S APTEM

Getting the most from Aptem

A guide for administrators

[Apprenticeship and Training Providers]

© MWS Technology Ltd v4.18 www.mwstechnology.com



PAY o1 =T o TN 4o T [T 4T o 1

AN OVErVIEW Of APtEM .. ciiuuiiiiiiiiiiiiiiiiiiiieiieniietieansisttesssiettenssistssssssstesnsssssssssssssssnsssssenssssssanssss 2
The AdMINIStrator POrtal............eueueueieiiiiii s 3
Administrator NAVIGAtiON TIlES .......cocuiiii i e e e e et ae e e e naaeeean 5
Aptem USEr NAVIZATION TS ..oiiiiiee e e e e et e e e e ara e e e e ataeeeeeanraeeean 9
Frequently asked qUESTIONS.........ccciiiiiieiiiiiiiiiiiieiiiiieieiieseiesiesssissiensssssiessssssiesssssssenssssssenssss 12
Managing Users Within your aCCoUNt........cciiveiiiiiiiiiiiiieiiiiieiiiieeinrresesssressssssiesesssssssssssssennses 14
8T o € o 0] o I o o {1 L= PSP 14
8L =T S 20=Y o o o A PPPPRPPPPRE 17
Enrolling an individual 0Nt0 @ Programme .........c.ceeiieiiiieiiiiee e e bae e e e 20
o] T Y= Iy =T o T g T oo 10| <SSR 21
USEr Profile REPOIT ....ceuieeiiieiiiiieiereeetenetteereasetennerensereasessnsesensserensssensessnssssnssssnssesassssensesensasenn 23
Using the Aptem Collaboration CENtre .......cccccceeeieeiireeiereeriitenerteeiereneerenerenseereseernssesessssensessnsesens 27
ChecKing fOr MESSAZES.....uvii ettt e e e et e e e e ata e e e e eabe e e e e abaeeeeenbaeeeennrenas 27
Using the Learning Plan to track blended learning.........cce.correeeciiieeiiiiiecccrreecccrrecece e eenenes 29
Learning plans and apprenticeships / qualifications ..........ccccveeeiieeiii e 29
Users provide evidence for their [earning plan ........occvee i 30

F YT T o)V T oY==\ Vi o [T ol PR URP 31
Monitoring user progress 0N [€arNiNg Plans......cc.uviiieiie e 33
The Learning Plans FEPOI ... ..uii i ciieeeeciiee ettt e ettt e e et e e e et e e e e eatee e e e ataeeeesasaeeesasseeeesssaseesansreeeaan 33

A USEr’'s [€arning Plan OVEIVIEW ......ccuuiiiiiiiie ettt e et e e e ette e e e e bt e e e e ebteeeeebeaeaeeanes 34
Adding personalised learning components for an individual USer .........cccccoeeeecieiecciee e, 35
Monitoring an individual’s progress on a Programme ..........cccceeiiieeeiiiiieneiiiienesinnenesssrenssssssenenes 37
IMIONITOriNG COUISE PrOBIESS. cuuuiiuusireessrenssrensrrasssrssssresssrsssssrssserssssrssssressssssssssssssrsssssssssssnssssnssssas 38
The COUrSE Progress REPOIt....cciccuiiiiieiiiieeeiitie e eititee e et ee s settee e e ssataeeeseataeeeesasaeeessssaeeesnssseaesansseeenan 38
Managing courses and assessing employability UNits ...........ccceuiiiiieiiiiiiiciiicrcrerec e 39
Reviewing and approving USEr @SSIZNMENTS........uueiiiiiiiiiiiiieeeee e e eeccirrree e e e e s eesereereeeeessessnnreeneeeseeeenas 39
Moderated aSSIZNMENTS .......uuiiiieee e e e e e e e e e e e st e e e e e e e eesnnraeeeeaeeesesnnreenneans 41

Unit sign-off documents and Course REPOIES........cciivuiieiiiiiieicciiee et e 42
Viewing completed course reports for an individual USer..........cccueveviiieiiiicieee e 43
Employer/Organisation Management SYStEM........ccceveererrrrrrrrrrrsssrssssssssssssssssssssssssssssssssssssssssnses 44
Creating and Editing an Organisation RECOId.........ccuuiiiiiiii i 45
PaXe o [T T3 Y oW ol == o1 KY- | A o] o [FU SRR 45
Editing @n OrganiSAtioN ......cccciiiiiiiiiiec et e e e s e e e et e e e e st e e e e e abae e e eareeas 47

© MWS Technology Ltd www.mwstechnology.com



The Organisation/EMPIOYEr PrOfilE ......c.eeooveiieieeeee ettt et et eeanes 48

Recording activity with a contact at the organisation/employer ........ccccovevieeiieviesieesiesie e, 49
Creating and deleting Aptem logins for employer contacts........ccocoeeevicieieecciee e, 50
Creating and reviewing EMPIOYEI USEIS ......ccccuiiiiiiiieecccieee ettt eete e e etee e e vre e e e ebae e e e enaeeas 51
Custom organisation reports and data EXPOrt........ccueiieiiiieeiiiieie e e e e e srre e e e saaeeeeas 52
Managing Placements and WOrkShops ........cccceiiiiimeiiiiiiiiiiiiinniiiiieiieiesiesesessns 53
Creating and Editing Placements or WOrkShOps.........ccouciiiiiiiiiiiiiiiieec e eseaee e 53
Creating a new work placement / WOrkShOop.......ocveviiiiiiiiie et 53

The Placement / Workshop profile rePOrt.........ecceeieciiecieecee ettt et e e 55
Editing an existing placement / WOrkShOp.......ccuieiiiiiiiiicie et 56
Enrolling an individual onto a placement/ WOrkShop..........cocvieeiieeciiiecie e 58
Enrolling a group onto a placement / WOrKShOpP .......oooviiiiieiiienie ettt 60
Work Experience Timecard funCtionality........ccueeieciiiiiiciiie e 62
Monitoring workshops and training PlacemMENtS..........eeeieeiiiiicciiee e e 63
Finding users who have not completed a placement.........cccuveiiiiie e 63
Checking unverified time on a placement / WOrkShop .......ccueeecuiieeiiieeiiii e 64
Viewing a list of users allocated to a placement / WOrkShop .......c.ccovecveeveeneeiieeiiecceesee e 65
Editing the current placement/ wWorkshop for @ USEr.........ccceecveeiiieiieeniccic e 66
Work Placement Wizard..........cceuiiiiiiiiiiiiiiiiiiiiiiiiieiiieieieieieieieieieieieieeeeeeeeeeeereeeesssssssssene 67
The user journey using the Work Placement Wizard .........c.cccooeieiiieiiee e 68
The user completes remaining work placement wizard StEPS .......eeeeevieeeeiiieeeecieee e 71

The user records their time on the PlacemMeNnt .........cccuviiieciiii e 74
ONbOoArding WizZard........cciieeeiiiiiieiiiiiieieiiireieeiieneeeitsnesssttsnssestesnssessesnsssssesnsssssesnssssssnnssssssnnsnssns 75
The user journey using the Onboarding Wizard..........ccceeveiii et 76
APLEM SKillsS RAAr ..ccuciieeiiiiiirieiireeiiiterertenertenerresterenserensersassernsesensseressssensessnssssnssssnssesnsssssnsessnsans 78
Creating @ SKills RAOAr........ccci ittt e e et e e e e ta e e e eeabe e e e eeabeeeeeeabeeeeennrenas 78
Completing a SKills RAar - USEI ......uuii ittt e et vee e et e e e e bee e e e eabae e s enreeas 78
Assessing and viewing a Skills Radar - Administrator.........cccevveei i, 80
Managing e-signatures and compliance documents ..........ccoveeeiiiiieiiiiieeniiiieenieerenee s reneeeeeenenes 81
Creating or amending your electronic SIgNAtUIE .........ccccuiieiiiiiie e e saee e 81
User, learner and emMployer SISNAtUIES ......ccccuveiieiiiiee e eciee e e esvee e e sree e e e sbae e e esabaeesenareeas 82
Validating e-signatures with signature mandates ..........cccevei i 82
Creating a compliance document for @ USErt0 SIZN ......ccueiieeciiiiieciiee et 85
Notifying employers and users to sign @ dOCUMENT ........oviiiiiiiiiiiiiiiee e e e 87

© MWS Technology Ltd www.mwstechnology.com



Monitoring signatures for Administrators and EMpPIOYErs ........ccoooeecciiiieieeeecccciieeeee e, 88

Monitoring signatures for USers and I@ArNErS ......cc.ueviiiiiiieiciee e e 89
Individual Learner Records (ILR) ....ce..iiieeeuiiiieieiiireeeesireneeesrenenessrenesssrenssssrensssssrensssssensssssnennnes 90
Reviewing and editing ILR r€COIAS .......uuiii it e e e e e e ree e e e eabae e e e nraeas 90
EXPOrting ILR reCords tO XIML.......uuiiiiiiiee e ceiiee ettt ettt e et e e eeatae e e e etae e e e eabaee e esabaee s ennbaeeeeenrenas 92
ILR WOrk fIOW Within APLEMi...cc i sbee e s e sre e e s s sbee e e e sareeas 93
Appendix A: Setting up an account for @ USer........cciiuuiiiiiiniiiiiinicniiie s sesasssssenes 95
MEthOd 1: ACCESS COUES: ....eiiiiiiiiieeiie ettt ettt ettt et e st e e st e s be e e sabeesbeeesabeesabeesneeesareeenanes 95
Method 2: Create an account for an individual USer..........coccovveeiieiieiineneeeeeeeeee 98
Method 3: Create accounts for a batch of USers ........ccccooviiiiiiiiniininee e 100
Issues With aCCOUNT SUDSCIIPTIONS ..occ.viiieiciiiec et e et e et e e e e ebee e e e ebaeeeeeanes 102

© MWS Technology Ltd www.mwstechnology.com



Aptem introduction

We originally developed Aptem™ because we recognised that most people would benefit from job-
search assistance, especially in tough economic times when there is considerable competition for
vacancies. When advisors deliver assistance there is a salary underpinning every hour of delivery
and this means that it is expensive help to offer and is often rationed. We recognised that a
technology platform could be made available at far lower cost and would have the benefits of being
accessible 24/7 and from any location with an Internet connected computer. That was in 2009 and
since then Aptem has been continuously developed and improved to deliver online courses, manage
contacts with employers and placements, ePorfolios and manage apprenticeships.

We offer Aptem to several different sectors and there are a number of features that have been
added due to sector specific needs. For example, training providers that want content and
ePortfolio for funded employability qualifications or those working with the unemployed who need
Universal Jobmatch integration.

Please note. According to the sector, those being assisted may be referred to as jobseekers,
learners, customers, clients, residents, students or apprentices. For simplicity, in this manual we

mainly use the term ‘user’.

This manual describes the various features and how to use them. If anything is unclear, please do
call the Aptem support line on 020 7870 1000.
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An Overview of Aptem

Aptem is a flexible technology platform which offers a range of features used by organisations to
manage apprenticeships, employability study programmes, job search assistance and outplacement.
We offer Aptem to several different sectors and the features enabled in your administrator account
will reflect the needs and service delivery model of your organisation.

As an administrator you will be able to monitor the Aptem activity and progress of the users (e.g.
learners, students, apprentices, job seekers) assigned to you within your organisation’s Aptem
account.

Typically users are enrolled on a ‘programme’ which reflects their needs and requirements. For each
programme only the Aptem tools and features that are relevant will be enabled for users and
administrators. An account can contain more than one programme to reflect the needs of differing
groups.

The guide explains the main features used by administrators who are directly supporting users in
reaching their training and employment goals. Aptem accounts and programmes may contain the
following features:

e Automated wizards for the collection of user’s data for the purpose of funding, ILR or
programme assignment

e Delivery of online courses through Aptem

e Aptem Collaboration Centre™ for messaging and notifications of user activity

e Learning plans for the delivery and monitoring of blended learning

e Employer and Organisation contact management

e Work placement management and application system

e Job search tools and job application tracking

e Tracking of milestones and outcomes, for example for training, job search or funding.

There is a supplemental guide detailing additional administrator features which are used to tailor
Aptem to meet your organisation’s needs. These are available by contacting the Aptem support
team on 020 7870 1000.
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The Administrator Portal

When you log into your Administrator account you will see a navigation panel containing ‘tiles’ near
the top of screen. The current status of key tasks and functions are displayed in the tiles. Thereis a
tile for each function within the system. Each tile can be clicked upon to access the relevant function
or report details.

“ APTEM Click on a tile to access that feature Help John Administrator v
0:37

Powered by Aptem /

/ B How to use Active Tiles

My calendar time
Agenda
Done To do Avg activities done
0o/ 0 0
— VA
Click here to view all tiles available to your account Watch a video about using Active Tiles

By default only the first line of tiles is displayed. Clicking on the --- expand icon will display all
available tiles and thus functions enabled in your account. The number of tiles displayed will depend
on which features you have access to.

' APTE M Help John Administrator v
‘ 0:37 /,
Powered by Aptem [\
Click here to sign out or to
My calendar change your password
QOverdue Avg activities done
0 0
Administrators Access codes
4! :
- Courses Competencies
Milestones Placements
At risk
2
Jobs Aims
. -
0 Click on an individual tile to
Clicking her.e.W|II allow tiles cite momitor access that feature.
to be repositioned
Shortlisted
19
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The position of the tiles is fixed, each tile will always be presented in the same position within the
navigation panel. Thus the same six tiles will always be displayed in the top row.

There is an option to alter the position of the tiles, for example, if you wish to display particular tiles
in the top row for quick access without needing to expand the whole navigation panel.

1. Click on the ‘cog’ icon to activate edit mode. The ‘cog’ will change to a green tick.

Users time

Avg time spent

00:18
Access codes

2. With the green tick visible, drag tiles to their new position. We recommend moving the tiles you
find most useful to the top row. Note that the shading of each tile depends on which column it

is placed in the navigation panel.

Drag tiles to the desired
position.

Click on the green tick to exit edit mode.

3. Once the tiles have been placed in the desired position click on the green tick to exit edit mode.
The gear icon should be visible. The tiles will be displayed in their new positions each time you

use your account, unless you decide to amend their positions.

Advice Users overview
X ESF-SFA
Enrolled 2
Found work Administrators
overview

Last 30 days

0
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Administrator navigation tiles

This section provides an explanation of each tile (in alphabetical order) within an administrator’s
navigation panel. The background shading of a tile depends on which column it is located in your
navigation panel as well as the theme applied to your account. The position of individual tiles can be
changed — see previous page. Remember, not all of the following tiles may be visible in your account
it will depend on which features have been enabled.

Tile Name Purpose

Access codes Displays a list of access codes and if enabled the option
to create more. See section Managing access codes

Activations Activations Displays a report showing how many accounts have
been activated. See section Monitoring usage of
Last 30 days Aptem by users
17
Administrators Displays the administrators profile page for all
overview administrators in your account. See section

Administrator Group Profile

Administrators Displays the administrators’ activity and usage report.
usage See section Administrator Usage Report

Advice Allows access to the advice centre.

Aims Create and edit aims that are linked to ILRs. See

Aims
section Adding and editing qualification Aims

Application steps | Allows the editing of the application process for a work
placement. See section Creating a default application

process
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Candidates Candidates Displays a list of candidates who have applied to
placements. See section How to review and respond
Shortlisted to work placement applications
17
Collaboration Collaboration Send messages to Aptem users and receive
centre centre notifications of evidence submissions. See section
New messages Using the Aptem Collaboration Centre
0
Course Course View coursework that are awaiting assessment or
assessment assessment completed assessments (e.g. for moderation). See
OQutstanding section Reviewing and approving user assignments
1

Course reports

Completed

4

Course reports

View course reports for each user showing submitted
evidence and their progress against course criteria.
See section Unit sign-off documents and Course

Reports

Courses

Displays a list of the courses in your account. Also, if
enabled, provides access to the course builder for
creating new courses and learning materials. See
section Managing courses and assessing employability
units

Directory

Directory

Displays a searchable directory of recruitment
agencies, local employers and newspapers.

Found work

Last 30 days

0

Found work

Displays report of those users who have notified that
they have found work. See section Monitoring usage
of Aptem by users

Groups

Groups

If enabled allows editing of the group structure within
the account. Managing groups within your account

ILR

ILR

Review, amend and verify Individualised Learner
Records (ILRs) for users. See section Individual Learner

Records (ILR)

© MWS Technology Ltd
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Job finder Job finder Displays the vacancy research tool. See section
Researching job vacancies
Jobs Jobs Manage jobs, apprenticeships and opportunities from
partners and prospects. Users in your account can
Opportunities search for these jobs within Job Finder. See section

0

Managed Jobs System

Jobs generic
report

Jobs generic
report

Access a wizard to create custom reports on managed
jobs’ details and status. These reports can be saved as
templates. See section Custom job reports and data

export

Learning plans

Learning plans

Review progress against learning plans and view
detailed progress reports. See section Monitoring user
progress on learning plans

Milestones Milestones Displays a report of Aptem user milestones, as defined
within a programme. See Recording milestones for
At risk funding purposes
0
My calendar My calendar Displays the administrator’s calendar/task list which
might contain placement interviews, contact meetings
Agenda
Done Todo etc.
0/ O
Organisations Organisations Accesses the Organisations report to view, edit or add
new employer, prospects or partner organisations.
T contact See section Employer/Organisation Management
0 System
Organisations Organisations Access a wizard to create custom reports on

generic report

generic report

organisations’ details and status. These reports can be
saved as templates. See Custom organisation reports

and data export

Outcomes

Outcomes

Displays a report of Aptem user outcomes as defined
within a programme. See section Monitoring
outcomes within your account
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Placements/
Workshops

Opportunities

0

Placements

Allows the creation and editing of workshops or
learning placements. See section Creating and Editing
Placements

Placements/
Workshops users

Placements /
Workshop users

Displays a list of Aptem users who have been allocated
to a placement or workshop. See section Viewing a list
of users allocated to a work placement

Programmes Programmes Review and edit programmes within your organisation
account. See section Programme Manager —an
overview

Signatures Signatures Displays a report of compliance documents that
require an electronic signature from users, employers

Required signatures and/or administrators. See section Managing e-
0 signatures and compliance documents

Site monitor Site monitor Monitor changes on specific webpages such as when
new jobs are added to jobs and careers pages from
local companies.

Supporting Supporting Download or print supporting materials for default

materials materials courses within Aptem.

Unallocated Unallocated users | Displays a list of Aptem users who have not been

users assigned to a work placement. See section Finding
users who have not completed a placement

0

Unverified hours

Unverified hours

Reports on timecards recorded for each user and
placement. Administrators can verify timecards from
this page. See section Checking unverified time on a

0 work placement
Users Users Displays the User report — a list of all user accounts and
their status. Very useful for checking details on a
Invited particular individual. See section Users Report
3
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User generic
report

Access the report wizard to create custom reports on
users’ details and progress. These reports can be
saved as templates. See section Creating custom user
reports (User Generic Report)

Users overview

Displays the Group profile page for all Aptem users in
your account. See section Users Group Profile

Users time

Avg activities done

Users time

Displays the activity report for all Aptem users in your
account. See section Monitoring usage of Aptem by
users

0
Users usage Users usage Displays the User usage report showing how users
have been using Aptem. See section Monitoring usage
Have overdue tasks of Aptem by users
4

Aptem user navigation ftiles

For reference this section lists, in alphabetical order, each navigation tile that might be available to

Aptem users depending on the features enabled for each individual.

Tile Tile Name Purpose
Action plans Action plans Create SMART action plans
Overdue
0
Advice Allows access to the advice centre.
Applications Track progress of vacancies in Job Finder user has

applied to.

Collaboration

Send messages and evidence to your case owner. See
section Users provide evidence for their learning plan

© MWS Technology Ltd
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Cantacts Contacts Aptem user can record important job search and
networking contacts. Contacts can be imported from
Facebook, Twitter and LinkedIn.

+ Create
Course Allows user to return to the current course they are
completing.
CVs Create, edit, and export CVs. Aptem users can also

import existing CVs.

Directory Displays a searchable directory of recruitment
agencies, local employers and newspapers.

BoCinErEs Documents Displays a list of documents, such as compliance
documentation, action plans, course reports etc.
created within Aptem. See section Monitoring
signatures for users and learners

Emails Aptem user can integrate a Gmail or outlook.com
email account with Aptem.

Got a job Notify that Aptem user has gained employment.

Jobs Jobs Access to Job Finder to search for jobs and view
suggested jobs. See section How can a user respond to
New suggested a ‘Suggested Job’ in their Aptem account?

e e Learner Monitor | Allows user to self-rate against competencies e.g. to
demonstrate employability skills. See section How can
Achieved To do a user self-assess against a competency

o/ 7
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Learning plan

User can view their progress against their blended
learning plan. See section Using the Learning Plan to
track blended learning

My information
library

A store of useful information for completing
application forms such as work experience,
qualifications, skills and work interests.

Onboarding Allows the user to provide start of programme

wizard information, some of which may be required for
compliance documents e.g. ILRs. See section The user
journey using the Onboarding Wizard

Placements Placements Allows the user to search and apply for work
placements provided by a college or training provider
Applications pending (as opposed to jobs). See section How can a user
0 search and apply for a work placement?

Site monitor Monitor changes on specific webpages such as when
new jobs are added to jobs and careers pages from
local companies.

Tasks Tasks List of tasks viewable in either list or calendar format.

. Tasks can be created by the Aptem user, by an

w To do administrator or automatically by a programme or

0o/ 0 work placement entries. See section The user records
their time on the placement

Templates Templates A library of template for job and training applications,
prospective emails and networking requests. Aptem
users can edit the default templates or write their

+ e own.

Work placement Work placement | Allows user to complete the work placement wizard to

wizard wizard support job and learning placements. See section The

user journey using the Work Placement Wizard
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Frequently asked questions

How do | enrol a user onto a course within Aptem?

If a user is not currently assigned to a course then the person can be enrolled onto any course
available to your account. Refer to the section Enrolling users on a course.

How do | move a user from one group to another?

Transferring a user from one group to another within your organisation’s account is a function
available to administrators responsible for managing an account. Refer to the section Moving users
between groups.

How do | add a colleague as an administrator?

This feature is not enabled for all administrator accounts. However the process is similar to inviting
a user to activate an Aptem account. Refer to the section Creating a new administrator.

How do | add a colleague so they can assess course assignments?

This feature is not enabled for all administrator accounts. However the process is similar to inviting
a user to activate an Aptem account. Refer to the section Creating a new administrator

What can | do if a user has changed their email address and cannot remember their username?

If a user no longer has access to the email address they used to register with Aptem then their
contact details can be edited — refer to the section Users Report. The user can then use the
username recovery link on the login page.

Aptem recommends only changing contact details when they are from an authenticated source.

How do | find out if a user has recently used Aptem?

The usage reports and the user’s individual profile report detail which features of Aptem a user has
actively used. Refer to the section Monitoring usage of Aptem by users and User Profile Report for

more details.

How do | find out if a user has created a CV in Aptem?

The user’s individual profile report details which features of Aptem a user has actively used and will
allow review and editing of a user’s CV. Refer to the section User Profile Report for more details.
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Can | remotely check or help edit a user’s CV in Aptem?

The user’s individual profile report details which features of Aptem a user has actively used and will
allow review and editing of a user’s CV. Refer to the section User Profile Report for more details.

How do | check a user’s progress through an Aptem course?

A user’s progress through a course can be checked using the course section of the Users Group
Profile Report. Refer to the section Monitoring course progress.

A colleague with an advisor account has left our organisation how do | remove their account?

Refer to the section Administrator Profile Report.

How do | check if administrators have been using Aptem to support users?

The advisor usage report provides this information. Refer to the section Administrator group profile.

How can | ensure that a user is automatically enrolled onto a course within Aptem when they
register their account?

A default course can be applied to a group so that any user registering a new account within that
group will be automatically enrolled on the course. Refer to the section Adding/changing the default

course for an existing group.

As an assessor for a course how can | view a Aptem user’s assignments?

Unmarked assignments can be viewed and assessed from the Outstanding Approval page — for more
details refer to Reviewing and approving user assignments. A user’s current portfolio for a course

can be viewed via the Course Reports page — refer to section Unit sign-off documents and Course
Reports.
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Managing Users within your account

This chapter explains how to track the number of enrolments and active subscriptions within your
organisation’s Aptem account. The following topics are covered:

e How to display an overview of users in your account.
e How to view a list of all users in the account including expired accounts.
e How to track enrolments by date.

Users Group Profile

This section explains the Users Group Profile report, which is accessed by clicking on the Users
Overview tile in the navigation panel.

Help Users usage Users overview | Organisations
Have overdue tasks To contact
24 Enrolled 3 0

1. Signinto your administrator account.
2. Inthe Navigation panel click on the ‘Users Overview’ tile to display the Users Group Profile page.

Filter by account sub-group then click on
‘Apply’ to see details only for that sub-group i

Users Group Profile Selectgrnups\ v
¥ Qverview ™ new user upload users account activation reporf [ users report [ groups report

1§ reassign on group

Number of active users 16 < send group message
Number of users invited 3 add group task
Number of expired users 1 add task to users

Number of users ‘got a job’ 5 got a job report

» Programmes

» Activity su mw (last 30 days) weekly usage report [=] feature usage report [=] suggested jobs report

activity report

» Course progress \ 1¥ enrol users
» Access codes \ B= access codes report
» Work placements \ 19 enrol users ™ add work placement

\

Programmes section is only shown if this feature is enabled in your account

This report gives a quick overview of users in the account with quick links to frequently used
administrative tasks. The report can be filtered to show the relevant data for any subgroups within
your account by using the group filter control.
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Each section within the Users Group Profile can be expanded by clicking on the relevant section title.
The profile page contains the following default sections:

Overview

Programmes (if this feature is enabled in your account)
Activity Summary (last 30 days)

Course Progress

Access Codes

Work placements (if enabled in your account)

Overview Section

This section provides a count of the active and expired Aptem users in your account as well as users
that have notified Aptem that they have a job or training placement.

e Forinformation on which users have notified that they have found work, click on the “got a job
report” link. See section The Got a Job report below .

e For information on users in your account click on the “Users Report” link. For more details see
the Users Report section below.

e To view more details on which Aptem users who have recently activated their accounts click on
the ‘Account activation’ link. See section Account Activation Report for more details.

Programmes

If enabled, this section lists the number of programmes in your account and the number of Aptem
users enrolled on each programme. See section Programme Manager — an overview for more
information on programmes.

~ Programmes

Name: No Programme Account program
Number of account’s users: 6
Number of group's users: 6

Mame: Delivery Programme

Number of account’s users: 10
Number of group's users: 10
Activity Summary

This section provides a quick summary of activity during the past 30 days. For details on user usage
of Aptem click on the ‘feature usage report’ link. See the section Monitoring usage of Aptem by
users below for further explanation of the available reports.
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¥ Activity summary (last 30 days) weekly usage report || feature usage report = suggested jobs report
activity report

Number of users who have signed in 17
Number of users who have clicked on job links 1
Number of users who have made job applications 2

Course Progress

This section of the page lists the employability and foundation courses in your account, displaying
the number of users currently working through each course.

~ Course progress 1§ enrol users
C Count of active users
ourse name .
currently in progress.
CV Writing Award_3008 8 (¢ progress chart :
Interview Skills _EU2006 2 progress chart

Click on the progress chart links to display detailed information on which course components each
user has completed. See section The Course Progress Report.

Access Codes

This section of the page shows the number of available access codes, highlighting the number of
codes next due to expire. Click on the “access codes report” link to view more information on the
codes within your account — see the section Managing access codes for more details.

» Access codes ccess codes rep?>
\/4
Number of available access codes 97
Number of activated codes 247
Work placements

This section of the page shows the number of users on work placements. Click on the ‘Unallocated
users’ link to list users who are not allocated to a work placement. For more details refer to the
section Monitoring work and training placements.

¥ Placements/Workshops (3 add placement/workshop
Number on placement/unallocated 2/10 Unallocated users
Number with unverified hours 3 Unverified hours
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Users Report

The Users Report lists all users in your account with options to update contact details, make notes
and drill down to an individual’s usage of Aptem.

To view the Users Report, either:
1. Inthe Navigation panel click on the ‘Users’ tile .

OR
e C(Click on the ‘Users Report’ link at the top of the Users Group Profile.

Access codes Users
Expired
3

The Users Report lists all users within your account, showing their email address, allocated group,
and length of subscription. It has the following features:

Found work Activations

Last 30 days Last 30 days

0 2

e Search for a user by name or email address. Type in the relevant boxes and click on the search
button.

e Show users in a specific group using the Group filter then click on the Search button.

e Search for a list of users with a particular keyword in their CV using the Keyword search box
then clicking on the Search button.

e View expired accounts. By default all accounts are displayed, the list can be limited by selecting
one or more statuses of “Active”, “Expired” or “None” then clicking on the search button. Note
that status “None” means the user has registered an account but not completed the activation
process.

o Use the “Export to CSV” link to save the list of users to a file that can be viewed in Microsoft
Excel or similar.

Click here to save the list of user in Excel format

Users Create T % Export to Csv
X
User Name: test Group: Demo Group (3266) v Email: Status: Active w

CV Keywords:

User Got ajob: | --Al-- Program: | --Al-

User Type Email

Search for a user by name, email, CV keyword or group.

S it o User e Demo Group  26/02/2016 12 Active Eo [ rd
=

i User s DemoGroup  28/03/2016 12 Expired =& [ ] K4

—— User R Demo Group  29/03/2016 12 Active 3 ={i] [ ] K4

N Click on a user name to view their detailed profile

An individual user’s Aptem account can be managed from the Users Report. Each line provides
summary account information on a user, such as the subscription date and duration of their account,
and current account status.

© MWS Technology Ltd Page 17 www.mwstechnology.com



Click to review and add notes

\ Click to edit contact details

User A A -t Demo Group 18/05/2016 1z \

Iy
~\

Expired =
: |
\ Click on a user’s name to /

Click to review and add to
view their detailed profile the user’s task list.

The following actions are available:

View a detailed profile for the user (see section User Profile Report).

Review and update notes on the user’s progress. Click on the orange document icon to
display the notes screen.

Notes x
Mark Smith e Tt
Date Recorded by Hotes Delete
. Spoke to Mark and discussed his CV. He understands it needs
19/09/2012 10:42 Administrator Cal . - . x
to be improved and he said that he would work on this.
. Spoke to Mark. Perhaps he needs to look further afield. He
19/09/2012 13:47 Administrator Cal N x
also needs to smarten up his appearance
16/10/2012 10:58 John Advisor Mark said he is locking at local employer x
22/10/2012 14:31 Administrator Cal Discussed Mark's job searchand ... x

Type here to add a new note

Type any new notes here

then click the ‘Add’ button \

Type any new notes on the user and click the ‘Add’ button. The time and date of the new

note will be automatically recorded. Notes will be visible to all administrators who have
access to your organisation’s Aptem account.

e Review and add to the user’s task list.

When providing remote support to users it can be helpful to review their task lists and add
reminders to undertake key job search activities or flag upcoming events.

You are viewing: Mark James

= Create a new task Export Wiew all site activity

Click here for help (@)
w | Created by | -Any- v Clear
|

Search Type -Any-~ w  Status | -sny-

18 January 2017 - 25 Janual

Time and status Event

0 Monday Created: 18/01/2017
January 2017 By: John Job Application
Administrator

=o

1 Monday

December 2016

Clestec 1201202018 iark Click ‘Export’ to save the user’s
Click here to create a new task for the user tasks in Excel format

Administrators can review a user’s task list and add new tasks by clicking on the “Create a new
task” link.

© MWS Technology Ltd Page 18 www.mwstechnology.com




The following screen will be displayed. Insert the appropriate details and click on the update
button. The task will be visible to the user the next time they sign into Aptem.

Details

Web link |

Repeat MNever

Motification days |z

Due date
Time © ©
Contact
| ]
|
|

Type of task: v

Mark as complete

e Update contact details

In the Users Report click on the relevant pencil ‘edit’ icon to view the user’s details.

If a user no longer has access to the email address they used to register with Aptem then their
contact details can be edited and changes saved by clicking on the ‘Update’ button.

Aptem recommends only changing contact details when they are from an authenticated source.

Edit User

User Type (M)
First Name (M)
Surname (M)
Email ()
Mabile (0)
Group (M)
Postcode
Address 1
Address 2
Town/City
County
Country

Case owner
Referrer
Referrer address

Referrer contact

User Registration
Number

Advice packs:

Reference Mumber (O} :

User

[ mark

|James
e Email and other contact
markjar mws.Co . .
& | information can be amended
07885 oooooo
| Demo Group (3266)
HA4 91T
[Mew Street The group membership can be
| changed
|
[ middiesex
|
IR T & Choose an alternative ‘Case Owner’
-select- v
[ sargoooos

|Ussr Registration Mumber

O Individusl ® Default

'} Professional

Remember to click ‘Update’ to
save changes
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Enrolling an individual onto a programme

Individual users can be enrolled on the programme using the following process. If a large number of
users need to be enrolled onto a programme then it is more efficient to create a group and apply a
default programme to the group (see the section Automatically enrolling a group onto a programme
for details on how to do this).

1. Signin to your administrator account.

2. Inthe navigation panel click on the Users tile which will display the Users page.

Found work Activations Access codes Users
Last 30 days Last 30 days Expired
0 2 3

3. Search for the user who you wish to enrol and click on their name to view their individual profile

report.
User profile Mark Smith Owner: John Administrator
* Contact details 0 send message 23 communication report < send invitation [ edit users details
User email address BT S e DA L

4. Scroll down the individual profile to the Programme section, and click on ‘Apply’.

¥ Programme C:l Apply >
I

No programme applied

In the ‘Select Programme’ window, choose the required programme; select a start date (by
default the start date is set to the current date); and then click on ‘enrol’.

Select Programme

Programme: Placement Wizard
Startdate: 1 ge92/2016

Enr-Jl C.an cel

The user will be enrolled onto the programme. When they next sign into Aptem they will be able
to complete the Work Placement Wizard.

The Programme section of the user’s profile page will be automatically updated to reflect
progress through the programme.
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Enrolling users on a course

This section explains how to enrol a user onto a course that has been created in your organisation’s
account. If there are no courses in your account then please contact the Aptem client support team
on 020 7870 1000.

Sign in to your administrator account.
In the Navigation panel click on the ‘Users Overview’ tile to display the Users Group Profile page.

Help Users usage Users overview | Organisations
Have overdue tasks To contact
24 Enrolled 3 0

3. In the Course Progress section click on ‘enrol users’.
» Activity Summary (last 30 days) weekly usage report || feature usage report =] suggested jobs report
activity report
» Course Progress 1§ enrol users

4. This will display the ‘Enrol to course’ screen which lists the users that are visible to your account.

Enrol to course

User name: Email: Group: | Select groups

Status: Active v Got a job: | Exclude Type: User

Select Al Deselect Ml

USEN Click here to select all. Subscription Date  Subscription Subscription

Status

R — 10172016 Active
m Use tick boxes to select individual users. 5/02/2016 Active

e e T e Milton Keynes 25/02/2016 Active

s High Wycombe 26/02/2016 Active
e Demo Group 26/02/2016 Active

i it 26/02/2016 Active

P Use left/right arrows to view and select
Bl it o more users.

= T A < 28/03/2016 12 Active

|
O
O
O
|
O
O
O
|
O

29/03/2016 1Z Active

Click ‘Next” when
selection is complete

a. Use the tick boxes to select which individual(s) you wish to enrol onto a particular course.
b. The page navigation arrows can be used to choose users from multiple pages.

© MWS Technology Ltd Page 21 www.mwstechnology.com



c. Note that if you use the ‘Select All’ option all individuals on the current page will be selected,
and you will have the option of selecting all individuals within the selected groups.

Enrol to course

User name: Email: Group: | Select groups v
Status: Active v Got ajob: | Exclude . Type: | User

Select Al Deselect Al
5 of 13 records are selected. Select all 13 records

d. Then click on the ‘Next’ button to move to the next screen.

5. The enrol page will display a list of the selected users. Choose the required course from the
dropdown list and click on the ‘Enrol’ button. The selected individuals will be enrolled on that
course, and will begin the course the next time they sign into Aptem.

A warning message will be displayed if any of those selected are currently completing a course —
as enrolling them on a new course will stop their previous one. To check if an individual is

already on a course, click on their name to view a detailed profile for that person.

Enrol to course

Selected users (1): Mark. WP Test

Choose a course from the dropdown
list of courses in your account.

Select course: Standard employability

/ Click “Enrol’ to finish.
EET
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User Profile Report

This section explains the User Profile report, which shows key details for an individual user and
contains links to key administrative tasks.

The profile report for any Aptem user can be accessed by clicking on their name in any of the
following reports: User Report, Course Progress Reports, Access Codes Report, Account Activation
Report, and Usage Report.

The report contains a number of sections covering each aspect of the user’s Aptem activity with links
to view more details, update progress and amend the support provided to the user.

User profile Richard Alberg Owner: John Brightwell
¥ Contact details < send message 23 communication report [E] edit users details
User email address richard®@myworksearch.co.

Phone number
Click to edit contact details

.

= =

Postal address

Group membership of user Demo Group

> Activity Sum mary (last 30 days) ™ application report usage report view activity list view user tasks

» CVs access/edit user's CVs
» Brogram me ™ learning plan overview =] Show wizard JJj Stop
> Job search Click on the relevant blue arrow to expand Job finder
» Managed jobs and placement the section for more detail. lication report [E] matching
» Outcomes ™ Add
» Milestones ™ Add
» Notes add new note
» Course progress start course
» Contacts add contact
» Activities export [ add activity
» Documents upload
» Competencies Assign
» Subscription details unsubscribe user

Click to remove the account

» Audit trail
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The user profile includes the following sections, some may not be available depending on the Aptem
functionality enabled in your organisation’s account:

e  Activity Summary (past 30 days)

o (Vs

e Programme (if enabled)

e Job Search

e Managed Jobs and Placements (if enabled)
e Qutcomes

e Milestones

e Notes (for advisors to record progress comments)
e Course Progress (if enabled)

e (Contacts

e Activities

e Documents

e Competencies (if enabled)

e Subscription Details

e Audit trail

The Activity Summary provides an overview of the user’s activity for the past 30 days.
Administrators can see the number of logins, job links clicked and application made. This section
also lists any action plans being followed with a link to view progress.

¥ Activity Summary (last 30 days) [ application report [ usage report view activity list E=] view user tasks

Number of days till next reporting period

Date last logged in 02/02/2017
Click ‘usage report’ to see details of user’s usage Review the user’s current task list. Click here
of Aptem features / tools )| 1o add a new task to their to-do list.

Count of job links clicked

Number of new tasks added by user 1

Number of uncompleted tasks 1

Number of advice items accessed 7

Date advice centre last accessed 04/01/2017

Action plans No plans created

Aptem usage 03:58

The CVs section can be used to view and edit the user’s CV.

* CVs view transferable skills B access/edit user's CVs
Number of completed CVs / Number of incomplete CVs 0/0
Online eCV no

Click here to view careers or transferable skills report. ‘Access/edit user’s CVs ' here
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¥ Programme ™ Qualification ™ learning plan overview [ Show wizard [ Apply

Programme

start date Click ‘learning plan.overview’ Fo 701/2017 .»

track and assess evidence against

applied at a learning plan. 1/01/2017 20:35:06

by johnadminMA

Number of user tracked tasks / uncompleted 0/0

Number of admin tracked tasks / uncompleted 0/0

Onboarding Wizard Start Date 17/01/2017 17:41
™ Plan review
™ Plan

The Job Search section allows administrators to view and edit the search terms used by a user. For

example if a user has unnecessary limited the types of jobs they are searching for, these can be
amended using the ‘edit job search’ link.

¥ Job search Click ‘edit job search’ to edit/add o Job finder
to user’s Job Finder search terms
Unemployed date
Job search terms Warehouse Jobs, Factory edit job search
Worker, Production Labourer
Job search locations Greater London
Jobs suggested / No responses 53/ 24 suggested jobs report

The Managed Jobs and Placements section provides an overview of the user’s work placements. If

the work placements involve an application process then the user’s applications can be updated as
needed.

¥ Managed jobs and placements Placements matching
- . AMvailable  Awailable  Hours Comments
Employer Title Categories From To loggedverified Status Date INotes Current step
Maximus CV Writing Training, Shortlisted 25/01/2017 ? 0 ‘ Reject
Aylesbury Course v -
# Enrol
X Delete
MWS tester IT, Office  13/02/2017 17/02/2017 40/ 0 Enrolled  07/02/2017 ? 0 " Edit
Technology Jobs
X Delete

The Outcomes section displays any recorded outcomes for the user, which may be linked to funding.

v Outcomes Click ‘Add’ to record a new outcome. |[~——————3, ™ Add

Source  Type Title Start date End date  Organisation Last update date Documents Edit e Delete
ve = + credit min threshold date

AdHoc  Job  Retail assistant 06/12/2016 — MWS5 College - @ 0 S Set X
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The Milestones sections displays any progress milestones reached as part of a programme.

¥ Milestones 55 Add
Programme Description Date Emp Whks left Alw Whs left Status Claimed Edit
BBO programme sustained employment milestone 23/0720M7 0 0 Achieved Claimed ¥4

v Course progress

start course

Click to view progress report

Is locked Course name :::Eupr;: i;::;l:::j Status
O Test for TranfsSkills 9/21% Pending Report
v Competencies Use Dashboard to review and assess Assign

progress against competencies

Competency plan name Competency name

Employability 1 Employability: Employee level

Dashboard W Delete Report

The Documents section can be used to upload useful employability related documents, for example
user certificates or work experience appraisals.

¥ Documents upload

07/02/2017 appraisal document from voluntary work

X

07/02/2017 Your Transferable Skills Profile

The Notes section documents any notes that advisors have made on the progress of the Aptem user.

¥ Notes add new note

text

administrator date time

Discussed frequency of job search. Encouraged to log on 3

L. 07.02.2017 05:54

g John Administrator

times per week

Discussed his CV. Suggested craating different versions for Al s . 07.02.2017 05:54
- Jo

target jobs.

Click ‘add new note’ to update advisor
notes on the user’s progress

Earlier notes visible here

* Audit trail

Date v Admin Action Changes
Property Value
31/01/2017  Mark Smith Saved
Gender Male
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Using the Aptem Collaboration Centre

The Aptem Collaboration Centre™ allows administrators to communicate with users by sending
messages, reminders of missed milestones, and notifications of new tasks. The Collaboration Centre
interface will be familiar to those who use messaging apps such as Facebook and Skype.

If enabled in your account the collaboration centre will be available to administrators and Aptem
users, and can be made available to employer contacts. It can be disabled within individual
programmes if these features are not required.

The collaboration centre interface and features are the same for both administrators, employers and
Aptem users.

Note that administrators can send messages and interact through the collaboration centre with any
Aptem user within their account. Once a user receives a message from an administrator he/she is
able to reply. Users are only able to message their account owner, designated employer contact or
other administrators who have initiated contact with them. However users are not able to message
other users.

Checking for messages

You will be notified by email of any new messages in the collaboration centre.

P APTEM Welcome...

Message alert

Dear Mark
There is a message waiting for you in your Aptem account.

Sincerely
Client support team

In addition when you sign into your Aptem account, the left hand side of the navigation panel will
display an orange dot.

1. Signinto your account and click on the Collaboration centre tile. For information the tile will
display the number of new messages.

Aims Collaboration Programmes Site monitor Unallocated Candidates
centre users
New messages Applied
1 13 0
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2. The Collaboration centre page will be displayed. The left hand panel of this page shows all those
who you have been messaging.

e Any contact with new unseen messages will be indicated by an orange dot.
e Contacts who are currently online are outlined in green
e Click on a contact’s name to view messages from that contact.

e The search box can be used to find a contact — note that the search results only include users
with an active account.

There are three types of messages:

e Text based messages,

e Reminders of new tasks — for example where an administrator creates a new task for the
user.

e Notifications regarding evidence for learning plans (if enabled), where a user has uploaded
evidence to their learning plan. (see section Users provide evidence for their learning plan).

Green shows contact is Search for a contact by typing part of Click on a contact’s name to
currently online their name here then click search view their message history

Mark Smith

History search

James Davis 21.02.2017
How are you getting on with your
ap...

Jason Jobs
21.02.2017 Mark Smith

This is & test s Not bad thanks. Though I'm struggling to write down my transferable skills.
Can you help?

John Administrator
Hello Mark. Just wondering how you are getting on with your CV

Mark Smith 21.02.2017
Scheduled a task. /MWS.Organizer
[To...

—h John Administrator
Scheduled a task. /MWS.Organizer/ToDoTask/Calendarfuserld=6223&
° Mark James 18.01.2017 taskld=28358
Scheduled a task. /MWS.Organizer
ITo...

Mark Smith

Evidence dded for Initial Course Course (course instance%
/MWS.LezrningProgrammes/LearningProgramme?userld=6223#evidenceld=68

Press Enter to
send []

| Clicking on the relevant task
Contacts with new or evidence link will display To type a message here, then
messages are flagged the item in a new window. click on ‘Send’

Any replies will be displayed in the contact’s collaboration centre page.
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Using the Learning Plan to track blended learning

The Learning Plan feature allows the delivery and monitoring of blended learning programmes. Itis
particularly suited to apprenticeship programmes where progress and outcomes are tracked against
standards, but can used for any programme assessed against structured criteria and indicators, for
example, NVQs and other qualifications. This feature needs to be enabled within a programme in
your account.

A learning plan comprises a set of learning activities, which can include courses, assessments,
workshops and placements managed through Aptem, as well as external learning and assessment
activities where the evidence is uploaded against the user’s profile in Aptem.

A learning plan also requires a set of criteria against which the learning activities have been mapped:
for example, Skills, Knowledge and Behaviours from an apprenticeship standard or assessment
criteria from a qualification. Learning activities can be simultaneously mapped against (for example)
an apprenticeship standards and a certification or qualification. As users complete the activities in
the plan a portfolio of evidence is collected showing they have fulfilled the associated criteria or
standards.

Learning plans and apprenticeships / qualifications

The learning plan is effective in tracking progress against an Apprenticeship Standard whether the
training content does or does not include a qualification. Under current ESFA funding guidelines
(2018) an apprenticeship requires the following components which should be included in the Aptem
Learning plan:

e Assessment and evidence of Level 2 functional skills in English and Mathematics. A link to a third
party assessment can be added as an item to the learning plan, otherwise learner can upload
prior evidence of achieving GCSE grade C (or grade 5, post-2018) and above in these subjects or
equivalent.

e Regular planned progress review meetings between the training provider and the learner. These
events (e.g. fortnightly) are automatically populated in the learner’s plan and task list.

e Quarterly review meetings between the learner, their employer and the training provider. These
are automatically populated from the user’s start date on the learning plan.

e End Point Assessment (EPA) Gateway assessment. Before taking the EPA there must be a check
to ensure the learner has meet the assessment plan requirements including English and maths
qualifications (where applicable), on-programme mandatory qualifications (where applicable)
along with evidence that the learner has achieved the knowledge, skills and behaviours.

e End Point Assessment review. The end-point assessment can only be taken after the minimum
duration of the apprenticeship has been completed and the earliest due date will be
automatically populated.

If required additional learning components or tasks can be added to the learning plan on an
individual by individual basis.
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Users provide evidence for their learning plan

Users access their (blended) learning plan through their navigation panel. They have freedom to
work on any component within the plan and should upload evidence for learning outcomes. This
evidence can be in the form of Microsoft office, image, pdf, audio and video files.

1. The user signs into their Aptem account and in the navigation panel clicks on the ‘Learning Plan’
tile. Note that the tile will display to the user their current overall percentage progress on their

learning plan.
Contacts ePortfolio My information | Templates Learning plan Course [ ]
library
Progress Test for TranfsSkills
+ Create + Create 0% 16%

Their learning plan overview page will be displayed. This page shows the status of each of the
learning plan components: grey means not started; blue means in progress; amber means imminent
deadline, green means completed and red signifies overdue or incomplete.

For components delivered or managed through Aptem (e.g. Aptem courses, learning placements,
and assessment forms) the user can click on the relevant link to start or continue with that

component.

The detail for each component can be viewed by clicking on the relevant expand icon. This will
display any instructions, a deadline date (if set) and percentage progress for that component, with
the option to upload learning evidence for that specific learning activity.

User clicks here to filter by status, component Components ordered by due date. Scroll
. or due date and then clicks ‘Search down to see items with ‘No due date’
Learning plan
16:00

Status  Select status

Type  Select type

Date from | 18/04/2018 to | 18/06/2018 Search Reset
April 2018
N Online training - In progress

LM3: Introduction and Course Qutline . .
Continue with your course

Offline learning (placement/workshop) Mot started

Induction Workshop
Start your course

Evidence required

Revitees your course

Online training

AT Organisational Alignrment & SMART Objectives

This is training§hat you complete online. On the right hand side of your screen you will see a link. Depending §n whether
his training the link will be Start your course or Continue with your course or Review your colyse.
n be seen

Instructions you have starte
evidence for the cogplete module using the link at the top of this module. All evidence submitted or approved

in Collaboration Cenie.
Submit evidence by 19.05.2018

User clicks ‘Start’ to begin work
on a component in the plan

Progress 100%

@ Upload file or add note

» Online training :
= 5

Click here to upload evidence.

E Completed

MW OYOUr Course

Click on the component title to see more details
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By default all components are displayed in ‘collapsed’ mode which only shows the component title
and status icon. The list can be filtered by status type e.g. evidence required.

Clicking on the title of a component will display more details. This will expand the section to show
the following:

o Alist of existing evidence that has been uploaded.

e Alink to upload new evidence as a Microsoft office, pdf, image, audio or video file.

e To add evidence to a component click on the ‘Upload file or add note’ link, and from the
dropdown list select ‘File’. Note that selecting ‘note’ allows the user to add a text comment to
their plan.

File v

Spent time:

Select ‘File’ here

Select file

&% notes on learning plan. txt

Click here and choose a file from their computer or phone Click ‘Save’

Once uploaded the learning plan page will automatically update to show the uploaded but
unapproved evidence.

The case owner for the user will automatically receive notification via email and the Aptem
Collaboration Centre that the user has submitted evidence against their learning plan.

Once submitted the user’s view of the Learning plan will show the status “Evidence submitted” for
that learning activity, and ‘in progress’ will be displayed against the individual evidence item. The
status will be automatically updated once the evidence has been accepted or declined.

Online training Evidence submitted

1.5: Time Management .
Review your course

Instructions This is training that you complete online. On the right hand side of your screen you will see a link. Depending on whether

you have started this trainin your course or Review your course.
‘ 7
Submit evidence by 19.03.2019 In progress’ status means
Progress 100% awaiting assessor approval.

@ Upload file or add note

Document and notes Type Date Owner

paul.png Document 28.03.2018 Harry Ahmed 10:00 In progress

Approving evidence

The administrator (case owner) will be notified, through the Aptem Collaboration Centre and email,
that a user has submitted evidence for their learning plan.
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Sign into your administrator account and click on the Collaboration centre tile. Then click on the

1.
link to the submitted evidence.
Mark Smith
Evidence added for Six week boot camp Offline learning (placement)
IMWS. LearningProgrammes/LearningProgramme?userld=97845#evidenceld=32
2. Depending on your internet browser settings the evidence file will be displayed in a new
browser tab or downloaded. If the component is an online course tutors can review the content
by clicking on the relevant ‘Preview’ link.
3. The relevant component in the Learning Plan will also be displayed. Below the component title a

list of submitted evidence will be shown as well as the assessment/outcome criteria related to
that learning activity. After reviewing the uploaded evidence there are two options:

e If the evidence provided meets all associated criteria then click on the visible ‘Accept’ link.

e However if the evidence does not meet all criteria but wholly or partially meets one of the
associated criteria then click on the relevant criteria description to expand the section. This
will display further options and the evidence can be accepted against the individual criteria.

When accepting (or declining) evidence administrators can add comments in the note field and
selected the percentage of the criteria met. The progress bars for each associated assessment
criteria will subsequently update to reflect progress.

‘Standards’ tab — click to view
progress against the criteria

Learning plan overview: Demo dW

Team Lgadﬁ[’
Programme Apprenticeshi
ﬁandard {0‘3&]3

Status | Evidence submitted

Type  Select type

Date from | 18/02/2018 to | 1B/06/2018

tatus Active
02:00

Search Reset

@ Add component
List of evidence provided for

the learning activity.

April 2018

Click to expand to view all criteria details and accept

the evidence against all individual criteria.

Online training
v .
1.5: Time Management

Submit evidence by  06.05.201

Progress 50%

@ Upload file or add note

Document and notes Type Date Owner

Associate Project manager.pdf Document 09.01.2013

planning.

John A Brightwell

In progress

Collapse all Expand all

outstanding approvals

Accepted

01:00
@ Decline

Understand time management technigues and tools, and how to prioritise activities and approaches to

Click on criteria description for the option to
accept evidence against specific criteria.

Click accept/decline as appropriate
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Where evidence has been accepted, the relevant progress bars will be proportionally shaded

green to signify the approved progress against the learning plan criteria.

Approvals or rejection of a user’s submitted evidence can be changed on review. The

administrator can access the learning plan and change their assessment by clicking on the

appropriate decision. The evidence will be removed from the learning plan.

Evidence. txt Document 22.02.20M7 Mark Smith

© Upladiile oraddnote | Mistakenly accepted evidence. Click decline to reject it.

Monitoring user progress on learning plans

The learning plans report provides an overview of users completion progress for their learning plan.

This report can be used to access a more detailed report for each individual.

The Learning Plans report

1. Sign into your administration account, and click on the ‘Learning Plans’ tile to display the

Learning Plans report.

Course
reports
QOutstanding Completed

1 3

Course
assessment

Supporting Courses Directory

materials

Learning plans

2. The Learning Plans report lists all users within your account who have been enrolled onto a
learning plan. The list can be filtered by start and planned end date, programme name, status

(e.g. completed, active) and group..

Learning plans

Search by name or filter the list by status, programme, group or date range.

Student name: :] Programme name: [ All

Start date:

/
/ V] Status: [ All
&

Planned end date: Group:

W | Rejected assessments:

Planned end date

Click on learning plan name to view the

from to from to select groups v
Student name Learning plan Progress Verified Status Start date
progress
Harry Ahmed Demo delivery programme & 175 0%
< e
overview for that user.
Jill Hodgson Demo delivery programme 2% 154 Left 06/06/2017

This report shows the percentage progress for each person. Click on an individual’s name to
view their profile page, and click on their plan’s name to view a detailed progress report (see

below).
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A user’s learning plan overview

The progress of a user through their learning plan can also be monitored by accessing their
individual profile page and clicking on the link to their learning plan overview or using the link in the
Learning Plans report.

1. Sign into your administration account, and click on the ‘Users’ tile to display the list of users in
your account.

2. Search for the name of the user and click on their name to view their profile page.

3. Inthe Programme section click on the ‘Learning plan overview’ link to view their plan

o» Activity Summary (last 30 days) [ application report [ usage report [E] view activity list ] view user tasks

» CVs access/edit user’s CVs
» Programme @arning plan ov@ Show wizard Jlj Stop
o — —————

4. By default progress is shown against the programme components. However clicking on the
‘Standard’ and/or ‘Qualification’ tab shows progress against the criteria.

You are viewing: Andrew Smith
Click on ‘Standard’ or ‘Qualification’ tab to

Learning plan overview: Demo delivery programme . . .
N y view progress against criteria or standards.
Apprenticeshi
stan 5

Programme andard (27%)

Reset
Programime progress
w Skills
b Interpersonal Excellence - managing people and developing relationships

w Organisational Performance - delivering results

Able to adapt to change, identifying challenges and solutions. .
N F s e s Click on amber progress bars or text to

T expand to view details of accepted evidence.

Document and notes Type Date Owner

jen-off report.pdf  Document  08.03.2018  ohard 00:08 OACDePtEd

1.6 Work Planning & Flexibility-
Alberg I—

Click here to upload additional evidence for the user.

Progress bars are shaded green to indicate the percentage progress that meets each criterion.
Clicking on a progress bar or criterion title will expand the section show accepted evidence.
Additional evidence can be uploaded by clicking on the relevant link. Note that learning plans
displayed to user do not show the standards or qualification criteria. Learners can only upload
evidence against a learning component or activity.
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Adding personalised learning components for an individual user

There may be instances where additional components need to be added to your organisation’s
standard learning plan for a user. For example, a learner may need additional support in maths and
thus given access to an additional online course, or a learner may need additional planned one-to-
one meetings.

1. Signinto your administration account, and either:

a. Click on the ‘Users’ tile, search for the user’s name and access their individual profile page.
Then click on the Learning plan overview link in their profile to view their learning plan.

b. Or, click on the ‘Learning Plans’ tile to display a list of users and their learning plans, then
search for the user’s name and click on the link to their learning plan.

2. The programme tab of the user’s learning plan will be displayed. Next on ‘Add component’.

The administrator (case owner) will be notified, through the Aptem Collaboration Centre and email,
that a user has submitted evidence for their learning plan.

Learning plan overview: Demo delivery programme Status Active
00:00

Click here to add a new learning activity

Programme A

Showing Click here to filte Reset

& Add component

) Online training . . H In progress
LM3: Introduction and Course Qutline

3. A new window will be displayed which allow the addition of new learning component for the
individual learner.

Note, if you wish the learning plan to be amended for all learners then the base programme will
need to be edited — this can only be done if the ‘programmes’ tile and programme editing
permissions have been enabled in your administrator account.

The add component window allows for a number of different components to be added to the
plan. If required these components may also be linked to assessment criteria in the learning
plan.

The component will need to be given:

e A name, which will be displayed in the learning plan,

e Adeadline date (optional) — in terms of months/weeks from the start of the programme.

e By default standard instructions will be displayed for the component in the user’s learning
plan — but this text can be edited to be more appropriate or personalised.

e If required the component can be set to be repeated at set intervals e.g. for a meeting.
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Oth

er information required depends on the type of component selected. Available component

options include:

Qualification: provide the relevant ESFA learning aim reference number, level and
qualification organisation.

Online training: Adds an existing Aptem e-learning course to the learning plan. Enter the
course name. By default learning evidence is required — but this can be deselected.
Online training - external: Provides access to an online course or virtual learning
environment hosted outside of Aptem.

Offline learning (placement/workshop). Allows learner to be booked onto a placement or
training workshop — select the relevant item from the list.

Assessment: create a custom assessment form which can include a range of question
response formats.

Assignment (tasks): the assigned task can be a single event or repeated at set intervals
Meeting: can be a single event or repeated at set intervals

Schedule online event: e.g. a webinar which can be a single event or repeated at set
intervals

End-point assessment: provide the name

Skills radar: see the section on Aptem Skills radar for tracking skills development

Black font means no component is linked to the If required use tick boxes to link/
criteria. Green font means linked to a component. unlink criteria to the new component

Component \ Criteria

Component name: l \ ] 4 ) Team Leader Apprenticeship Stapdard

Component type:

Instructions:

Require evidence: IEI
Complete by E month

Don't create a task:

4 Skill
4.0 Interpersonal Excellen

developing relations|
4 [J Leading People

i~ Able to com
i adapt style to suit the audience. (419)

- managing people and

[ ‘]

This is your next scheduled review meeting.
“fou can view the details by clicking on the
View task link on the right hand side of your
screen. If the Task does not have sufficient
details please contact your tutor using

jcate organisation strategy and team purpose, and

“[] Support the development of the team and people through coaching,
role modelling values and behaviours, and managing change
effectively. (420)

4 (] Managing People
E""I_I Able to build a high-performing team by supporting and developing
i individuals, and mativating them to achieve. {422)

-[J Able to set operational and personal goals and objectives and
monitor progress, providing clear guidance and feedback. (423)

4. Building Relationships

- Building trust with and across the team, using effective negotiation
i and influencing skills, and managing any conflicts. (425)

| |
|

Details: [ Able to input to discussions and provide feedback (to team and more
widely), and identify and share good practice across teams. (426)
[ Building relationships with and ing these
URL: l effectively. (427)
- {1 4 Communication -
Tune nf task: (I [ 4
Edit default ‘instructions’
Set deadline month if required text for relevance Click ‘Create’ when finished

Select the relevant component type and complete the required information. If required, criteria can

be assigned to the component by ticking the relevant criteria in the right hand panel. Finally click

‘Create’

to add the new component to the individual’s learning plan.
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Monitoring an individual’s progress on a programme

The progress of an individual user through a programme can be monitored from the Programme

Section of that person’s profile page.

1. Signin to your administrator account.

2. Inthe navigation panel click on the Users tile which will display the Users page.

3. Search for the user’s name in the User’s report and click on their name to view their individual

profile report.

User profile Mark Smith

Owner: John Administrator

v Contact details 0< send message 83 communication report (< send invitation [ edit users details

User email address

F i~ A

4. Scroll down the individual profile report to the Programme section, which gives details on the
programme being completed by the user. The progress overview will display a summary of key
elements enables in the programme e.g. activity requirements, milestones and links to the

Onboarding wizard.

Requirements

Number of applications mandatory / actual
System usage time mandatory / actual
Period

Period Start

Onboarding Wizard Start Date

L Click here to run the Onboarding Wizard

~ Programme J stop
Programme SF Programme

start date 04/01/2017 .7

applied at 04/01/2017 14:59:45

by admincaé

Number of user tracked tasks / uncompleted 5/0

Number of admin tracked tasks / uncompleted 4/2 Overview of activity

requirements (if enabled)
/ and users’ actual activity
5/0

04:00 / 00:00
Week(s)

Calendar

04/01/2017 15:00 ™ Show wizard

™ Plan Review

/

Click here to review the information collected in
a compliance formatted document
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Monitoring course progress
There are different types of courses within Aptem that may be available to your account:

e Foundation Courses are where Aptem takes a user through a structured series of learning
assets prior to using the main Aptem system.

e Employment Units are qualification courses with assessment that are mapped to awarding
bodies.

e Employability Modules are courses based on Aptem’s qualifications content, but without
assessment, that can be used to provide an intensive course to an individual.

e Tailored Courses your organisation has created using existing Aptem content or your own
learning content and assessments.

The Users Group Profile report lists all courses available to your account. To view details of users’
progress through each course click on the relevant progress chart link, this will display a report for
that particular course.

The Course Progress Report

The Course Progress Report provides information on users’ progress in completing any employability
courses or foundation courses available to your account.

The left hand chart shows how many users have completed the course and how many are still in
progress.

Click on a user’s name to Click here to save this report in
Course progress view their detailed profile Microsoft Excel format
NCFE Award - Learners \ Bxport to €SV
Course Users Full Name Progress % Exercises Pending Current Asset Current Module  Time (hh:mm}
25 L S 96 [} Covering letters eLearning CV Wiiting Award

Hobbies, Interests & Additional

b e s 69 1] . CV Writing Award
Information
20 . .
S it it 53 0 Transferable Skills CVWriting Award
g s el 5 0 CV Video CV Writing Award
15 s t & Achi ts
e 44 [} cymen . leve.men CV Writing Award
KnoWNledge Questicnnaire
10 e 40 0 CV Writing Award

5 (basic) CVWiiting Award

Power Words K
e s fino CV Wiriting Award

2 Questionnaire
0 Power Words Informatic CV Wiiting Award
0
Users that have completed the course are The list can be sorted by clicking
shown with 100% progress. on the relevant column headers.

The right hand side displays a list of all users enrolled on the course, with their current percentage
progress through the course, number of pending exercises, as well as their current item and unit.
The list can be sorted by clicking on the column headers, for example “Exercises Pending”.

Note that access to additional course management functions will depend on the individual
administrator account.
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Managing courses and assessing employability units

This section explains how to manage courses within Aptem and assess user assignments.

Aptem has the capability to deliver funded employability training where users complete structured
study units and associated assessments. Aptem can also be used to deliver qualification and non-
qualification courses; courses containing content selected from our library of employability training
material as well as your own learning content which has been uploaded to Aptem.

If you wish to create your own bespoke courses using your own content then please contact the
Aptem support team on 020 7870 1000 for a copy of the Aptem Course Builder Guide.

Tiles relating to courses will be visible in your navigation panel if this feature is available in your
Aptem account, which include the following functions:

e Review, assess and approve computer delivered user assignments.
e Download supporting resources to support face-to-face assessments.

The following Course related tiles will be visible in the expanded navigation panel.

View available courses and View a report of completed
/ create new courses work for each user.
[ 4
Courses Course Directory Competencies
assessment
Outstanding
\\ 0
AN
Download supporting course View course assessments and approve
material outstanding course work

Reviewing and approving user assignments

Courses can contain assessment such as knowledge tests, which are automatically scored, and tutor
assessed assignments, e.g. writing a CV for a specific job advert.

This section describes how to review users’ responses to knowledge tests and tutor assessed
assignments.

Sign in to your administrator account.

The number of outstanding assessments to be reviewed will be displayed on the ‘Course

Assessment’ tile within your navigation panel. Click on this tile to access the Outstanding

approvals page.

3. The Outstanding approvals page will be displayed (see image next page). This page lists all

assessments that require a tutor’s review and action.

e The list of assignments can be filtered by user name, exercise name, course or unit name.

e Each line represents a single assignment for an individual user. It is likely that each user
progressing through a course will complete many assignments requiring assessment.
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Search by user name, course name / unit or assignments.
/ Filter by pending or completed assignments. Remember to

click ‘Search’ to see filtered results.
Outstanding approvals /

Course name: -- select -- Unit name: -- select -- User name: demouser1 arch
Module name: -- select -- . Asset: - select -- . Status: Pending . Clear
Course name Module name Unit name Asset name User name Pending status Results report Assess

Business & Business &

NCFE Award - ncpilte re + I o
Learmers Customer Custemer Attitudes at work Iscbel Hanson Pending Results report Assess

Awvareness Aviareness
NCFE Award - Business & Business & Emptwel: :
[ Customer Customer expectations Isobel Hanson Results report Assess

S , . _
Click ‘Results Report’ to view a pdf T pencine

file of the user’s assignment

eam -
E T - Isobel Hanson Pending Results report Assess
Learners player? ]

Click ‘Assess’ button to complete an /
assessment matrix for the assignment

e Click on the ‘Results Report’ button next to a particular assignment to see a copy of the
user’s work for that assignment in pdf format. The pdf can be saved and/or printed.

e Click on the ‘Assess’ button to view the assessment criteria and proforma for that
assignment (see sample image below). Each criteria can be selected as passed or not, and
comments inserted in the associated boxes.

Instructions
The following table sets out the criteria that need to be evidenced by the learner to pass this exercise.

All the criteria should be achieved to “pass’ the exercise.

Override option
* In certain cases you have the option to override the reqguirements for all criteria to be met. This option should only be used if there are extenuating circumstances.
* If the override option is selected then you must supply comments to support this choice.

® I the override option is selected the marking of the exercise can only be complete once the supporting comments are entered. The exercise result will then be converted to a

pass’.
Criteria Achieved Comments
Yes Ho
Has the learner selected two references? o o

In your opinion are references appropriate? e [ \

Tutor types comments against
Are all fields completed? c c each assessment criteria.

Select yes/no to indicate
if each assessment Overall c fs
criteria and assignment

overall has been passed.
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If the assignment is marked as not passed then the tutor comments are presented to the user the
next time they use Aptem, and they need to attempt the assignment again.

Moderated assignments

Your organisation’s Internal Verifier will be able to review assessment outcomes and are able to
overturn assessment decisions whilst providing feedback to tutors. When an assignment previously
assessed as ‘achieved’ is overturned by the Internal Verifier the user assignment will be visible as
pending in the Outstanding Approvals page.

The tutor who originally assessed the assignment will be presented with an adapted assessment
proforma (see image below) which displays the verifier's comments. The comments are only visible
to this tutor and are hidden from any other tutor or administrator who views this assessment page.

Employer expectations exercise Mark Student

Instructions
The following table sets out the criteria that need to be evidenced by the learner to pass this exercise.

All the criteria should be achieved to ‘pass’ the exercise.

Overrid it i
erride option Tutor types comments against

each assessment criteria.

#® [n certain cases you have the option to override the requirements for all criteria to be met. This opticn sh

& |f the override option is selected then you must supply comments to support this choice.

exercise can only be complete once the supporting ¢

Achieved / not achieved
criteria completed by

Tutor

Sf Achieved Assessor Comments
Internal Verifier. Comments
Yes Na
In your opinion does the learner understand what they did to meet the r & The learner has not provided sufficient evidence to meet
employers expectations? this criteria

In your opinicn is the informatien accurate and up to date?

Internal Verifier comments
displayed only to the tutor who
originally assessed the assignment.

John, although the learner has provided some evidence
Overall o [l for the fifth criteria. It needs more detail in order to
pass.

The tutor should follow the assessment process described above by entering their revised feedback
comments which will be presented to the user the next time they use Aptem.
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Unit sign-off documents and Course Reports

The Course Reports function provides access to detailed information on a user’s progress through
the employability courses. This includes links to view individual’s unit sign-off documents for each
course, regardless of whether the user has completed the course or is still in progress.

1. From the navigation panel click on the ‘Course Reports’ tile.

Course
assessment

Competencies

Outstanding

0

2. The Course Reports page lists each user and any courses they have taken.
e The list can be sorted by name, course name and completion date by clicking on the relevant
column titles.
e The list can be filtered by course name (from the dropdown list of courses in the account),
user name and completion date. Use the relevant filter item and then click the ‘Search’
button to update the list.

e Click on the ‘Clear’ button and then the ‘Search’ button to view the original list.

Use the course name, user name and from/to dates to filter the list. Remember
to untick ‘Show completed only’ to list portfolios that are in progress

F‘Q P p—
Course | --select-- . User name From To B show compieted only
E thow moederated only Clear
Completed Date 4 Course Name Hame % Completed Current Module current Asset Course Report
12/12/2016 RA Open CV CM Richard Alberg 100 User Current Progress
lities of a good &
BCEE Maaid Bichard Albay L ‘Working in a Team = - miEE sam User Current Progress
exercse
The list can be sorted by using the column titles Employment &
O e T O N R Ta T ATy T CV Writing Award Achievements Knowledge User Current Progress
Questicnnaire

Emp medules

Richard Alberg

CV Writing

Work experience &
achievements

Searching for a job -

User Current Progress

User Current Progress

Click ‘User Current Progress’ to view a sign-

off report of work for the user / course
MarkTestCourse TTRTTT T

One Alfred Eploy Mod

If-esteem exercise

User Current Progress

Informaticn Library User Current Progress

3. The Course Reports list can also be filtered to view those assignments assessed by you which
have subsequently been moderated by your organisation’s internal verifier. Just tick the ‘Show
moderated only’ option then click the ‘Search’ button. You will only be able to view moderation
comments for assignments you have assessed and not those for other tutors.

4. To view a unit sign off documents or a /portfolio of work that a user has produced for a
particular course click on the relevant ‘User Current Progress’ link. The sign off report will be
displayed in PDF format, which can be saved to your local computer.
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In addition to the user’s assignments completed via the Aptem system the sign off report covers

unit information such as learning outcomes, assessment criteria, assessor comments and

learning hours.

Unit Sign Off Document

Unit Title Level 1 Writing a CV
Unit Number J/502/3038

GLH 20

Learner Name Richard Alberg

Centre Number

Centre Name

Learner Registration Number

Registration Date 2010-07-11
Actual Learning Hours 1

Learning Outcome  Assessment Criteria

Mo Description No  Description

1.  Know the type of 1.1 Identify the type of information
information usually included in a CV.

venalle includad

The sign off report can be saved for future reference.

Evidence
Provided

No Time

MKO1,
MKO2,
MKN3

Viewing completed course reports for an individual user

Date
Completed

In addition, all course reports for an individual user can be accessed from the Course Progress

section of their individual user profile page — refer to the section User Profile Report.
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Employer/Organisation Management System

The Aptem Employer/Organisation Management System can be used to manage employers and
associated work placements, but also training provider opportunities, referral partners and managed
jobs.

This chapter explains how to create and manage work experience placements within Aptem. Work
placement management within Aptem includes timesheet functionality where users on work
experience complete an online timecard which is then verified by the employer providing the
placement. This functionality can also be used to manage external courses and training placements
to which users can be allocated and attendance monitored.

Depending on the features available in your administrator account Aptem can be used to:

1. Manage contacts and monitor activity with employers, training providers and partners:
e Manage contacts within an employer/organisation
e Track activity and communications with an employer/organisation — in order to effectively
manage the employer/provider relationship.
e Provide an audit trail of edits to the employer/organisation record.

2. Manage work experience placements, temporary vacancies and external course placements, such

as:

e Create work experience placements (or external course placements) which are available to
users within your organisation’s account.

e Allocate individual users to a placement.

e  Monitor progress, and verify placement hours completed by users.

e Administer an internal application progress where users can search for and then apply for
placements. These applications can be reviewed, interviews scheduled, accepted or
rejected.

It is important to note that managing work placements involves the process shown below.
Depending on your administrator account permissions you may not have access to the whole
process.

Create Organisation Enrol users onto
g Create Work Placement.
record - work
o . (Placements tile)
(Organisations tile) placements

In addition Aptem contains a Work Placement application system which if enabled for your
organisation’s account allows an application process to be applied to each placement. Aptem users
in your account can then search for and apply to suitable placements. See the section Work
Placement Finder/Management System for more details.
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Creating and Editing an Organisation Record

You may create an organisation record if this function has been enabled for your account. If you

wish to add work placements for a new organisation you must first create a record for the
organisation.

Adding an organisation

1. Signin to your administrator account. Click on the Organisations tile

Help Users usage Users overview | Organisations
Have overdue tasks To contact
24 Enrolled 3 0

2. The Organisations report will be displayed. This page displays the main details for all employers,

referral partners and training providers etc. that have been added to your organisation’s
account.

e The page has links to add new organisations, view details on a particular organisation or edit
the details of an existing organisation record.

e Use the “Export to CSV” link to save list of organisations and their primary address/ contact
details to a file that can be viewed in Microsoft Excel or similar.

Click ‘Create’ to add an organisation Enter any relevant search text and click ‘Search’
S N\

Organisations  ~ EXEEEE = )

Status: ‘ All . Confirmed Opportunity g Clear

&
Mame Type Url Address Contact MHotes Edit Delete
Euro-5oft Employer www, test.com 438 Hedge PLace Road John Brightwel ; 1] ,) x
Carltan jehnb@mwstechnology.com
Victoria,Australia 0777039564
3000
Click on the organisation’s name to Click here to edit an organisation’s record
view its detailed profile page
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3. Click on ‘Create’ to add a new employer/ organisation. The ‘Add Organisation’ page will be
displayed.

Add Organisation

Select type of Organisation

Type : @ Employer O Referrer O Training O Other
Status : Confirmed v
/ Type the Organisation’s name
Hame . grganisation name
amey | ClientAdmin ABCD

Select the advisor who owns the

Category *  Select categories relationship with the organisation.

Add new category

\
add
\ Select the type of work provided
EDRS Humber 8

by the employer from a list, or
click ‘+' to use your own category

Post Code

Address 1 3
Address 7 . Type the organisation’s main

address or use the postcode

City/Tawn : lookup function.
Country
Working hours : Add another session
H 7’

Contact Name :  [anique contact name € Type the main contact’s name,

address, postcode and other
Contact Email : [youByouremai.com contact details.
Contact Telephone : MMHN MMMH HHNH or =MNH NHH HHH HNRH
Website 8 . -

Click ‘Save’ when finished
Health & Safety : Mot Known = /

T

4. Select the type of organisation: Employer (an organisation that provides training or work
placements), Referrer (an organisation that refers users to you), Training (apprenticeship or
other training provider) or Other.

5. Complete the relevant details for the organisation: including the primary address and name,
email and telephone number of the main contact person at the organisation.

6. If applicable enter the Organisation’s Employer Data Service Reference number provided by the
Skills Funding Agency. Next click on “Save”, the organisation’s record will now be available in
the Organisations report. Work placements can now be created for this organisation (refer to
the section creating a new work placement).
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Editing an organisation

1. Signinto your administrator account. Click on the Organisations tile.

Help Users usage Users overview Organisations

Have overdue tasks

24

To contact

Enrolled 3 0

2. The Organisations report will be displayed. If needed the list of organisations can be filtered by
‘owner’, ‘group’ or status. Alternatively type a relevant search term, such as organisation
name, location, contact etc., into the search box and click ‘Search’.

3. Click on the relevant pencil (edit) icon for the existing organisation to display the Edit
Organisation page.

Edit Organisation Click here for help )
Type ' @ Employer O Referrer O Training O Other
Status Confirmed v
Mame H Euro-Soft
amey ClientAdmin ABCD v
Category * Office Jobs ¢ | ITx -
Add new category add
Edit or Add additional addresses
EDRS Number : [1234567 /
Primary address ¢ | 438 Hedge PLace Road, Carlton, Victoria,Au_. v | < Edit or Add additional contacts
Working hours : <~ Add another session /
Primary contact H John Brightwel v |
Website : |\.wm.test.cnm . . ) .
Click ‘Save’ when finished
Health & Safety : [ Not Known v /

4. The following changes can be made:

Change the organisation type

a

b. Add/remove the categories assigned to the organisation.

c. Add additional locations and addresses for the organisation.
d

Add additional contact names including their email address, telephone, address, and job

title.
5. Click on ‘Save’ when finished updating the organisation’s details.
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The Organisation/Employer Profile

Clicking on an organisation’s name in Organisations Report will display the Organisation Profile page
for that employer/provider. This report provides information, with links if enabled for your account
to add or amend the following:

e Address details for the organisation, including multiple locations where placements etc. are
occur at multiple sites.

e Contact details for organisation, including multiple individuals.

e Options to review and amend the optional application process for selecting candidates for
placements

e A summary of managed jobs and placements.

e A history of activity and communication with individuals at the organisation.

e Add existing employees of the organisation as users e.g. to complete an apprenticeship
programme.

e Add employer contacts as Employer Admins so they can login and check progress of
employees.

e An audit trail of changes to the organisation’s profile within Aptem.

Organisation profile RGP Group

Owner: John Administrator

Working hours

Location

Url

» Contacts (Click the contact name to add activities for this contact)

¥ Details Edit organisation
\—/

Categories Training

Contact John RG Brightwell

johnb@ technology.com
07770395

The Base Vidtoria Road
Dartford

United Kingdom

DA1 5FS

http://www.RGP.co.uk

add contact

» Address add address
» Activities
» Notes add new note

» Application steps

Reset Add step

» Jobs Show: Ll All B Confirmed Opportunity Add job

» Documents upload
Create Aptem login for the employer '\

» Employer Logins create user

hd

Employer Users

create user

AL S v

Create accounts for employees

» Events add event
» Placements/Workshops Show: Bl Confirmed Opportunity Add placement/workshop
» Audit trail
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Recording activity with a contact at the organisation/employer

The Activities section of the Organisation Profile lists all recorded activity with contacts from the
organisation, such as telephone calls, meetings, and status updates etc.

e Clicking on the relevant pencil icon will allow an existing record of an activity to be edited.
e C(Clicking on the relevant ‘X’ item will delete an activity record.

Each activity is recorded against an individual contact. A new record can be added as follows:

1. Inthe Contacts section of the Organisation Profile click on the contacts name to view their

profile.
Contact profile Sam James Owner: John Admin
¥ Details edit details
Contact Sam James
sam.james@mwstech.com
0123456789
Address Place Road
Greenhithe
Kent
URL
» Activities < add activity )
aa—————

e Inthe Contact profile click on the ‘Add activity’ link and complete the details in the displayed
screen.

Repeat

‘Comments

Type H Cal

Related to user H '_lser name

Create Create and new

e The date and time fields will display the current time and date by default. Click on the relevant
calendar and clock buttons to change the time/date. For example, to record an activity in the
past or schedule a future activity.

e Add comments to describe the activity and select the type from the dropdown list of ‘Call’,
‘Meeting’ or ‘Email’.
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e C(Click ‘Create’ to save the activity or click ‘Create and new’ if you wish to record this activity and
schedule a follow up activity.

All activities entered through this screen will be visible in the administrator’s task list and calendar.
They will also be visible to other administrators who can see the organisation in their account.

Creating and deleting Aptem logins for employer contacts

The Employer Logins section of the Organisation Profile lists the organisation’s contacts who have
been provided with an Aptem login. These ‘Employer Account’ allow the contact to:

e View candidates for their placements and managed jobs,

e Add/edit their own placements and jobs

e Add/update contact details and organisation addresses.

e Upload relevant documents such as employer liability insurance or training policies

e View the learning plan progress of existing employees, for example, who are completing an
apprenticeship.

Employer Accounts only have access to information stored within their own Organisation Profile and
no other information with Aptem. A separate guide is available for Employer administrator
accounts, please contact the Aptem Support Team on 020 7870 1000.

The Employer Logins section of the Organisation Profile can be used to review the contact details of
each employer account.

T
¥ Employer Logins reate user
Click name to view profile and edit —

Name / details or delete the login Grous

John E Brightwell Employer — e oo Demonstration group

Editing or deleting an employer login

In the Employer login section click on the name of an employer contact to view their profile page,
which can then be used to edit contact details or remove the contact’s employer login account.

Administrator profile John E Brightwell
~ Contact details Click to amend contact details | > [ edit admin details
Employer ACME Incorporated
Administrator email address empdemo@gmail.com
Phone number
Postal address The Base Vidtoria Road

Dartford

Kent

Click here to remove the employer login \

» Subscription details remove admin
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Creating a new emplover login

1. Inthe Employer Logins section of the Organisation Profile click on the create user link to add a

login for an employer contact.
The Add Employer user page will be displayed. This page is similar to the add user page (see
section Method 2: Create an account for an individual user). Complete all relevant details and

click the ‘Create’ button.

Add employer
User type (M)
First name (M)
Surname (M)
Email (M)
Confirm email (M)
Maobile (0)
Postcode
Address 1
Address 1
Town/City
County

Country

Employer

O User O Admin O Prospect @ Employer

|rir5:nar’e

|las:nars

|'_.-:}L.'§'_-3Lrsr'ail.:ar'

Add the employer’s name, email
address and mobile number

|'_.-:>L.'3'_.-:-Lr5r'ail.::>r'

| HHH HHNH HMHN or +NHH HNH MHN NNHH

<€

Complete their address or use the
postcode lookup function

ACME Incorporated

Click ‘Create’ to send an email
invitation to the employer.

2. The employer contact will receive an activation email enabling them to set a password and sign

into Aptem.

Creating and reviewing Employer users

Users can be directly associated with an organisation, for example where an organisation’s existing
employers are enrolled onto an apprenticeship scheme. These users will be listed in the Employer

Users section of the Organisation Profile.

¥ Employer Users

ate user ’

< E= cre
R ——

Name

Harry Ahmed
Jill Hodgson

Jo Howard

Type Email

Group

Cohort 1

User .

/‘:l Click name to view user profile
u e =

Cohort 1

Cohort 1
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As an Aptem administrator you can view the detailed user profile (see section User Profile Report) by

clicking on the user’s name. Employees can be added as users by clicking on the ‘Create User’ link
this will display the create user page (see section Method 2: Create an account for an individual

user). When completed the employee will receive an invitation email to activate their Aptem
account.

Custom organisation reports and data export

For tracking purposes your organisation may wish to create custom reports on the data stored
within Aptem’s organisation and employer CRM feature.

Bespoke reports can be saved as templates and re-run as required, for example to keep tracked of
how many placements have been filled or to create a current record of organisational contacts to
import into your preferred email software such as MS Outlook. The data can be saved in CSV file
format which can be viewed in Microsoft Excel or similar, or for contact details can be imported into
MS Outlook etc.

Click on the “Organisations Generic Report” tile in the navigation panel.

Data points can be selected from a dropdown list covering all information collected by Aptem. A
column is then created for each data point. The data can be sorted and filtered by clicking on the
relevant column header.

Click here to select and apply a Use ‘Save as’ to store selected
previously saved view fields as a views template.
/ \
@~ Vew View e‘{ — 3 Quicksheet
Address Postcode Jobs (all time)
b (=l [Previously used T hdl T = A4
b =) Crganisation details nc Cafe Rouge, Bridge Street Arcads 5t Davids [ - R -
4 = Frogress (all time) Sant, Cardiff, South Glamorgan equal to
) Jobop Test Jobs ROYAL MAIL,30 VICTORIA ROAD, CHELMSFORI rts with a
[l PlacementN¥orkshop opportunities (all time) First National Bank Plc, Harrow, Middlesex Contains a
¥ Jobs {all time' stltd 111 Pollards Green,, Chelmsford, Essex DDoes not contain Q
¥ Placemants/Workshops (all time) + Group (WP} EEECT o .
[ Users referred (all Yime) Is null
b [ Progress (last 7 days) Pagem. Is not sl
» [ Progress (last month) ety -
Tick required data points in the dropdown Columns can be To manipulate and export
settings lists then click ‘Apply’. filtered as needed data click ‘Quicksheet’

Once the relevant data fields have been chosen the report view can be saved by clicking on ‘Save as’.
Remember to click the ‘shared’ tick box if you wish other Aptem administrators from your
organisation to also access and use the report template.
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Managing Placements and Workshops

Creating and Editing Placements or Workshops

You may create work placements if this function has been enabled for your account.

e A placement/ workshop can be used to refer to work experience, industrial experience, a
training workshop, temporary work or even a place on an external course.

e The system is designed to allow the creation of multiple placement/workshop positions at a
particular organisation for a given time period. Users can be enrolled onto the placements until
all available positions are filled.

e [f an organisation is offering different types of work experience e.g. warehouse and office work,
then separate placements should be created for each category of work.

e If an organisation offers placements or workshops in different time periods, it is recommended
that a new placement is created for each time period. For example if an organisation offers a
two week placement in January and another two week placement in March.

Creating a new work placement / workshop

Remember if you are adding a placement or workshop for a new organisation you must first create a
record for that organisation. Refer to the section Creating and Editing an Organisation Record
above.

A new placement can either be created by clicking on the ‘Add Placement/Workshop’ link in the
Organisation’s Profile page or from the main Placements/Workshops page.

1. Signin to your administrator account. In the navigation panel click on the
‘Placements/Workshops’ tile.

Candidates Placements/
Workshops users

Unallocated Job finder

users
Shortlisted

16

12

2. The ‘Placements/Workshops’ page will be displayed.

Placements/ Worksh‘és Create > ) Exportta C3v
Organization name: | Location: [ From: Allocation:  [all v search
Category: v Title/Description: | Ta: Type: Al A Clear
Graup: Select groups v
Organisation Title Available Available to  Address Contact Humber of Available Hotes Type Copy Edit Delete
from v placements
available
The Base
Victori.
Demonstration rerana John A Erightwall . »
PW Test ws 03/04/2018  03/04/2018  Foad ) e 12 12 =1 Training [y »
group john.demaadmint @gmail.com . /
Dartford
43 Hedge Flace
e Conort 02/08/2017  02/08/2017 s :"y e sk 25 5 o Teai % » X
0.0 =
Incorporated  Induction = . . rh] E
Urited Kingdom 020 7870 1000

3. Click on the create button, the ‘Add Placement/Workshops’ page will be displayed.
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. Add placement/workshop

Status

Type

Owiner

Organisation

Address

Contact

Title

Description

Group

Category

Available from

Available to

Dates

Hours

Number of placements :

available

Maximum simultaneous :

placements

salary (per annum)

Health & Safety

Allow in search results

Expiration date

Allow self-enrolment

Confirmed

-select-

John A Brightwel

Click here for help @

Choose the organisation and status

-select-

Add or select the placement location

—

|:\:le

Add or select the main contact for the
placement. Timecard verification
emails will be sent to this person.

B I & e ==

\

The description of the placement will
be used in communication to users.

Expand all  Collapse all

b |# Demenstration group (186961)

Select the type of work from the
category list, or ‘Add’ your own

Media % /

| Add new category add

Click here to set the working hours for
the placement e.g. 9:00 to 17:00

Add another session

Type the max number of placements
and simultaneous placements.

|1'nteger value RL
\
|1'nteger value |
min | max
Mot known v
7]

Click ‘Save’ to create the placement

In the ‘Add Placement/Workshops’ page:

a. Select the status of the placement, either ‘confirmed’ or ‘opportunity’. Note that users can

only be enrolled onto ‘confirmed’ placements.

b. Choose the type of the placement options include: Training, Vacancy, Work experience,

Work related project.

© MWS Technology Ltd

Page 54

www.mwstechnology.com




c. Choose the organisation from the dropdown list. If the organisation name is not there then
a new organisation record needs to be created first by clicking on the ‘+’ icon.

d. Select the location and organisational contact name for the placement or add new details as
required.

e. Type or copy the title and description of the placement. The description can be formatted
and will be used in emails and users task lists.

f. Choose the placement’s category of work from the predefined dropdown list, or click on
‘+Add’ to use your own category. Any categories that you define will be available when you
create another placement. These categories can be used by administrators and/or users to
search for placements.

g. Setthe start and end dates for the placement availability. For example if the organisation
provides 2 week placements throughout the academic year then use the start and end dates
for this time period. Click on the ‘Add recurrent’ button to select specific days per
week/month etc. for the placement.

h. Complete the working hours for the placement. Separate sessions during the day, such as
morning and afternoon excluding a lunch break can be accounted for. Click on ‘+Add
another session’ to set the hours for example the morning and then click this link again to
set the hours for the afternoon. The provider/employer will be able to verify that a user has
completed these hours while on placement.

i. Select the relevant contact person for the placement or click ‘+’ to create a new contact for
the placement. Timecard verification emails will be sent to the email address stored for this
person. If an organisation offers multiple placements in different departments each with
their own contact then it is recommended to create separate placements for each.

j-  Enter the maximum number of positions available for the placement. Multiple users can be
enrolled onto a placement simultaneously. Use the ‘maximum simultaneous’ box to limit
how many people can be assigned to the placement during the same time period.

k. Select Health and Safety status — for example to confirm that any appropriate safety checks
have been completed, otherwise users cannot be enrolled on the placement.

I.  Finally click “Save” to create the placement. The placement details and current status will be
visible in the Placements page.

The Placement / Workshop profile report

The details of a placement/workshop can be reviewed and edited from its profile page. The profile
page for a placement/workshop can be accessed by clicking on the placement or workshop title from
the Placements/Workshops report, or the placements/workshop section within an organisation’s,
individual user’s or group’s profile page.

The profile page lists all details for a placement/workshop including, contact details, timings, date
availability, assigned users, application process (if applicable) and relevant documentation e.g. pre-
workshop or placement reading material.
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Placement/Workshop profile Work Placement
¥ Placement/Workshop details Publish as VLE [ Edit placement/workshop
Status Confirmed
Owner John A Brightwell
Organisation ACME Incorporated
Number of placements available 10 Click to edit details such as contact
Maximum simultaneous placements 1 information, dates, and description.
Available from 01/09/2016
Available to 31/10/2017
Location Place Road
Greenhithe
DA9 9JY
Categories T

Users/ Candidates lists all those who

Descriptio . .
applied, shortlisted or were enrolled . .
pportunity to observe management practice
for the placement or workshop. nd procedures
» Application steps / Add step
y 4
» Users/Candidates Users matching

» Events/Interviews /

» Notes / add new note
Ments / upload
» Audit lﬁ\ / /

~ yd 7

> 7 V4
Click on the relevant blue arrow to Click here to enrol Upload supporting
expand a section for more detail. multiple users/ learners documents

Editing an existing placement / workshop

1. Signin to your administrator account. In the navigation panel click on the ‘Placements/
Workshops’ tile.

2. The ‘Placements/Workshops’ page will be displayed.

The Placements/ Workshop page lists all placements and workshops within your account,
displaying the Organisation name, start and end date and the number of filled positions
compared to the number provided by the organisation. If needed, use the filters to search for a
particular placement by employer name, work category, description and/or location, by
completing the relevant information and clicking on the search button.
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Placements/Workshops 5 Expert o C5y
Organisation name: Location: From: Allocation:  [AlL v
- v s S —
Group: Setect groups = Click here to edit the placement
or workshop details
Organisation  Title Available Availsble to  Add Hots: Type  Copy Edit  Delete
from v
available
The Basze
Demanstration PW Test 03/04/2018 03/04/2018 \j:RIJn;Jrha Jofn A Brighteall 17 12 ‘o Trainii E 4
o st s - 2o L . rainivg )

ACME
Incorporatad

Mew Cohot
N 03/0872017 03/0]
Induction

Click on title to view the placement
/ workshop’s profile page 20

B 2, %

Training

Click on the relevant ‘edit’ icon to amend the details for a particular work placement. The Edit

Work Placement page will be displayed. All relevant details such as the placement location,
contact details, session times and allocated dates can be edited.

. |
Edit placement/workshop -
status Cantrmed 5 Update the contact details for this
Tipe e . placement.
Quaner John Advisor v
Organisation ABC Corp .
Aadress, Hedge Place Road, Greenhithe, kent v . ..
Revise the placement description.
Contact s v
Title Software Tester
Description
B I ¢ e =&
« Peveloping and following test processes to ensure bugs are found, recorded and
reported across a range of PC, Mac and Mobile software, on a range of devices.
« Collating bug reports from different areas of the business, and ensuring these are
recorded and reported to the correct teams.
* working closely with the software developers.
z
Category ITX
» Click on a day of the week to
select/deselect for the selected
Available from H 0170612018 date range
#ualabie to * |o1reeranie
o June 2016 V July 2016 ‘ August 2016 ‘ September 2016
Th Fr Sa  Su Mo Tu We Th Fr Sa
5
‘Working hours 09:00 12:00 W Remove session
1500 17:00 X Remave sesson Add or remove individual dates by
M enroments - [10 E clicking on them
Maximum simultaneous : v =
a1 [integer vaue =
Salary (per annum) i min max
Health & Safety = -
Grade .
Value ¢ [integer vaue 2| . ‘ ) ..
Click ‘Save’ when finished

Alow: in search results :
How seif-enrolment  : []

4. Amend the relevant information on this

© MWS Technology Ltd
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Enrolling an individual onto a placement/ workshop

You may enrol users onto placements if this function has been enabled for your account. In some
organisations this function is separate from creating placements.

1. Signinto your administrator account. In the navigation panel click on the Users tile to view the

Users report page.

Found work Activations Access codes Users
Last 30 days Last 30 days Expired
0 2 3

2. Search for the user who you wish to enrol and click on their name to view their individual profile

report.
User profile Richard Alberg Owner: ClientAdmin ABCD
» Contact Details (< send message 3 communication report [E edit users details
User Email Address richard@myworksearch.co.uk

Scroll down the individual profile to the Work Experience section, and click on ‘matching’.

—
¥ Managed jobs and placements/workshops ™ application r matching/
Employer Title Categories :::I:able .::ailable E:‘;::d!veriﬁed Status  Date f::':::ms Current step

A4

The ‘matching’ screen will be displayed.

By default this window shows all available work experience placements within 10 miles of the
user’s postcode. The list can be filtered by using the work category list then clicking on the
‘search’ button. Click on the ‘clear’ button to remove the distance criteria and show all available
placements currently available in your account. Select relevant placements then click ‘Shortlist’.

Category: |,ou, Organisation/Placement: |
roy

e n el —

Organisation Name Placement Mame Location Category Date Shortlist

A( Maximus sylesbury CV Writing Course 200 Training, CV 137053/ 2016—13703/2017 |:| ta
Pr Maximus Aylesbury Interview Skills 200 Training, Interview Skills 08/03/2016—28/02/2017 D s
] Maximus Milton Keynes CV Building Course 3000 Training, CV 13/03/2016—28/02/2017 |:| el
Ja . . Firn
B e Tick any relevant placements for this e U |
M user, then click ‘Shortlist’ \ Leh
o | shortlist || cCose | [T
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4. The Managed Jobs and placements/workshops section of the individual’s profile will be updated.

¥ Managed jobs and placements/workshops

™ application report matching

. . Mvailable  Available  Hours Comments
Employer Title Categories from - logged/verified Status  Date Notes Current step
=
SearchHub Trainee Customer Shortlisted 07/12/2016 ~— 0 ‘ Reject
Programmer Service
Jobs
X Delete

This profile section displays the status of all placements for that user. Where a user has
completed an application process for a placement the status will be ‘Applied’ rather than

‘Shortlisted’. Next click on ‘Enrol’.

The ‘Enrol’ screen will be displayed.

Enrol on placement/workshop

Description

General induction plus first learning module

Choose the start and end date of the
placement for the user.

//

‘n

4

Myailable placement dates from 01/09/2016 to 31/10/2017

Start & planned end date [ 14/11/2018

] - l 09/12/2016 /
-

Days

Click on a day of the week to
select/deselect for the
selected date range.

D

November 201/ |
Mo Tu We Th g Sa Su Mo

)
]

2|2z
w | ma
(=1 ™

m
=1

We

(5] o] 7lelo]

Th Fr

1]z

S5a  Su

Add or remove individual
dates by clicking on them

Working hours
as necessary.

0%:00 - 12:00 G ¥ Remove session
[ 13:00 —I 17:00 G)] W\'esessicn

Default working hours are 9am to 12pm and 1pm to 5pm. Edit the timings below

Contact name

John RG Brightwell \

N

N

Contact email/mobile johnb@mwstechnology. ] ! l 07770395633

If needed change the session
timings.

Outcome

Has ended

0ok

This screen allows the creation of a placement for the selected Aptem user:

a.
update displaying a calendar of the dates selected.

Click on the calendar icons to choose the start and end date. The screen will automatically

The days allocated to the work placement are highlighted in blue. By default this includes all

Mondays to Fridays.
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Individual days can be removed or added (e.g. a Saturday) by clicking on the relevant date.

Particular days in every week (e.g. Fridays) can be included or excluded. Click on the day of week

in the calendar header to select/deselect that day for the chosen date range. For example if the
user’s placement is Monday to Thursday each week, then clicking on “Fr” in the calendar will
deselect all Fridays.

The default working hours for the placement will be displayed. These can be edited if needed.
The default contact details for the placement can be amended. Please note that timecard

verification emails will be sent to the “contact email” address provided.
Click ‘OK’ to enrol the user onto the work placement. Aptem will automatically send an email to

the user giving details of the work placement and reminding them to sign into their account.

Enrolling a group onto a placement / workshop

A group of users can be enrolled on a placement if this function has been enabled for your account.

This feature allows all active users within a selected group to be enrolled into a specific workshop or

training placement — if there are available spaces.

1.

3.

Sign in to your administrator account. In the navigation panel click on the ‘Placements/
Workshops’ tile.

The ‘Placements/Workshops’ page will be displayed. Next click on the title of the relevant
placement or workshop to display its profile page.

Placement/Workshop profile Work Placement

» Placement/Workshop details Publish as VLE [ Edit placement/workshop

» Application steps Add step

» Users/Candidates Users ma@
» Events/Interviews

» MNotes add new note

» Documents upload

» Audit trail

Scroll down to the Users/Candidates section of the workshop profile page and click on ‘Users
matching’.
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4. The ‘Enrol to placement/workshop’ screen will be displayed. Use the tick boxes to select the
users who will be allocated, then click ‘Next’.

Enrol to placement/workshop

User name: Email: Group: | Select groups v

Status: Active v Got a job: | Exclude Type: | User

Selectal  Deselect all

= Select users to enrol on the placement / workshop Smerton
- J“KM using tick boxes or ‘Select All’ for everyone. e s
[T Richard Aberg . St RDA Professional I7409/2015 3 Expired
[T Richard AMberg_test R RDA Basic QB/03/2013 3 Expired
[T lan Lewis S g RDA Basic 08/03/2013 3 Expired
I— Julie Alberg m&m,_ e RDA Basic 1440372013 3 Expired
[T Fiona McGlade D . o RDA Basic 1440372013 3 Expired
r Bimal Mistry Setsie s T S - e RDA Basic 15/03/2013 3 Expired
[T steveFord S S RDA Basic 15/03/2013 3 Expired

Click Next
"] PageDufao }H/

5. Then select the placement or workshop from the dropdown list. Then click on the ‘Enrol’ button.

Enrol to placement/workshop

Selected users (3): Richard Alberg
Sharen Ollig
Tony Smith

Select placement:

Please select a placement. Ensure there are placements with sufficient amount of availabl for users selected on the previd
Select a placement here

then click on ‘Enrol’.

A message confirming that the selected individuals have been shortlisted for the chosen
placement will be displayed.

6. Next in the navigation panel click on the ‘Candidates’ tile to display the Candidates page.

Candidates Placements/ Unallocated Job finder
Workshops users users

Shortlisted

16 12
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This page displays the list of people who have applied for or been shortlisted for any placements
or workshops in your account. Filter the list for the relevant placement and then enrol each
person using the steps described in the section Enrolling an individual onto a placement/

workshop.

Candidates

McCain ‘Wycombe)

P Click here to enrol each person

iterview/Event: Update
Brightwel Wy pda B8

Group: Select groups ¥ Status: P . Step type:
Category: . App/CV: -l —All--
Mame Group R . R ) App/CV
Filter status by ‘Shortlisted
John High m— N
. Euro-Soft Cc1o Shortlisted 18/02/2016  Interview/Event: Update pass
McCain ‘Wycombe IT
John High WS IT, Office
- = Tester ! Shortlisted 21/09/2016
McCain ‘Wycombe Technology Jobs
John High Office Jobs,

& Export to csv

User name: Organisation name: Job/Placement title:
“Al- Clear

Route

Shortlisted ‘ X
shorttisted 4 Ji) X
shortiisted 4% ‘ x
shortlisted  off X

Work Experience Timecard functionality

At the end of each week an email is sent to the contact email address given for the employer of a

work experience placement.

S APTEM

Aptem - Timesheets

Dear.John Essex
Work timesheets have been submitted by:

John Smith
Richard James

Please can you click on the link to go to our website and either verify or correct the information.

«search.co.uk/app/EmployerConfirmHours. aspx?
1JTUEFOVEdaSW1EQNITD1 FEZKNGWHNUZ0USdDhZVG

welJZeTNIzXUxSOVISIZJCXBITOENWXN DS A==

The employer/provider should click on the link to view a timecard form for the users completing a

placement with them.

The employer can change any of the placement hours for a given day by adjusting the user’s actual

start and finish times for each session.

Once time periods given are correct then the employer clicks on the ‘confirm’ button at the bottom

of the page to log the user’s placement hours.
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Unverified hours 23.06.2014 - 30.06.2014
_ Click on a blank day to add session times — for

John Smith example, if a user swapped their days.

Tuesday Wednesday Thurs: Friday Saturday Sunday Comments

v
rt of per
John Smith Change actual session times as needed
Wednesday Thursday Friday Comments.
Start of peried End of period

Monitoring workshops and training placements

Administrators can easily monitor and track the progress of placements including:

e Reporting on which users have not completed a placement and allocating them to a
placement.

e Checking and verifying placement timecards.

e Reporting on which users are allocated to a work or training placement.

Finding users who have not completed a placement

The ‘Unallocated Users’ report lists all users in your account who have either not been allocated to a
placement or have not completed a placement.

1. Toview the Unallocated Users’ Report either click on the ‘Unallocated Users’ link of the Work
Placements section of the Users Group Profile, or

¥ Placements/Workshops = add placement/workshop

Number on placement/unallocated 3/12 Unallocated users

Number with unverified hours 12

click on the ‘Unallocated Users’ tile in the navigation panel

Unverified hours Job finder Generic report ILR

12
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2. The report can be filtered by individual group. Select the group name from the dropdown list

and click on the ‘Search’ button. You can also search for an individual user by name.

The list can be sorted by number of allocated

Unallocated Users Report hours, hours logged or hours verified. ' Export to C5V

User Name Group: | Select groups v

RS

User Weeks Allocated Hours Logged Verified Last Experience Ended
HMex Mccain 1 2z 10 05/10/2015

Mark Abrahams 1 38 38 08/10/2016

Jenny Smith

(EEREEES Click on a user’s name to view their individual profile
Testerkiiz 0 and enrol them onto a work placement

3. The report can be filtered by number of weeks allocated, number of hours logged or number of

hours verified. For each user the relevant line will display the length of their placement and the

number of hours currently logged.

Checking unverified time on a placement / workshop

The ‘Unverified hours’ report lists all placement hours, more than one week old that have not been
verified. Please note that placement hours logged within the past six days are not shown. This
allows time for users and employers to make corrections before the hours are verified.

1. Click on the ‘Unverified hours’ tile in the navigation panel to view the Unverified Hours Report

2.

page.

Unverified hours  Job finder Generic report ILR
12

Each line summarises a user/employer placement/ workshop combination. The list can be
searched by group or user name, and can be sorted by clicking on the column titles.

Click here to save the report in
Placements/Workshops unverified hours| sy format T & Borttocsy

User Hame Organisation Type: . Group: | Select groups v Clear

User Organisation Start date End Date Count days Sum of hours Verify Delete
unverified unverified
Jim Flint Maximus Aylesbury 13/03/2016 13/03/2017 1 3 =} |

John McCain 4__________&———“'> =] =

Click here to accept the work experience hours.

Note: Use the ‘Export to CSV’ link to save a copy of the report in a format that can be used in

Microsoft Excel or similar software.

3. Administrators can verify work experience hours on behalf of employers by clicking on the

appropriate ‘verify’ icon. This will display the timecard for the user.
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Unverified hours John Smith ick here for help @)
Change actual session times as needed

16/01/2017 - 22/01/2017

Monday Tuesday ‘Wednesday Thupéday Friday Saturday Sunday Comments.

Add comments as needed =
Click on ‘Confirm’ when finished. = Close

Viewing a list of users allocated to a placement / workshop

The ‘Placements/ workshop ’ report lists all users who have been allocated to a work placement,
providing details such as: the employer name, placement description, contact details for the
placement, and dates. This is a summary report and cannot be used to verify timecard hours.

1. Toview the Work Placement report click on the ‘Placements users’ tile in the navigation panel.

Candidates Placements/
Workshops users

Unallocated Job finder
users

Shortli

1 12

2. The list can be searched by group or user name.
3. Use the Export to CSV link to save a copy of the list in a format that can be used in Microsoft
Excel or similar software.

Click here to save the list in Excel format

D & bporttecsy

Placement/Workshop/Voluntary work

User name or email: | Fram: Type: All v

Group: Select group % v To: Search Clear
Organisation Category Title Contact User Start date Planned Actual HNumber Hours
name L end date end date of days logged /

verified

Customer Service johnb@myworksearch.co.uk

SearchHub Jobs Trainee Programmer John Brightwell Andrew Williams 12/12/2016  12/09/2017 25 75:00 7 00:00
000 0000 0000
Serving « ~ R
. 3 X Ejohn (jobs.comm
Eecmy Tack_lnhe Customer Service operating a till and Ecex lohn St - 45200/ 00:00
000

Search for a specific user name

Each user on placement is listed here
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Editing the current placement/ workshop for a user

A user’s current placement/ workshop can be edited or removed — for example if they have decided

not to attend or have found another.

1. Signin to your administrator account. In the navigation panel click on the Users tile to view the

Users report page.
2. Search for the user who you wish to enrol and click on their name to view their individual profile

report.
Scroll down the individual profile to the ‘Managed Jobs and Placements’ section. The

individual’s work placements will be displayed.

¥ Managed jobs and placements/workshops ™ application report [E matching
Employer Title Categories ﬁ:irlnable ?:ﬂable :-::‘;::d.’veriﬁed Status  Date E::T;:nu Current step

ABC Building Employment 02/03/2016 02/03/2016 0/ 0 Enrolled 04/01/2017 ~~ O @
Employment Course Course
__— X Delete

Click to review and add notes

3. Click ‘delete’ to remove a placement, and click ‘Yes’ on the confirmation message.
4. Click ‘edit’ to change a placement. This will display the Edit placement screen, where the dates
and timings of the placement can be changed.

Edit placement/workshop

Description

General induction plus first learning module

Click on a day of the week to
select/deselect for the
selected date range.

Start & planned end date 14/11/2016 - o9z -

Days 0 lovem| mber
| ! M ‘ P2 Add or remove individual
dates by clicking on them

Myailable placement dates from 01/09/2016 to 31/10/2017

E K k=

Default working hours are 9am to 12pm and 1pm to 5pm. Edit the timings below
as necessary.

09:00 |[©]-| 12:00 B| ¥ Remove session
/ 13:00 17:00 » Remove session

[ John RG Brightwell

‘Working hours

If needed edit the
session timings

Contact email/mobile [ johnb@mwstechnology. ] i l 07770395633 ]

Outcome

Has ended

Click on ‘OK’ when finished
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Work Placement Wizard

The Work Placement Wizard presents an automated process to manage and easily collect relevant
information from each stage of a work placement (or work experience or training placement) in a
consistent and structured manner.

The wizard is a flexible tool which allows the collection of information using either the default
template or can be customised to meet your organisation’s workflow and information needs from
any or all of the following steps in a work placement process:

e Users apply for a work placement — demonstrating that they meet certain criteria and/or
defining their work experience requirements. This step could be used to screen applicants
based on for example, career interests, key skills, or location and transport availability.

e Agreement forms such as a code of conduct, parental consent or employer agreements.

Planning Toolkit. A customisable form for users to plan and prepare for the work placement.
SWOT analysis — helps users to identify their strengths and weaknesses.

Employability Skills — enables users to record their skills.
On-Placement forms such as induction forms.

e Placement progress — logging of work placement hours through an online timecard.

e Assessments.

The steps within the process require either user or administrator action with the automatic

generation of notification/next steps emails upon the completion of each step.

A typical process might include the following steps:

Administrator
can view

and all
documentation
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The user journey using the Work Placement Wizard

This section provides an overview of the user journey through the Work Placement Wizard. The user
will need to sign into their Aptem account and complete the initial “Application” step of the Work
Placement Wizard. If they are then enrolled onto a placement by an administrator there will be
further steps which prepare them for their placement and document progress during the placement.

1. The user should sign into their Aptem account. In the navigation panel they should click on the

‘Work placement wizard' tile.

Templates Work placement
wizard
+ Create

e The ‘Application’ questionnaire step of the Work Placement Wizard will be displayed. This is
an online form, the default version comprises a series of questions about the type of work
experience the learning is seeking. The user types their answers and clicks ‘Next’ when

finished.

placement?

Do you need help to find a

Application for Work Experience

Please complete the following questions

Do you have any employer OYes ®No
contacts (perhaps
parent/guardian)?

® Yes O No

)

Where could you travel to?

Hovy viill you travel?

What career are you interested
in?

Please give any other
information which is relevant
that would help us to find you a
placement (e.g. previous
experience)

The user will then see an onscreen confirmation that an email has been sent to the account

administrator.

LA Warning

Email was sent to your administrator. Once your
application form is processed you will receive an email to
notify you of the next steps.

e The administrator receives an email prompting them to sign into Aptem and view the
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Individual Profile report for the user.

GAPTEM Welcome...

User Application

Dear Adminisirator

Student £= has completed the work experience initial
application.

With best wishes,

The MyWorkSearch Team

Our contact setais are
Lararyl amy

The ‘Documents’ section of the user’s profile report will contain a link to the user’s application
questionnaire.

» Activities Click upload to save documents ~— export [E add activity

against the user’s profile
¥ Documents \ upload

30/11/2016 Application quesﬁonncl’r\

» Competencies

Click here to view the user’s application

The user’s work experience application form will be displayed in pdf format. The Documents
section can also be used to store any important documentation such as parental consent forms.
These forms can also be uploaded as part of the Work Placement Wizard.

WORK EXPERIENCE REFERAL FORM

Name: Becky Dunn Course:
Date of Birth: 01/02/1995

Age: 21

Course Tutor/Progress Coach: Paul Bishop B Test i Days in College:

Address: 155 Kings Road, Kingston Upon Thames, 3 Email: vikimws +beckydunn@gmail com
Susrey
Mobile:

I you need help to find a placement please fill in the following information
Question Response

Do you have any employer contacts (perhaps
parentiguardian)?

Do you need help to find a placement? Yes

Where could you travel to? Surbiton, New Malden, Ham and Kingston
How will you travel? bus or walk

What career are you interested in7VWhat career are you

Intes in? I would like o become a hairdresser

1 No

2. The administrator can review the user’s application form and then enrol the user onto a suitable
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work experience placement. These steps are clearly explained in section Enrolling an individual
onto a placement but in summary the administrator needs to do the following:

a. Inthe users profile page, navigate to the ‘Managed Jobs and Placements’ section, and click
on the ‘Placements matching’ link.
e Use the search options to identify suitable placements and shortlist the user for one or more

of these.

» Managed Jobs and Placements 7| Placements matching
> OU Category: | Al Organisation/Placement: hdd
Grade: Al Postcods: Hiad oLT Sea rch __C lear |
> Mile hdd
Organisation name Placement name Location Distance Category Date Shortlist [
» Not e lote
Test Test Ltd customer service mz by CUstomer Sence EBI11/2014= o |

Jobs 01/03/2018
» rse
COU Driver Inc Driving Jobs CF10 ZEF  Driving Jobs ;3;1;:;31:_ (] [
act
D Con Euro_soft Driving delivery van Driving Jobs 28/02/2017 ()] I
» A 14/01/2016— = pity
—— . . . 18/03/2017 —

Use tick boxes and then click ‘Shortlist’ to

i . of 1 pad
select appropriate placements -

07/1 e ——

(| shortist D[ Close |

e The Managed Jobs and Placements section for the user will be updated with shortlisted
placements.

¥ Managed jobs and placements/workshops ™ application report [E] matching

- .__ Available  Available  Hours Comments
Employer Title Categories from - logged/verified Status Date Motes Current step
. . = - 3
SearchHub Trainee Customer Shortlisted 07/12/2016 ~— 0 Application/CV ” pass . Reject
Programmer Service
B / X Delete
Juum——"

Click on ‘pass’ to progress to the enrolment step

e Next click on ‘Enrol’. This will display a screen to allocate the user to the placement and
confirm details such as the start and end dates, session times, and employer contact details.

¥ Managed jobs and placements/workshops ™ application report [ matching

- .__ Mvailable  Available  Hours Comments
Employer Title Categories from - R e Status  Date INotes Current step
SearchHub  Trainee Customer Shortlisted 07/12/2016 ~— O W Reject
Programmer Service
X Delete

e The Managed Jobs and Placements section of the user’s profile will be updated to show that
the user is enrolled on the placement.
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¥ Managed jobs and placements/workshops ™ application report [ matching

- .__ Available  Available  Hours Comments
Employer Title Categories from = o T Status  Date TNotes Current step
. = - ]
SearchHub Trainee Customer Enrolled 07/12/2016 = 0 # Edit
Programmer Service
Jobs X Delete

The user completes remaining work placement wizard steps

Once enrolled on a placement the user can sign into their account and click on the ‘Work Placement
Wizard' tile in thier navigation panel.

Course Work placement
wizard
Test for TranfsSkills

2%

My information = Templates
library
+ Create

These steps can include:

e Planning Toolkit covering preparation for the placement.

O Planning t 2of 7 @

Planning Toolkit

Please complete the following in preparation for your work experience

Prepare for work experience ‘

e A SWOT Analysis to explore self-awareness and development opportunities during the work
placement.

Jof 7 @

SWOT Analysis

Use this form to identify the areas you feel you are strong in and the ones you hope to improve
during the work experience

Strengths (internal factors) Weaknesses (internal factors)
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e Employability Skills planning.

4of 7 @

Employability Skills

Use this form to identify specific skills you want to improve during your work experience

© Add skils

e On-Placement Documents: This section can provide, for example, induction documentation
or consent forms for the user.

. Employability skills O On-Placement Docume.. 5of 7 @

On-Placement Documents

SearchHub/Trainee Programmer

Download the on-placement documents and take it with you for completion with your work
experience provider

Click Here to download the Scan the document and upload the completed document
Induction Document

Select file...
Click Here to download the Scan the document and upload the completed document
Assessment Document et e

.,
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e Placement Progress — which displays a timecard for the placement

' Employability skills . On-Placement Docume... O Placement Progress 6of 7 @

Placements
SearchHub/Trainee Programmer

January 2017
09/01/2017 - 15/01/2017

Monday Tuesday Wednesd... Thursday Friday Saturday < Sunday +

Comments

e Assessments tab — which can be used to present a questionnaire to be completed after the
placement, for example questions on skills learnt and reflection on the placement

experience.

@ Employability skills @ OnPlacement Docume.. @ Placement Progress O assessments 7of 7 @

Post Placement assessments

SearchHub/Trainee Programmer

Please complete the following questions concerning your work experience

questions are displayed here ‘
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The user records their time on the placement

When a user is enrolled onto a placement their Aptem task list is automatically populated with the

placement dates and session times. The user can easily record their time on the placement as
follows:

2. The user signs into their Aptem account and in the navigation panel selects the ‘Tasks’ tile.

Tasks New sugg 0 Learner monitor Action plans
Overdue New found Overdue
1 0 + 0

e The user’s task list will be displayed. By default this is displayed in an agenda list, but the

user can also choose a calendar format. The tasks and events for the current week will be
shown.

— The default view is an agenda list, this can be
changed to a calendar e.g. weekly,

Advicee 4 Create a new task Export View all site activity Click here for o
Centre
Learn more about
searen S T ype e | staus [ :
Browse the Advice Centre " -
Today 4 [3 14 December 2016 - 28 February 2017 Day Week Month Agenda
» Instant Tips Date Time and status Event
Shartcuts to relevant advice 09:00 - 12:00
0 Manday jehnb@myworksearch.co.u
sanuary 2017 1 Created: 14/12/2016 Wark k o
By: Mark Admin.ca6 Experience John Brightwel
» Popular Topics HEW 000 0000 0000
‘What members are viewing
13:00 - 17:00

johnb@myworksearch.co.u
Created: 14/12/2016  Wark K

By: Mark Admin.ca6 Experience John Brightwel
000 0000 0000
User clicks on a work experience
. . P johnb@ ksearch.co.l
session to confirm it is completed Cresiet 1411272016 Viork o EmerisRRran e 0
Ey: Mark Admin.cab Experience John Brightwel

A user can record that they have completed a work placement session by clicking on the relevant
session in their Tasks list. The details of the session will be displayed, if needed the user can edit
the timings, then the user clicks on ‘Mark as complete’ to confirm their attendance.

User can amend the session timings

16-01-2017
09:00 o -
Contact
| John Brightwel

| Jjohnb@myworksearch.co.uk

| 000 0000 0000

Work Experience

User clicks here to confirm their attendance
and mark the task as complete
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Onboarding Wizard

The Onboarding Wizard is an automated structured process for the collection of information for
compliance forms and the setting up of an account. The Onboarding wizard is highly configurable
and we recommend contacting our Client Support team on 020 7870 1000 to ensure that it is
correctly set up to meet your requirements.

The Onboarding Wizard contains a number of useful steps, each of which can be switched on as
required to match your organisations workflow. The available steps include:

e Introduction screen for your tailored message. For example this could be an explanation of
the purpose and steps in the wizard.

e Personal Information: This questionnaire gathers information about the user or learner.
There are default templates which collect the relevant information for compliance or
funding purposes, for example the ESF funding Information form or the Individual Learner
Record (ILR). These default templates cannot be changed, however additional questions or
alternatives can be added to this step.

e ILR: An online version of the Individual Learner Record which can be completed by users,
then approved and uploaded to the Education and Skills Funding Agency.

e Assessments: There are a number of default assessments that can be selected for the user
to complete: these include the Transferable Skills assessment, Careers Interests, Work Style
behaviours, Numeracy and Literacy.

e Reality Checks: A set of questions for users to check that there target jobs are realistic in
terms of their qualifications, skills, location, salary expectations and available vacancies.

e CV: requires a CV to be created using CV Builder.

e Smart Action Plan: requires the user to create a smart action plan.

e Custom Questionnaire: allows the creation of customised questionnaires to gather
additional information from users.

The Onboarding steps can be completed remotely by users, although we recommend that it is

completed at a face to face meeting with an advisor in order to capture and discuss the implications
of the collected information and agree next steps.
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The user journey using the Onboarding Wizard

This section provides an overview of the user journey through the Onboarding Wizard.

The wizard is usually started by the administrator clicking on the ‘Show wizard’ link in the
Programme section of the user’s profile report. The date is then recorded in the Onboarding Wizard
Start Date line.

¥ Programme ™ Show wizard JIj Stop

Programme SF Programme

start date 31/01/2017 .»

applied A dministrator accesses the Programme 35:06
by section of the user’s profile report and

Numbel Clicks on ‘Show wizard’ /0

Number of admin tracked tasks / uncompleted 0/0

Onboarding Wizard Start Date

Toeeee——

Alternatively if enabled then users can directly access the wizard by clicking on the Onboarding
wizard tile.

Tasks ePortfalio Learning plan Course Collaboration Onboarding
L wizard
tee Agenda 1.1:
Done Todo Progress Alignment & SMART MNew messages
0/ 0 0% 50% 16

The following screen shows an example of the Onboarding wizard from the user’s perspective. Each
step can be modified or disabled to meet the needs of your organisation.

For example the first step could be an introductory screen.

@ =

O Introduction

a4

Introduction

Welcome to the RGJ Training apprenticeship programme

1o0f5 @

Each step shown in a separate tab

Please read carefully

The current step is highlighted in blue

can begin

hand before you start

National Insurance Number
The date at which you started your current employment
Passport Number

If you have any problems please contact us on 01255254554

The very best of luck with your new challenge

When you click next you will see some forms that need to be completed before your apprenticeship

Most of the information will be know to you but here are a few items that you might like to have to

Click ‘Next’ to move to next step
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The next step could be the collection of ‘Personal Information’.

The current step is highlighted in blue

QO personal Informatio Tof 7 @

Create

Gender © Male Female Transgender Prefer not to say ataske

Sexual Orientation Heterosexual Bisexual Gay/Lesbian Prefer not to say

First name(s)

Mark ]

Surname l Smith ]

Another example is the collection of information for an Individual Learner Record (ILR).

4 N

Individualised Learner Record 2017/18 - Learner Details Data Capture Form The Iearr?er com.plletes relevant X
| information. This is used to automatically

Family name* [ Durin / populate compliance documentation.

Given names® [ Liam

Date of birth*

Learner Funding and Monitoring

Highest Qualification Achieved v| @

Dropdown lists are used for complex
choices. Additional help is available by

Employment status Lo i
clicking on the € icon

| certify that the information contained on this form is correct

Forms can be signed electronically. See

creeses €- — section on Compliance documentation.

: User can either ‘Save as draft’ for later
p

< editing or ‘Submit’ now.
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Aptem Skills Radar

The Aptem Skills Radar™ involves using the competency monitor feature to make an initial
assessment of each user against a set of skills, behaviours or competencies. As part of this
assessment, target actions and progress levels can be set along with deadline dates on an individual
basis. All assessment history is tracked, thus each individual user’s progress can be monitored and
reported on.

A Skills Radar can be used at any point throughout a user’s programme in Aptem, but typically it can
be scheduled at the beginning of a user’s learning programme to assess prior learning and created
personalised learning targets. Subsequent use of the Skills Radar reporting feature can demonstrate
progress.

Creating a Skills Radar

The Skills Radar should be part of the user’s learning plan. However to create a Skills Radar follow
the steps below. More detail can be found in a separate guide from the Aptem support team.

1. Signin to your administrator account.
2. Inthe navigation panel on the ‘Competencies’ tile.
3. Thenclick on ‘Create Competency’ and ‘Add characteristic’.

When creating the performance levels we recommended using 10 levels so that users can self-rate
and be rated on a 1 to 10 scale. This also allows for the setting of targets and gradual progression
over longer time periods.

Completing a Skills Radar - User

Users/Learners can complete the skills assessment by signing into their Aptem account and clicking
on the ‘Learner Monitor’ tile.

1. |If the Skills Radar is part of a learning plan then the user can click on their ‘Learning Plan’ tile and
then find the Skills Radar item.

. Skills radar ' In progress
Skl Sean User clicks on ‘Dashboard’ to self-assess |~ Dashboard
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2. Clicking on ‘Dashboard’ will display the assessment for the user to assess themselves on each of
the behaviours, skills or competencies.

Competency dashboard
Skill Scan v
. . . . 1t 010 performance levels (may vary)
Z=
One column for each skill or competency.
20 February
User clicks on ‘Assess’ to rate themselves
ruary

Understand HR systems  \nderstand approaches.

R, e Ungerstand people and el S to customer and Know how to facilitate

Understand different  benefits of coaching to  organizational cultures, =2 o=

leadership styles. _ support people and equality, IMVPMW and o
inclusion.

ies and anagement including anisational
motivation techniques. ﬁg‘r:!igues D'E'EL:‘:'J‘E ‘emotional intelligence wo!bjmzs.
anednggoaliand | and managing confict.

improve performance.

3. Clicking on ‘Assess’ for an individual skill or competency allows a user to choose one of the
performance levels, set themselves a target level and choose a development action or task.

Understand organisational cultures, equality, diversity and inclusion.

Select relevant performance
level by clicking on rating.

Lo @ | Action plan
Level 9 é’ 207017018 (Level 8] Level &
| ' °l
| . °
Select action and/or set target
. @ ‘ - goal here.
Setect action
° -hone-
‘ ‘ Enter action
Level 4 (7] Select goal
~none-
Level 3 [7] ‘ Date to complete
Level 2 (7] . .
) - Click on ‘browse’ to select a file
. ° / (evidence) from their computer
: I |

Evidence discussed
— Add any additional notes here
= / then click on ‘confirm’.

-
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Assessing and viewing a Skills Radar - Administrator
Administrators can review and also assess a user’s skills scan and view a radar plot of their progress.

If the user had completed the skills radar as part of a learning plan then click on the Learning Plan
tile in the navigation panel and search for the user to view their learning plan. Find the Skill Radar
item then click on ‘Dashboard’ to view the details.

Alternatively from the ‘Competencies’ section of a user’s profile page, click on ‘Dashboard’ to rate
the user against the performance levels for the competencies or skills.

v Competencies

Click on report to view the Skills radar chart
Competency name \

skill Sean Click on ‘Dashboard’ to assess the user > [ pachboard W Delete Report

Viewing a Skills Scan radar chart - Administrator

Clicking on the ‘Report’ link in the ‘Competencies’ section of a user’s profile page will display or
download a PDF report of their progress. The report displays a radar chart, and any progress notes
saved against each competency.

Skill Scan

Service user Harry Ahmed

Worker John A Brightwell
QO Goal
Leading People [ 0ar12iz017 John A Brightwell
W 06122017 Jobn A Brightwell
Decision Making Managing People

/ Each scan date shown in
separate colour

10
|
a
|
a
[}
L
'

Building

Management of Self - Relationships

Target goals shown as circles

Awareness of Self Communication

Operational Management

Project Management
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Managing e-signatures and compliance documents

Aptem can be used to complete, sign and counter sign documentation from all parties who use the
system. Many externally funded programmes require the completion of compliance documentation
in order to prove registration, receive funding and demonstrate outcomes.

If enabled in your organisation account the following features are available:

Availability of compliance documents as electronic templates e.g. ILR, individual learning
plan.

Ability for users, learners, advisors and third parties (e.g. employers) to electronically sign
documents.

Automatic population of documentation with relevant information stored within Aptem.
Generation of signed documents in non-editable pdf format for audit purposes.

Creating or amending your electronic signature

Administrators, users, learners and employers will need to create an electronic signature before
documents can be signed. It is not necessary to create a signature in advance as Aptem will prompt
you to provide a signature sample when one is needed to complete a document.

As an administrator you can check and amend your signature at any time.
1. Signinto your administrator account.

2. Click on the arrow next to your name and choose the ‘My Profile’ option.

“ APT EM Help John Administrator v
Settings
[ ] Advice Users usage QOrganisations Qutcomes Milestone Sign out
generic report
Ho CV At risk Overdue
240 0 4

Administrator profile John A Brightwell

* Contact details

Positions

Administrator email address john.r

Click to create an electronic signature

Phone number

Postal address

create
prepare mandate

upload si?andate

Signature (no mandate)

N Wirlng

‘no mandate’ means that a scan of a paper mandate
confirming your signature has not yet been uploaded

Generate a printed mandate
to confirm your signature
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3. Inthe Contact details section of your profile, click on ‘create’ to add your e-signature. If you
have an existing signature it will be displayed in the Signature section of your profile. Creating a
new signature will overwrite your existing signature.

4. Asignature box will be displayed. Use your computer mouse or touchscreen to write your
signature in the box and then click ‘Save’.

Write your signature here

5. Your e-signature will now be available for use on all compliance documents within Aptem
User, learner and employer signatures

An employer with an Aptem account will be automatically prompted for an e-signature. They can
amend their signature using the process described above.

Similarly users and learners will also be prompted to create an e-signature the first time it is needed.
They can also amend their signature using the following steps:

1. Sign into their account, and click on the ‘v’ icon next to their profile name, and click on
‘Settings’. Their account settings will be displayed.

2. Next click on the ‘Signature sample’ option, and using their computer mouse or touch screen
draw or write their signature.

Account settings

Please provide your signature sample to be used for
Email and SMS settings P 4 ol P
About you

compliance documentation User writes their signature here
Signature
Signature sample Clear
Password and sign i . .
word and sign in / Click ‘Save’ to confirm

Validating e-signatures with signature mandates

Each user, learner, employer or advisor electronic signature will need to be validated by uploading to
Aptem a signed witnessed declaration that the e-signature is the individual’s signature.

To mandate an administrator’s signature:

1. Sign into your account, and click on Settings-My Profile to view the Contact details section of
your own profile.

2. If an e-signature has not been created then click on ‘create’.
Next click on ‘prepare mandate’ at the bottom of the Contact details section. A PDF document
will be either downloaded or displayed in a new window in your web browser. This document
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will display your signature, and a space for you to sign and date the form. There is also space for
someone to witness the signature.

4. Print the document on to paper and then sign and date it.

E-signature Declaration

| declare that this is my true signature as of todays date.

%d‘n / Image of signature stored in Aptem

Print then sign and date the form
Participant John A Brigy/
Signature: Z Date:
Advisor John A Brightwell
Signature: Date:

5. Print the document on to paper and then sign it.

6. Either scan or take a digital photo of the signed declaration, and save this file to your computer.
It can be in jpeg, MS word or PDF format.

7. Click on ‘upload signed mandate’ at the bottom of the Contact details section of your profile.

Mardate | Select file

You can upload the following decument types: #.doc, *docx, *.pdf, *.jpeg

Next click on ‘Select file’ and choose the appropriate file saved on your computer, then click
‘Save’. The electronic version of the mandate will be saved in Aptem and the signature is valid
for compliance documentation.

To mandate a user’s signature:

1. Sign into your account, and click on the ‘Users’ tile to view a list of learners in your account.
Next search for the relevant learner’s name in the list and click on their name to view their
Profile page.

2. Follow the steps above using the ‘create’/ ‘prepare mandate’ / ‘upload signed mandate’ links in
the Contact details section of the individual profile page.
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Managing compliance documentation

Templates for relevant compliance documents will be available for each user within your account.
Examples of available documents include: ILR (Individual Learning Record), commitment statement,
and written agreements that need to be signed by the user and your organisation and/or a third
party such as an employer. This feature needs to be enabled within your account.

Each document will be prepopulated with information available within Aptem. For example, ILRs
will be populated with learner names, contact details and other information collected directly from
users by the Onboarding Wizard or where provided elsewhere within Aptem such as qualification
aims.

Overall the process can be summarised as follows:

Compliance . Third party
Administrator
document User prompted to employer then
checks document . . L
prepopulated electronically sign Administrator
. where necessary .
with user . document prompted to e-sign
. . correcting data
information document

For an individual user all relevant compliance documents are attached to their user profile. In
addition administrators and users will automatically receive notifications in the Collaboration Centre
when documents require e-signatures, and administrators have access to reports displaying the
signature status of compliance documentation for their learners.

Checking the status of compliance documents for an individual

All compliance documents are created in draft format with the ability to amend relevant data fields
according to the circumstances of the user and programme they are completing. These are
displayed in the ‘Compliance documents’ section of the user’s profile, from which:

e A new compliance document can be created

e The signature status of existing documents can be checked

e Document content can be updated and saved as a new version for signature.
e Scanned paper versions of completed documents can be uploaded to Aptem.

1. Sign into your account, and click on the ‘Users’ tile to view a list of learners in your account.
Next search for the relevant learner’s name in the list and click on their name to view their
Profile page.

2. Scroll down to the ‘Compliance documents’ section of the User’s profile. This section displays all
relevant compliance documents attached to their programme with Aptem.
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Click a date to view Amend an existing Click to upload a scanned
that document document copy of document

¥ Compliance documents

\

¥ Commitment Statement (3 )

PILP (1) 0 needssigning ™ ypgage Upload

Name Date Programme \

™ Update Upload

22/02)2018 Demo delivery programme
/

07/11/2017 Demo delivery programme

4

22/09/2017 Demo delivery programme

o ™ create Upload

a /D Create [ Upload

Z

Click arrow to list older versions Create a first version for user signature

The number next to each document lists the number of versions created to date. Clicking on
the arrow P> will display a list of all previous document versions.

Each version of a document is date stamped. Clicking on the date of document allows it to
be viewed in PDF format which can be printed or saved for reference.

The status column indicates whether the document needs signing or is fully signed. This will
be blank if a document is yet to be created.

If there are changes to the user’s details, circumstances or programme then these
documents can be amended by clicking on ‘Update’. Depending on the changes made some
documents will need to be resigned by the user, employer and your organisation.
Compliance documents that are yet to be created will be shown with a zero count. Click on
the ‘Create’ link to generate the document. See section Creating a compliance document for

a user to sign below

Creating a compliance document for a user to sign

Compliance documents can be generated from the ‘Compliance documents’ section of a user’s

profile:

1. Sign into your account, and locate the profile page for the relevant user.

2. Within the ‘Compliance documents’ section of their profile click on ‘Create’ for the relevant
document. The document will be displayed in a pop-up window.

3. Fields within the document will be automatically populated where relevant information is

available. These fields cannot be directly edited in the document. For example if the user’s
name is misspelt or details are incorrect then these will need to be changed by editing the
user’s profile page first (see section User Profile Report) before recreating the document by

clicking on the relevant ‘Create’ link.
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Other details such as programme details, learning activities and qualification aims will be
automatically completed from the Aptem programme that the user is assigned to. If these are
incorrect then these details will need to be amended — either contact your organisation’s Aptem
super administrator or the Aptem Support Team.

Pre-populated information, if incorrect then Programme details are pre-populated
edit the details in the user’s profile page from the user’s programme
I'Funding Aggncy Europ Union I

Demo delivery programme Commitment Stateme

This is a statement of comrlitment between the Employer, the Apprentice and
Provider) detailing the support and expectation of each party to aid the succ
Apprenticeship.

monstration group (Main
ful achievement of the

This document must be fully dompleted, signed and dated by all three
(any subsequent changeas to any of the content of this document or t
updated commitment statemeht supplied to all parties)

rties and each party must retain a copy
Apprenticeship must be noted and an

Note: Afprentfoes aged 15 — 17 \at the start of their Apprentigéship must have their Commitment statement
signed by their Parent or Legal rdian

Apprentice Name Jamie Hall Job/Title

Team Leader “ Standard .
Apprenticeship Title Apprenticeship z Apprenticeship Level 3

Standard Framework |:|
Apprenticeship Start Apprenticeship Planned
Date 06/05/2017 End Date 01/05/2018
Manager Name Manager lob Title
Employer ACME Incorporated Employer Postcode DAS 91Y

Information fields that can be edited will be

highlighted in yellow

Administration costs directly \inked to training and assessment, including end-point assessment. This
includes costs relating to the development of teaching materials, lesson planning, the processing of the
ILR and quality assurance

End Point Assessment Organisation:
Assessment Organisation | Postcode

In Accordance with Data Protection Act 1998 and with the Apprentices agreement, will provide the End
Point Assessment Organisation with the required Apprentice details to allow the End Point Assessment, any
possible retakes and certification to take place

H ‘ 7
Detail below the arrangements for end-point assessment including arrangem) When complete click ‘Save
[

Cancel Save

4. Once all relevant fields have been completed click on ‘BENE. The electronic document will be
saved against the learner’s profile. The status for document in the Compliance Documents
section will be updated, and the next signatory will be automatically notified through Aptem.
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¥ Compliance documents
Status will be updated to “needs signing”

Hame Date Programme Reset Status

¥ Commitment Statement (1) O fully signed & Update Uplead

22/02/2018 Demo delivery programme

> ILP (1) 0 needssigning ™ 5 gate Upload

Noftifying employers and users to sign a document

Once a compliance document has been created all signatories (e.g. the learner, their employer, their
tutor) will be automatically notified in turn depending on who next needs to sign the document.
Within Aptem the tutor or organisation’s administrator is the last person to sign the document.

Contact s=arch JOhr‘I E BI’ightWEll History search

Employers, Users, Learners and Administrators Please provide your signature for Commitment

it i Statement compliance document
L]
are notified through the collaboration centre e

when a document needs signing. /OpenComplianceDocument?userld=186971

16:07, 17 September 2017

John E Brightwell
Please provide your signature Please provide your signature for Commitment
forL... Statement compliance document

/MWS. Pdf/MessageLink

i 0penComplianceDocur§n§use\rld= 186971 v

S

Click on document link to review, edit and sign the document

1. A notification will be sent via the Collaboration Centre, and the person will also receive an email

informing them they have a new message.

2. When the signatory clicks on the link the document will be displayed. Depending on the
document they may be able to edit or correct some information fields. These fields will be
highlighted in yellow.

3. Atthe end of the document the user will need to click in the relevant box to sign the document

with their e-signature and confirm their agreement.

Signatures:
LEEITAT Click here to sign BEiTEE
e
- H ‘ ’
— Date: When complete click ‘Save
Click to sign. iz

Cancel Save
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4. Finally the user will need to click ‘Save’ to confirm their signature and any changes that have
been made. Animage of the users e-signature will be added to the document and the signature
will be automatically stamped with the current date.

Monitoring the status of compliance documents

All Aptem users (administrators, employers, users/ learners) can review the status of available
compliance documents that they are responsible for signing. Users can only access their own
documents.

Monitoring signatures for Administrators and Employers

Administrators can check the status of users in their account. Employers can also check the status of
compliance documentation for their employees.

1. Signinto your administrator account.

2. Inthe Navigation panel click on the ‘Signatures’ tile. The Compliance document signatures
report will be displayed.

Signatures Supporting Collaboration Courses Course Course reports
materials centre assessment

3. The signature report shows the signature status for all compliance documents that have been
‘created’ for each user in your account. The list can be searched and filtered by user name,
document name, signatory status and whether the e-signature mandate has been completed.

Click to review or

Filter by signature status of users/learner, employer and admin/tutor
update a document

Compliance docw?ént signatures \
User signature:  Select Employer signature:  Select Admin signature: Select
User name: | Document name: | Document mandate:
Owner: L Employer: v Search
Document name & User name Case owner Date User signature Employer signature Admin signature
Commitment Statement Harry Ahmed John A Brightwell 15/03/2018  Yes (no mandate)  John E Brightwell {no mandate) John A Brightwell ino mandate) Update
Commitment Statement Jamie Hall John A Brightwell 18/10/2017  No John E Brightwell (no mandate) Ne Update
Commitment Statement 5T Apprentice Steve Ford 31/01/2018  No Ne MNe Update
Commitment Statement Jagmine Leamer 7 Lou James 15/01/2018  Yes No No Update
Commitment Statement rew smith Richard Alberg 10/01/2018  Yes Ne No Update
Page of5 b M
Click on user name to view their profile Status of signature and if no mandate.
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e Each of the columns ‘User signature’, ‘Employer signature’ and ‘Admin signature’ shows the
signatory status of the specific document. There are three possible signature statuses. No:
has not been signed; ‘Yes (no mandate)’ where an e-signature has been added to the
document but the signature mandate declaration has not been uploaded; and ‘Yes'.

e The list can be searched by completing the relevant information and clicking on ‘Search’.

e C(Clicking on the ‘Update’ link for a document/user will display that document for review and
signature.

Administrators and employers can use this report to find and sign outstanding documents that
require their signature.

Monitoring signatures for users and learners
Users can check the status of their own compliance documentation by:

1. Signing in to their Aptem account and clicking on the ‘Documents’ tile in the navigation panel.

ePortfolio Documents Learning plan Course [ ]

Progress Test for TranfsSkills

N + 0% 16%

2. The Documents report lists all documents generated in their Aptem account. The ‘Compliance
documents’ section lists the current and earlier versions of documents created for them.

Documents Click here for help @
@ Patﬂ - This page stores useful evidence of skill development and progress you have achieved using Aptem.
By default each section is displayed in compact mode. The user needs to Users can update
click on each document name to view the date(s) of each version some documents
Programme
™ Update
12/01/2018 Demo delivery programme
17/11/2017 Demo delivery programme
» ILR (1) ™ Update
» Learning Plan Review ( 1) ™ Update
» Off the Job Training Evidence ( 1)
Click arrow to list older versions Click a date to view that document version
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Individual Learner Records (ILR)

Aptem has implemented the UK government’s specification for the Individual Learner Record (ILR) to
enable efficient collection of required data from colleges and training providers.

If enabled within your organisation’s account the ILR feature will be enabled for all learners, or if
available can be enabled through a programme for specific groups of users by enabling the ILR token

in Programme Manager.

If the ILR is enabled then users will be able to partially complete the ILR when they access their
Aptem accounts. Administrators can then review, edit, track and amend ILRs. The ILRs can be
internally verified before being batch uploaded to the Education and Skills Funding Agency.

Reviewing and editing ILR records

1. Signin to your administrator account and in the navigation panel click on the ILR tile which will
display the Individual Learner Records page.

- - ILR

e The Individual Learner Records page lists all users in your Aptem account with an ILR.

Collaboration Programmes
centre

Hew messages

0

You can search for individual users by name, unique learner number, learner record number,
and by status (Newly submitted, signature required, signed, QA verified, or completed).

Individual Learner Records

User Name: | un [ ] statws

Group: Select groups v LRN ’7

User full name ULN LRN Group Date signed Edit
Apprenticeship Demonstration

»

Porter Monson 9999999999 MWSEB0WWE119

Group 4
Joe Apprentice 9999999999 MWS469MAYE30 Corndel Demo ¥ ’
South Essex Student Click ‘edit’ icon to view ILR for a user nstration P

e C(Clicking the edit icon against a user’s name will display the ILR for that individual.

The ILR page contains 3 tabs:

e User which displays the Learner Details Data Capture Form.

e Admin which covers the fields completed by the training provider including the capture of
qualification aims and learner destination information.

e |LP (Individual Learning Plan)
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All changes to the individual’s ILR are tracked and previous versions are saved in XML format.

Learner Details Data Capture Form (User tab)

Individual learner record Audittrail  Show history  PrintILR  PrintILP  Exportto XML  Close

Admin ILP

Individualised Learner Record 2017/18 - Learner Details Data Capture Form

Family name® I Earls [

Click here to view earlier versions, print the
ILR or export to XML format

Given names” l Peter

Nata ~AF hirth* T

Qualification and provider details (Admin tab)

The Admin tab displays ILR sections for training provider administration, including ID verification,
next of kin, learner funding and monitoring, and sections to add qualification aims and learner
destination information to the ILR.

Note that for a specific learning programme these details can be prepopulated — but changes must
be made on each individual ILR.

Individual learner record Audit trail  Show history  PrintILR  PrintILP  ExporttoXML Close

User ILP

Qualification delivery location postcode | HA4 9LT

UKPRN 10001149 Learner reference number WSBB0WWE 1
UKPRHM in previous year Learner reference number in |

previous year
ULH 9999999999 Planned employability,

enrichment and pastoral hours

Planned learning hours 150

ID verification

1D verified [] Detaﬂ.s|

To add a qualification aim to the ILR, scroll down to the bottom of the Admin tab and click on the
‘add’ button.

Aims
Fill from template
Learner destination and progression

A screen will be displayed which is used to collect the required learning start, delivery and end
information. Complete the relevant information and click on the ‘Save’ button.
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Learning start information Learning delivery funding and monitoring (FAM) Learning end information
information

Learning aim reference Funding indicator Learning actual end
) ) date B

Aim type Completion status The learner is continuing Outcome

Delivery location postcode Percentage of online delivery Withdrawal reason

Learning start date Employment outcome

Learning planned end date Achievement date

Original learning start date

=
.

Funding adjustment for prior
learning
Other funding adjustment

(EETEETE

The ILP tab displays the Individual Learner Plan for the user. Learner specific interventions and
reviews can be recorded here.

Individual learner record Audit tral  Showhistory  PrintILR  PrintILP  ExporttoXML  Close

User Admin ILP

Individual Learning Plan

Funding adjustment: | Funded

Interventions and reviews

Add Remember to click ‘save’ once edits or

/ additions have been made.

Save

Exporting ILR records to XML

Aptem can automatically generate the official XML format for the review of individual learning
records and batch uploads to the ESFA.

To generate the XML file for an individual:

e Follow the steps in the previous section to access the Individual learner record page for a
learner.

e C(Click on the Export to XML link. This will download an XML file to your computer, which can be
viewed as a text file or by XML reader software.

Individual learner record Audit tral  Show history  Print ILR Pn'ntl(E Export to JML ) Close

Individual Learning Plan

To generate a batch file for upload to the ESFA (this feature must be enabled in your account).

e In the navigation panel click on the ‘Learning plans’ tile.

e Use the various filters to select the required learners, next click on ‘Get ILR batch’ and an XML
file will be generated and downloaded to your computer. This file can be uploaded to the ESFA
Hub.
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Learning plans

Get ILR batch

Student name: [

) e [ ] s

Rejected assessments: Al v
Start date: Planned end date: Group:
L

ILR work flow within Aptem

There are two potential work flows for managing ILRs within Aptem, depending on whether the
user initially completes the ILR with the tutor or remotely. This is shown in the following flow chart.

ILR template
created and
prepnonulated

Workflow 1
Admin checks Admin makes any
user’s data (ILR edits and clicks
Tile) ‘Verifv’

Workflow

Admin checks
user’s data (ILR
Tile)

If admin has
made edits

\4
A

MIS team check ILR ILRs edited for

ILRs confirmed as
entries errors

validated

MIS team upload MIS team create
batch XML file to XML batch file in
ESFA Aptem

Aptem Super Administrator | | Tutor / Administrator | _ Your MIS team
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Aptem is proud to give an award winning service

The Telegraph
Tech Start-Up

100

=™ CLASS OF 2011

&Cahinet_Ofﬁce
Innovation Launch Pad

Microsoft

BizSpark

NATIONAL ONLINE RECRUITM! AWA

FINALIST 2010

Like to get in touch?

Simply call 020 7870 1000
or email us at iInfo@mwstechnology.com
or you can visit www.mwstechnology.com

@ APTEM
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Appendix A: Setting up an account for a user
This section explains how to create an Aptem account for a user.

There are three methods for creating a new user account within Aptem, depending on the features
available in your administrator account:

e Invite a person by manually sending them an access code.
e Invite a person using the “Create new user” feature.
e Upload a list of people to invite them to Aptem.

The first method requires the user to register their email address with Aptem. The other two
methods automatically create accounts and sends an activation message to the user’s email address.

Method 1: Access Codes:

Use this method if your organisation has purchased a set number of access codes. Users will need to
register their email address and choose a password on the sign up page, then use their access code
after they have activated their account.

1. Signin to your administrator account.
2. Inthe Navigation panel click on the Access Codes tile.

Found work Activations Access codes Users
Last 30 days Last 30 days Expi
0 2

3. The Access Codes report will be displayed.

wi

a. Filter the codes by using the “Group” filter, if needed, to find codes for the required group
within your account.

b. From the “Status” list select ‘Not activated’.

c. Click the Search button to display a list of unactivated codes for the required group.
A list of available access codes will be displayed. Copy an access code from the list and
communicate the code to the user with instructions for them to sign up their email address
at www.aptem.co.uk. They will need to click on the link “Click here to register with an access

code” sited at the top of the left hand panel. After creating an account with their email
address. They will then need to enter their access code after activating their account.
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http://www.aptem.co.uk/
https://aptem.co.uk/MWS.Users/Account/Register

Select the relevant
group here

AN

"]

Select “Not activated”

Access codes

Code: Group: | Select groups v

——

Creator email |

Code Status
IVYXL-VVERA “
L93XJ-PEYNA
NXBD6-UCAIP X

Registered email

test1705@zxc.zxc

Adar343@gmail.com

twaveaccess3@gmail.com

Status: | --Any-- Activated from
Issued from
Description Group Date
issued
Work Program Admin SFATEST 17705/2013

to
to
Date activated Creator email

17/06/2013

SFATEST  06/09/2013 06/09/2013

& Export to cSV
X

Click ‘Search’ to view a
list of available codes

Available codes displayed here

Note: Clicking on the ‘Export to CSV’ link saves the list of available access codes. For more

details please refer to the section managing access codes

4. Next forward the access code to the user, so they can create an Aptem account.

User creates an Aptem account

The user will need to use a web browser to enter their details into the Aptem sign-up page at
www.aptem.co.uk in order to register an account.

F 1

Already a user?
Sign in here.

@ APTEM

c

Tick the box and
click on the
‘Register’ button.

—>

reate a personal account

Your name

Need help signing in? \. 020 7870 1000

Type your email address here.
You will need to type it twice.

| First name ‘ Last name

Please provide your email address so we can send you your actj

V4

| you@youremail.com

Confirm email address

| you@youremail.com

Fick a user name

4

| Username

Choose a password Retype your password

Code O 1T you Nave been miormed
that self-registration is enabled. If
neither apply, please contact the

Choose a simple user name
that you can easily remember.

Aptem. Type it into BOTH email
fields and please ensure you do this
accurately.

Please choose and enter a
username. You will need to

Choose your own password. At
least six characters and one

| Password o, | Passwacd
v I

I'm not a robot

(] | agree to the Aptem terms & conditions and privacy policy

you can remember.

Finally, we need you to complete
il K

Tick this box to prove you are
not a robot. You may then
need to select some images
e.g. choose the pictures of cars.

The user must now check their email account for an activation email. The subject line of the email
will be “Aptem Account Activation”.

This email contains a link that confirms the user’s or user’s email address. They will need to click on
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http://www.aptem.co.uk/

this link to complete the registration process and later enter the access code you have provided to
them.

S APTEM Welcome...

Aptem Account activation

Dear Mark James Click on this link to complete the
registration process.

Thank you for registering for an Aptem account.

Please click here to activate your account.

If the above does notwork, click on this link:
hitp:/app. myworksearch.co.uk/MWS UsersiAccount/activate
and enter the code: Fg2v

‘We will send you an email confirming that your account has
been activated. If you experience any difficulties please ask
for help from the person who provided you with your
MyWorkSearch account or call the MyWorkSearch support
team on 020 7870 1000.

After clicking on the activation link the user will be shown the Aptem login page and a confirmation
message that registration was successful. The user should then sign in using the same username and
password combination they chose during the registration process.

To use Aptem the user will need to enter the 11 character access code you have given them. To
avoid errors we recommend copying and pasting the code into this page.

5 APTE M Help Mark James Vv

Powered by Aptem
- Learner monitor Applications

Hi, Mark James. Welcome to MyWorl

Copy the account access code and paste
it here. Then click on ‘Subscribe’.

H Subscription

YYou are nearty there!

Support

Please enter the 11 charj
with. You may find it

er MyWorkSearch access code that you have been provided
L ier to copy and paste the code.
=  Your Subscription

Enter your Access Code

The user then clicks on the “Subscribe” button and this activates their account. They will be asked to
complete further screens called “About You” and “How we can help” before accessing their home
page.
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Method 2: Create an account for an individual user

Use this method if you have permission to create an unlimited number of Aptem accounts.

1. Signinto your administrator account.

2. Inthe Navigation panel click on the ‘Users Overview’ tile to display the Users Group Profile page.

Help Users usage Users overview | Organisations
Have overdue tasks To contact
24 Enrolled 3 0

3. Inthe Users Group Profile click on the ‘new user’ link.

) Click on ‘new user’ IinkJ
Users Group Profile T
¥ Qverview ™ new user =] upload users account activation report users report
Number of active users 19 tdsend group message
Number of users invited 22 add group task
Number of expired users 1 add task to users
Number of users ‘got a job’ 12 got a job report

Note: an alternative is to click on the Users tile to view the Users Page and then click on the ‘Create’

link.

4. The ‘Add User’ page will be displayed.

a.

m o o T

You will need to select ‘User’ from the user type options. If enabled your account may also
allow you to create administrator accounts or accounts for employers or prospects to check
progress of their employees/placements.

Enter the user’s first name, last name and email address, and confirm the email address.
Select the group, if appropriate, to which the user should be allocated.

Complete the address fields and other contact information for the user.

By default the administrator creating the new user account will be assigned as the case
owner for that user. If you wish the user to be assigned to another person within your
organisation then select their administrator account from the case owner dropdown list.

If your organisation is using Aptem on behalf of a third party referral organisation, then the
select the organisation and branch from the ‘Referrer’ list in order to associate the user with
the referral organisation.

Optional. If needed use the reference number box to store your organisation’s id number for
the user. The ‘user registration number’ can be used for an awarding body reference
number and will be printed on any course reports.

If required, choose a Programme for the new user. Programmes allow access to specific
Aptem features and activities in a structured way that mirrors your organisation’s processes.
If a programme is selected then user will automatically begin the programme when they log
into their account.

Finally click on the ‘Create’ button. This will create the account and send an activation email
to the user.
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Add User

User Type (M)

® yser O Prospect (0] Employer {—

First Name (M) firstname

Surname (M) [iastname
Email (M)

Confirm Emai (M)

youd youremail.com

youd youremail.com

Create accounts for user, employer
or prospect (if enabled)

Type user’s name and email
address here

Group (M)
Postcode
Address 1

Address 2

Demo Group (3266)

Select the relevant group

Town/City

Choose a ‘Case Owner’ for the user

County

Country

Case owner

Referrer

Referrer address

Referrer contact

Employer

Optional - use Reference Number to
save your organisation’s reference,
and User Registration Number for an
awarding body reference.

If required select a programme for
the user.

Reference Mumber (0) : | refpumber

B ‘ /
-select- v |4

v

v
-select- ’ /

Click ‘Create’ to send an invitation
to the user.

User Registration [User Registration Number
Number
Apply program Demo 29/3/2016 ]

e The user must now check their email account for an activation email. The subject line of the

email will be “Aptem Account Activation”.

This email contains a link that confirms the user’s or user’s email address. Clicking on the
activation link will display the Activate Account page where the user must provide a
password for their account. They can also change their login name.

Powered by Aptem

W activate account

Not a member of
MyWorkSearch?

Y Take the tour

Read more about us

A APTEM

Activate account

Please choose a login and password

Login:
Password:

|aptemtest@

Confirm password:

Mark James v

Help

.. Site monitor

User can change their
login name

Click register to confirm

Aptem account.

password and sign into their
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Method 3: Create accounts for a batch of users

You may use this method if the bulk upload function has been enabled for your account. This
function allows you invite a list of users en masse to activate an Aptem account, and is more
efficient than individually entering each person’s details as in method 2 above.

1. Using Microsoft Excel (or similar software) create a list of the users’ details as follows, with the
following columns: First Name, Last Name, Email, Reference Number and Group.
a. Label the columns: First Name, Last Name, Email, Reference Number and Group. A sample
template is available from the Aptem support team.
b. Enter details using one row per person. Check that there are no spaces in the email
addresses. Note that the Reference Number column can be left blank.
2. Save the file using CSV file type shown as “CSV (Comma delimited) (*.csv)” in Microsoft Excel’s
save as list.

3. Signin to your administrator account.
4. Inthe Navigation panel click on the ‘Users Overview’ tile to display the Users Group Profile page.

Help Users usage Users overview | Organisations

Have overdue tasks

24

To contact

Enrolled 3 0

5. Next click on the ‘upload users’ link.

Click on ‘upload users’ link

Users Group Profile / Select groups =

v Overview ™ new user 5] upload users |<| account activation report [Z users report

Number of active users 19 < send group message

6. The upload window will be displayed.

You can upload a CSV file with users. See Help for file format . . .
Click on ‘Select file’ to find your

saved list on your computer

Please ensure that the file size doesn't exceed the limjt of

My file uses this separator to split data

Group | Demonstration group .
Create duplicates as | User .

B4 he first row of my fite is the header

[ send invitations
Cancel

Click on ‘Upload’ to import the list
of user to Aptem.

a. Click on the select file button and browse to the saved list of users (CSV file) on your

computer. If the group column is empty for any of the users then they will be added to the
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group shown on the screen — this can be changed by using the dropdown lit.
If you do not want email invitations to be automatically sent out to the new users then
untick the ‘Send invitations’ box. Next click on the ‘Upload’ button.

b. The information in the CSV file will be processed and displayed onscreen for you to check

before proceeding with creating accounts for each of the individuals in the list.

Import users

Firstname Lastname Email Reference number Group Name Message

TestUser1 Samplel mws1@easystats.co.uk REF1112233 Demo Group

Page[ 1 |of1

Check the list and click on ‘Import’
to create Aptem accounts.

c. Click on ‘Import’ to confirm that you wish to create Aptem accounts for each person in the
list.

d. A confirmation message will be displayed stating how many people were imported. An
account will be created for each person on the list with a valid entry. If the ‘send invitations’
box was ticked then each person will receive an activation email. They will need to click the

in the email and create a password for their account (see Method 2 above).

Import users

|0 Upload results

Firstname Lastname up Mame Message
/ ﬂ
TestUser1 samplet WUpdated: 0, Canceled: 0, Fm‘led:D Group Successfuly imported /
ok | Click here to view a csv file

showing the import status of
each person in the list

e. Click on ‘OK’ to finish. You have the option to view a confirmation report of people
uploaded to your account. Click on the ‘Export results’ link to open a file showing the status
of the upload. You can check if there were any errors which prevented an invitation being
sent. For example, missing name or email address, an invalid email address, or if an email
address in the list had previously been used to create an Aptem account.
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Issues with account subscriptions

The process for opening an Aptem account differs slightly depending on whether the user or an
administrator registered the account:

User registers an account: (Method 1)

User receives
access code
(via email, text
or telephone).

s

User enters
details (name /
email) at sign-up
page.

s

User receives an

email with a link
to confirm their
email address.

=

User signs in and
uses their access
code to access
Aptem.

An Advisor registers an account using either “Add user” or “Bulk upload” process (Method 2 or 3):

Advisor uploads

or enters User(s)

names and email
address

=

User(s) receives
an email with a
link to confirm
their email
address.

=

User clicks on
email link to
create a password
and access their
account.

All Aptem users will receive an activation link via email. Only after they have confirmed their email
address by clicking on the link will they be able to sign into their Aptem account.

See below for a list of solutions to typical issues encountered with account activation.

Does the user need to register with Aptem using the same email address that received their access

code?

No, the user is free to choose their preferred email address for registering with Aptem, even if they

received the access code at a different email address.

If the advisor created the account then the activation email will be sent to the email address stored

in Aptem. After logging into their account the user can click on ‘Account Settings’ beside their name

located top right of the screen to change the email address associated with their account.

A user has not received their ‘confirm my email address’ email.

Account confirmation emails are automatically sent to the email address that either (1) the user has

typed into the sign up page, or (2) the advisor has typed in the ‘Add User’ page.

If the user self-registered then:

e  Firstly ask the user to check the junk or spam folder of their email account.

e Ask the user to sign in at http://login.Aptem.co.uk using their chosen user name and
password combination. If the account has not been activated then an option to resend the
activation email will be displayed.
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e If the user still does not receive the confirmation email then it is likely that they have
mistyped their email address. They will need to go to www.aptem.co.uk, and click on the
link “Click here to register with an access code” sited at the top of the left hand panel. They
will need to start again by entering their name and correct email address, and choosing a
new username and password. The user will not be able to use the same username as before
— but their unused access code will still be valid.

If an advisor registered the account then:

e  Firstly ask the user to check the junk or spam folder of their email account. Note that if the
user has a Gmail account they should also check the ‘Social’ and ‘Promotions’ tabs.

e Check that the correct email address has been used.

e Use the Users Report to search for the user, then click on their name to view their profile.

User profile Mark Smith Owner: John Administrator
¥ Contact Details <) send message 23 communication report < send invitation [5] edit users details
User Email Address ¥t P A

Phone Number

Postal Address

Check that the user email address is correct. If not then click on ‘edit users details’ to change the

email address.
Next click ‘send invitation’ this will send a new activation email to the email address provided.

A user has forgotten their password and cannot log into their Aptem account.

From the Aptem login page http://login.Aptem.co.uk the user can click on the “Forgotten password”
link. They will then be able to enter either their username or email address to receive an email
containing a link to reset their password.

A user has forgotten their Aptem username and cannot log into their Aptem account.

If a user cannot remember their username and has lost their original activation email they can use
the username recovery link on the login page. Alternatively, they can contact the Aptem client
support team on 020 7870 1000.
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http://www.aptem.co.uk/
https://aptem.co.uk/MWS.Users/Account/Register
http://login.myworksearch.co.uk/

A user has lost their access code.

A user cannot fully activate their account without the access code. If they do not have their access
code you can retrieve it from the Access Codes report in your advisor account if you know the email
address used to invite them.

Sign in to your tutor/advisor account. Click on the ‘Access Codes’ tile. Select the access code status
as “Not Activated”. Then search for the user using part of their email address. Any matching unused
access codes will be displayed.

A user no longer has access to the email account they used when registering with Aptem.

Using the Users Report in your administrator account check that you can see the individual among
the list of users and the associated email address. If you are able to authenticate the identity of the
user then you can change the email address to the user’s new email address. See the section
Managing Users within your account for more details.
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