown by the image
below.

Dashboard Documents Store Orders Connections

Replacement Certificate

You have no records of this type

Replacement Certificate

Price £30.00
Quantity 0
Total

Use this procedure to add items to your basket.

Step Action Note
1 Click the Add to Basket button of See image below

the item you wish to order

Result: This will place your item(s) in the
basket as shown below

vol—i. Dave n

-

2 Do you wish to add another item to
your basket?

If Yes

e Click the Add to Basket button
of the second item

3 Do you wish to checkout now?
If Yes,

e  Continue with procedure 5.2.3
Viewing the basket

User Guide Version 1.4 Page 25 of 43
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Step Action Note
If No,

e  The items will remain in the
Store until you are ready to
complete the order

e  Exit from this procedure

5.2.3 Viewing the basket

Once you have added items to your basket they will appear here, as the image below
shows.

Unit Certificate

Dave King - Functional Skills .
Qualification in English Level 1 -

£10 for 1
Sub Total £10.00
VAT £2.00

Total

Use this procedure to view your basket.

Step Action Note
1 Click the Basket item See image below

o Hi Dave M5 *

L

Result: This displays your basket; see
image previously.

User Guide Version 1.4 Page 26 of 43
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Step Action

2

Do you want to view your basket or
make any changes to it?

If Yes,

e Gotostep3

If No,

e Click the Checkout button

e (o to procedure 5.2.4 Completing
the purchase

Click the Edit Basket button

Do you want to change the quantity of
items you require?

If Yes,

e  Click the up or down arrow in the
Quantity box

Do you want to remove the items from
the basket?

If Yes,
e Click Remove link
e  Click the Shop button

e Return to the procedure to select
the qualification to order

5.2.4 Completing the purchase

Note

Result: The screen will navigate to the
Checkout window

Result: This will display the contents of
your basket

See image below

Quantity

L1

Result: The quantity will change

Result: The item will be removed from
the basket

There are no items in your basket

When you select the Checkout, the following screen will appear.

User Guide
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)
T

(O 2ndclass

M Eilling Address- 40 Mekrose Averus
h Delivery Address- 40 Melrose Avenue

Delivery

£3.99 (O 1stclass

£9.99

Use this procedure to complete the purchase.

Step Action
1 Click the Billing address link

2 Do you need to add your billing
address?

If Yes,
e Gotostep3
If No,

e  Select your billing address from
the card

e Gotostepb6
3 Click the + link

4 Enter your billing address details

Summary

~ Details Quantity Total

Unit 1 £1200
Certificate
Document:

£5.99

1y be dus ups Dave King

MName:
Dave King

Sub Total £10.00

VAT £200

Total £12.00

Note
See image below

11} Billing Address

Result: This will list all addresses
loaded in the system

See image below (select current
address)

(s) DaveKing ]

Dave King

Result: This will open the Address
details window

This includes:

e First and Last name

e Address

e City

User Guide
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Step Action

10

11

12

Click the Add button

Click the Delivery address link

Do you need to add your Delivery
address?

If Yes,
e Gotostep8
If No,

e  Select your Delivery address from
the card

e Gotostep9
Repeat steps 3to 5

Click the Delivery link
Select the preferred delivery method
Check that the summary details are

correct

Select the Pay button

5.3  Viewing orders

Note
e Postcode
e Country

Result: This will add your address to a
card

Result: This will list all addresses
loaded in the system

Result: This will list all delivery
methods available

Result: The cost will be added to the
total

Result: The screen will navigate to the
payment window where you enter your
card details.

Once the payment goes through the
system will place your request in the
Orders menu and the screen will return
to the Dashboard.

The Orders window shows all items that are on order, as the image below shows.
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Orders
Q search for any term
Full name Status Delivery Type Total Created by Creation time: Actions
Dave King rocessing Collection £20.00 admin2 admin2 18/1f2022
Dave King rocessing 2nd Class £33.99 admin2 admin2 8/1/2022
Dave King Pending Courier (UK) £40.00 admin admir 12/01/2023
Dave King Pending Collectior £30.00 admin admin2 12/01/2023

Dave King Pending Collectior £30.00 admin admin2 12/01f2023

This screen shows:

o Status of the order, whether its pending, processing, or complete
o Delivery type, how the order will be delivered

o Total amount of the order

o Created by and time

o Actions menu to view the order detail

o Search option.

5.3.1 Viewing the order

The order details window provides the detail of your order, as the image below shows.
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Orders Details € Back
Details Billing Delivery
Payment: Narme: vin Bassell Narme:
iver didres ddr
atus:
Details Quantity Price Total
£30.00 £30.00 Summary
Sub Total £30.00
Shipping

Total

Logs

Status Creation time Actions

Use this procedure to view the details of an order.

Step Action Note

1 Click the Actions button on the This is located under the Actions heading
item you wish to view

Result: This will open the Order details

window

2 View the details of the order

3 Click the Back button Result: The screen will return to the Orders
window

5.3.2 Searching for an order

The Filter option enables you to search for particulars of an order, as the image below
shows.
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Orders

First Narme

Q Use the fields below

Last Nams

Dalivary Typa

Created By

Dote fram Duate to Parant arganisation

Use this procedure to search for an order.

Step Action

1 Click the Settings button next to
Filter

2 Enter details into the field you wish
to filter:

First or last name of the
Learner

Product code

Delivery type

Status

Order min and max values

Order from and to date

3 Continue with the previous
procedure

Note

This is located next to Filter

Result: This will display the Advanced
Search screen

Result: The results will display in the panel
below
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6 Managing connections

6.1 What are connections?

Connections enable you to share your certificates and badges with prospective employers
or other educational bodies (aka third party). All connections are managed via the
Connections window.

This Active tab screen lists all active and pending connection requests. From this screen,
you can view the status of connections, manage connections, as well as create new
connections.

The image below shows a request sent to a third party in a status of pending, that is, they
have yet to accept the connection request. Once they accept the request, the status will
show as Active (in green).

Connections Add Connection

Q Search for any term

The connection status line shows:

o Third party name

o Third party email address

o Status of the connection

o Who initiated the connection

o Number of documents shared by you
o When the connection expires

. Available actions.

6.2 Creating new connections
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6.2.1 Creating a new connection

Use the procedure below to create a hew connection to a third party.

Add Connection

Recipient Ermmanuel Lurnor

Recipiant Emmanusellumon@advancedsecura.couk

Step | Action Note
1 Click the Add Connection button This button is located at the top of the
window

Result: This will open the Add connection
window, as shown above

2 Enter the Recipient name This is the third party to whom you wish to
share your qualification with

3 Enter the Recipient email address

4 Click the Send button Result: A request is sent to the third party
This request will then have a status of
‘Pending’ until they accept the connection
request

5 Continue with the next procedure

6.2.2 Sharing documents

The Share documents window will list:
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. Certificate, letter, and workbook

o Plus any badges that you may have.

Share Documents  Connections Share Documents

Records

Dave King - AST Learner Portal Trainer - Workbook - 87365060-01-W34G

workbook - 17888901 - AST Learner Portal Trainer - Workbook - 60607819-01-PWQI

Dave King - AST Third Party Portal Trainer - Workbook - 46013414-01-YP3L

workbook - 17889901 - AST Traning Portal Trainer - Workbook - 83934282-01-F6QA
Dave King - Functional Skills Qualification in English Level 1 - 10643835-01-3DCE

Certificate - Certificate - FSQE - 01174582-01-5PZF

| ndividual Letter - Letter - FSQE - B0620088-01-N7C8

| Unit Certificate - Unit Certificate - FSQE - 31888426-01-FDBQ
[connaction decuments nat availabla]
Digital Badge - 99792715-01-2109
[connection documents nat availabla]

Digital Badge - 37229949-01-PDS5

Badges
| accreditation - Digital Badge - 99792715-01-21709
| Accreditation 2 - Digital Badge - 37229949-01-PDS5

Use the procedure below to share a qualification or badge with a new connection.

Step | Action Note
1 Click the grey checkbox to the left | See image below
of the item you wish to share

Accreditation - Dave King - Student Amdassador - 45686135-01-FOIC

Result: This will open the Add connection
window, as shown above

2 Click the Share documents button | See image below

Share Documeants

Result: This will display a successful
confirmation message and return you to
the connections window
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6.3  Managing connections

Once the third party accepts the connection request, the status will change from pending
to active, as the image below shows.

Connections

Add Connection
Q Search for any term... m

Third party name Third party email Status Initioted By Documents Shared Expires Actions

Justin Clarke JustinClarke@odvancedssci.. Pending

=

Once a connection is established you can:

o Change what documents are shared with a third party
o Change the expiry period of a connection

o Delete the connection

See the procedures below.

6.3.1 Changing shared documents

Use the procedure below to change the shared documents with a connection. Note, you
can only do this once the third party has accepted the request.

Step Action Note
1 Click Edit button This is located under the Actions heading

Result: This will display the Share
Documents window

2 Click the grey checkbox to the left
of the item you wish to share or un-
share
3 Click the Share documents button | Result: This will change what the third-

party can view via the connection

The screen will return to the Active screen
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6.3.2 Extending the connection

All connection requests are created with a set expiry date. Use this procedure to extend

this period.

Student nome Student ernall Stotus

hstaga co Active

Step Action
1 Click the Clock icon

2 Select the extension date

3 Click the Save button

4 Click the OK button

6.3.3 Cancelling the connection

initiated By Documents Shared Expires Actions

L]

Note

This is located under the Actions
heading

Actions

0

Result: This will display the Request
Connection Extension

Request Connection Extension

April 2022
Su Mo Tu We Th Fr Sa

3 A 1 2
5 6 7 8 9
2 3 14 15 16
1920 2 2 2
6 27 28 20 30
2 3 4 5 6 7

Clear

Result: This will display the
confirmation window

Result: This will send an extension
request to the Learner

After the Learner approves the new
date, it become the new extension
date going forward
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You can cancel a connection by following the procedure below.

Student name Student ermall Stotus nitiated By Documents Shared Explres Actions

Step Action Note
1 Click the Bin icon This is located under the Actions
heading

Result: This will display the
Confirmation screen

Are you sure?

re you want to delete this record?

piehice n

2 Click the Yes button Result: To confirm the termination

Connection has been deleted

3 Click the OK Button Result: The connection is terminated

6.3.4 Viewing inactive connections

This tab displays any connection which is expired, rejected, or cancelled. If a connection
has been cancelled, then you will need to initiate the connection from the start. Otherwise
if the connection has expired, use this procedure to extend the connection
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Step Action Note
1 Click the Inactive tab This is displayed alongside the Active
tab

Result: This will display a list (if
applicable) of any inactive connection

2 Click the Clock icon alongside the
connection you wish to extend

3 Continue with procedure 6.3.2
Extending the connection
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7 Using Profiles

7.1 What is a Profile?

All users registered on the Learner portal have a profile, which provides information about
you. The Profile screen enables you to view, add or change:

Photo (where supplied)

. Enrolment number

. Personal details, dob, phone number etc
o Additional Contact information

o Change password (your profile only)

o Opt into the Third-party search.

See image below

Profile

Personal Details

I
3 First Narme* Dove

e F
. Middle narme
Dave King
Last Narms* King
Enrolment Numbars
Date Of Birth* 19/05/1999
Personal Details
User narme* daveking
Additional Contact Information
Phone nurmber
Addresses
Change Password Ermail nddress* daveking@gqualeert.co.uk

Opt in for third-party search
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7.2  Where can | find my Profile?
7.2.1 View or edit your profile
Use this procedure to view or edit your profile.

Step Action Note

1 Select your name This is located at the top right-hand
corner of the screen

Hi, Dava !' !

S

Result: This will open your profile and
logout option page

2 Click on View and edit my profile link Result: This will open your profile
screen
3 Select the option to view or edit: See 7.2.4 Opting in with the third party

. search function
e  Your personal details

e Additional Contact information
e Addresses

e Change your password

e  Optin to third-party search

7.2.2 Change your password

Use this procedure to change your password.

Profile

Password

Dave King

Enrolmant Numbers

Personal Details ' Save

Additional Contact Information

Addresses

Change Password
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Step Action
1 Click the Change Password link from
your profile screen
2 Enter your current password
3 Enter your new password
4 Re-enter the new password
5 Click the Save button

Note
Result: This will display the Change
Password screen

This is a required field

The system will prompt you if the
password fails to meet the minimum
requirements

Ensure to use the same password
entered in step 3

Result: This will save your new
password

7.2.3 Opting in with the third party search function

The third party search function enables third parties (prospective employers, other
universities etc) who have registered with, and using the Third-party portal, to undertake a
quick search of any Learner who matches a set criterion. Only those Learners who have
opted in, will have their details visible.
The third party search (in the Third Party portal) shows:
o Full name of the Learner
o Reference number of the qualification or document
o Title of the qualification
o Award date
Use this procedure to opt-in for the third party search.

Step Action Note

1 Click the Personal Details from your Result: This will display the Personal

profile screen Details screen
2 Select the Opt in check box This is off by default
Cpt in lor third-party searck
Result: your details will be available in
the search results
3 Click the Save button Result: This will save your changes
7.2.4 Logging out of the system
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Use this procedure to log out of the system.

Step Action Note

1 Click the Logout button Result: This is located at the bottom of
the Profile screen

, Dave ﬁ

-l

You will be logged out of the system
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