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1. Work on a programme. 
 

a) Select ‘current programmes’ on the dashboard. 
 

 

 
 

b) Select ‘work on this programme’. 
 
2. Enter responses to the learning aspects for the programme. 
 

a) Select ‘Learning aspects’ from programme dashboard. 
 

 
 

b) Select ‘Edit Reponses’. 
 



  
 

 

 
 

c) Select the response option that most relates to how you feel 
about the learning aspect. 

 
d) Select ‘Save’ once done. 
 
e) Evidence and targets can be linked to learning aspects here. 
 
f) Select the learning aspect by clicking in the tick box.  
 
g) Chose targets or evidence from the drop down list and select 

‘Go’. 
 
h) Then either select ‘existing targets/evidence’ or ‘create a new 

target/evidence’. 
 
Note: Once any linked targets have been signed off by your tutor the 
learning aspect response option will turn green to show as complete.  
 
 
 



  
 
3. Create targets for the programme.  
 

 
 

a) Select ‘Targets’ from the programme dashboard. 
 
b) Select ‘New target’. 

 

 

 
 

c) Select ‘Save’ once done.  
 

 
 



  
 

d) Targets can be linked to learning aspects and evidence from 
here by selecting the links, ‘Learning aspects’ or ‘Evidence’. 

 
e) Once a target has been met, select the link ‘Mark as 

complete’. 
 

 
 

Note: Any learning aspects that are linked to targets will be updated to 
also show as complete once the target has been signed off by your 
tutor.  
 
4. Download evidence templates for the programme.  
 

a) Select ‘Evidence templates’ from programme dashboard. 
 

 
 

b) Select the name of the evidence to view or save the evidence 
template. 

 
5. Create evidence for the programme.  
 

a) Select ‘Evidence Locker’ from programme dashboard. 
 



  
 

 
 

b) Add new evidence by selecting the links provided.  
 

 
 

c) Select ‘Save’ once completed.  
 

 
 

d) Evidence can be linked to targets here. 
 
e) Select the evidence and the target from the drop down box 

and select ‘Go’. 
 



  
 
Note: Once evidence is signed off by your tutor the icon will turn 
green. Evidence that is linked to a target that is linked to a learning 
aspect will also turn the response option to green to show as 
complete.  
 
6. Download resources for the programme 
 

a) Select ‘Resources’ from the programme dashboard. 
 

 
 

b) Select the name of the resource to view or save.  
 
7. PDF version of the programme. 
 

a) Select ‘PDF Version’ from the programme dashboard. 
 
b) Select the aspects of the programme you want included in the 

PDF version. 
 
c) Select ‘Generate PDF Version’ of this programme. 

 
 


