=1 Skills &
Education
Group

Skills and Education Group
Centre Portal User Guide




=] Skills &
Education
CENTRE PORTAL USER GUIDE Group

Contents
1. INErOAUCHION catt e e e 3
2. ACCESS @Nd LOGIN .« e 3
3. Centre Portal Dashboard .........ccoviuiiiiiii 4
4. View and Edit User Profile........ciiiiiiiiiii e 5
D USEI Profile i 5
6. View and Download Secure DOCUMENES .....civviiiiiiiiiiniiiii e enaees 7
VIEeW JODS ISSUEA. ... et e e e e e aaee s 7
Search for Issued DOCUMENTS.....ouiiiii i e 9
(SN B To 17 o1 (o =To I 5 To Tl U1 o o 1= o | (=3 11
7. Notify Learners/Candidates......oviiiiiiiiiiiiii i i i i aaee s 12
Validate DOCUMENES ..o e e e e e eraneenas 15
Validate RECOIA. ... e e e ee e 15
Smart Verify POrtal.......ooiiiiii e 15
9. Order Documents **** Coming Soon **** e 15
Order Printed Copies of DOCUMENES .....viiiiiiiii i e 15
VIEW Previous Orders . ....ovii i s sneesnes 17
10. Learner Portal — Share Documents with Learners ..........ccovveviiiiiiiiniinennns 17
11. Adding New/Additional Centre USErS .....ccviiiiiiiiiiii i vecieeeea e 19
a. Editing @ uUser aCCoUNt. ... e 21
b. LocCKing @ USer aCCoUNE. . ..ottt i i 23
C. Deleting @ USer @CCOUNT . ...ttt i e e iaeeeeas 24

Issue 4 Page 2 of 24



=] Skills &
Education
CENTRE PORTAL USER GUIDE Group

1. Introduction

Skills and Education Group have partnered with Advanced Secure Technologies
to provide an online portal for centres to securely view, download and order
certification documents for learners undertaking courses at their centre.

2. Access and Login
The Centre Portal can be accessed at this URL:

https://centre.skillsandeducationgroup.co.uk/

On accessing the portal, the login screen is displayed:

"1 Skills &
Education
Group

Login

Welcome to the Skills & Education Group
Centre Portal

Use the Centre Portal to:
Login

. . 0 g o :
password a8
View pending rex View completed print jobs View or manage learner Place an order for printed
and records otifications documents

User accounts for each user who wishes to access the portal will be created by
Skills and Education Group. Please contact centresupport@skillsedugroup.co.uk
if you wish to have an account set up.

Login using the account details with which you are provided.

If you have forgotten your password, please click the “Forgot my password” link
and follow the instructions to retrieve your password.
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3. Centre Portal Dashboard

1 Skills& ~1
Education _ Basket — Current Order \:_::_ o I_L" Hi, Michael MW
Group Menu bar A

Dashboard Jobs lssued Records Downloads Store Orders

Dashboaird Centre/Site Toggle Button

Validate records tool
Validate Record
1
Reference

Orders

odes g = ) Kz
View details of orders placed o=
()
N AN\
\ ’—/
Download documents dashboard tile Download documents dashboard tile

Users Associated to Multiple Centres

Your user account will be set up by us to view records for the centres with which
you are associated. If you are associated with more than one centre, you can
switch between centres by selecting the relevant centre using the Centre/Site

Toggle button
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4. View and Edit User Profile

Your user profile can be accessed by clicking the user profile menu at the top
right-hand corner of the Centre Portal:

Skills &
1 Ggenion v .+.
Group

Dashboard Jobs Issued Records Downloads Store Orders

Dashboard

e To view your profile, click the "My Profile” link
e To logout of the application, click the “Logout” button

KM BELLEE 0

psh My Profile
' View and edit my profile

Logout

5. User Profile

Click on the “My Profile” link. You can add or change your profile picture by
clicking on the icon on the left-hand side, which, by default, shows your initials.

Profile

s

KM

Kevin Marchant

Personal Details

Change Password

You can change your password by clicking on the “"Change Password” button,
entering your current password, and then entering and confirming the new
password that you would like to set.
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Profile

Password
I

K M Current password®

R New password*
Kevin Marchant

Confirm password*
Personal Details

Change Password

Your personal details can be changed by clicking the “Personal Details” button.
Change any of the information and click the “Save” button.

Personal Details

First Name* Kevin

Middle name

Last Name* Marchant

User nome* kevinmarchant
Phone number

Email address* kevinmarchot@qualcert.co.uk
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6. View and Download Secure Documents

a. View Jobs Issued

Each batch of documents we publish for you to view in the Centre Portal can be
accessed and viewed within the ‘Jobs Issued’ menu:

1 Skills &
Education
Group

Dashboard Jobs Issued Records Downloacds Store Orders

A list of print jobs will be displayed, showing the date and time on which the
print job was issued.

Use the filter at the top of the grid to find specific print jobs. Advanced filtering

can be accessed by clicking the blue cog button:

Print Jobs
Q Search for any term.. Filter! -3
Reference Created by Records Notified Status Created on Actions
25/03/2020 16:46:08-132 . admin admin 144 0f1a4 25/03/2020 16:45:08
To view the details of a print job, click on the view button . This will show
each document issued in that print job.

Print Job € Back Export All
Documents Requested 144 Pending 0 Failed 0 Completed 144
Notified 0 of 144 completed

0.00% 0.00% 100.00%
Qualification Record type Student Notified Status Actions
George Patton (SEG Awards ABC Level 1 Certifi Transcript m Completed
Georg rds ABC Level 1 Certifi Certificate m Completed
George vards ABC Level 1 Certif ndividual Letter [ Not notitied | Completed
Charles Norris (SEG Awards ABC Level 3) Transeript [ ot nottied | Completed
Charles Norris (SEG Awards ABC Level 3) Certificate m R

Issue 4 Page 7 of 24



=] Skills &
Education
CENTRE PORTAL USER GUIDE Group

For each document you can:

1. View the details (data) of the record by clicking the View button:

2. Preview the paper document by clicking on the “Preview” button. This
will launch the Document Viewer window, and the document will be
displayed:

Robin David Banks
has been awarded the

SEG Awards ABC Level 4 Diploma
in Therapeutic Counselling

award Dats 2% May 2020
Qualification Ne 50082524

|'|'."4J'.||"i|.'r||-
| Carll dylan cpdnabyidsdeg '
SLLEF ;
/) & i
faul .4;1}}5,._.-_' = -
Faul Eeles %, ;;:
Chief Executive LT
Skills and Education Group Awards , esopsined wrileg oy

register ||||||, al.gov.uk

*Please note the above certificate does not contain the Skills and Education
Group Awards’ logo as this is an integral part of the certificate paper. The above
view is just a ‘print view’. A copy of the Digital Certificate can be seen within the
‘Records’ section.

Close the Document Viewer when you have finished viewing the document.
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b. Search for Issued Documents

It's also possible to search for and export issued documents for download. To do
so, click on the Records link on the menu:

=] Skills&
Education
Group

Dashboard Jobs Issued Records Downloads Store Orders

Use the filter at the top of the grid to find specific print jobs.

Records

o) Search for any term... Filter! 8

Advanced filtering can be accessed by clicking the blue cog button. Click “Filter”,
and the list of records will be displayed.

Records

0 Search for any term.. Filter! )

Reference Organisation EnrolmentNumber  Full Name Course Name Award Date Due Actions

3200655-01-9P0J AMS00001 Joan smith SEG Awards ABCE. 2020-03-24

63787465 01-M2FL ANMS0000I AMS000 0606 Fluff Fletcher SEG Awards ABC L. 2018-03-29

1282318-0+-F730 AMS00001 AMS0000480193 George Patton SEG Awards ABC L. 2020-03-25 o1/04/2020
For each record displayed it is possible to:

1. View the details (data) of the record by clicking the View button

2. Preview the electronic documents by clicking on the “Preview” button
This will launch the Document Viewer as previously described, however if
more than one document has been issued for the record, it is possible to
toggle between the available documents using the document selector:
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owen Random Chambers (SEG Awards ABC Entry Level Award)

| Individual Letter

Individual Letter
Regulated SEG Awards Certificate
Regulated SEG Awards eCertificate
o s FansCri
24 Regulated Transcript
Regulated eTranscript

Owen Random Chambers Document Ref: 27527952-01-7M8W

Connor Random Walker (SEG Awards ABC Level 4 Diplomcu)

Regulated SEG Awards eCertificate

— <4 Automatic Zoom

Education
Group

D Skills & Only valid when viewed on skillsandeducationgroup.co.uk

Connor Random Walker

has been awarded

SEG Awards ABC Level 4 Diploma
in Therapeutic Counselling

AL: ABC Test Centre
Award Date: 17 FeBruary 2020
Qualification No: 50092534

12

o Sdas

Paul Eeles
Chief Executive
Skills and Education Group Awards

ofqual

REGULATED

register.ofqual.gov.uk

3. Report an issue with the document by clicking on the “Report an Issue”

Issue 4

button

. This will send an email to us with details of the issue so that
we can consider it.
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It is also possible to export selected records for download as a folder of PDF
documents. To do so:

1. Select the records you wish to export. You can do this by ticking the check
box next to each record to be exported, or by ticking the check box next
to the grid title, which will select all records.

2. Click the “Export” button . You will be prompted to give the
export file a name for ease of reference in the Download Documents
screen.

c. Download Documents
Documents that have been exported to the Download Documents screen, will
appear here. To access the Download Documents screen either:

1. Click the Downloads button on the menu
"1 Skills &

Education
Group

Dashboard Jobs Issued Downloads Orders

2. Click the Downloads tile on the Dashboard
Dashboard

Validate Record

Reference

Orders

s e NN
View details of orders placed

)
illBe

A list of download files will be shown:

Downloads

Name Description Type Status ExpirationTime Actions
test test Documents Failed 25{03/2020
test test Documents Failed 25/03/2020

test test Documents Completed 25/03/2020
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To download the file, click the “"Download” button next to the relevant
download file. This will download a .zip file containing PDFs of each document in
the download file to a location you specify.

The download status is then displayed against the download file, showing
whether or not the download was successful.

It's also possible to report an issue from this screen:

Note that the documents downloaded are not for sharing with learners; they are
for internal audit and regulatory purposes only (e.g. to demonstrate awards that
have been given). Section 9 below describes how learners are able to view their
electronic certification documents.

7. Notify Learners/Candidates

As a centre you can notify learners/candidates that they have electronic
documents waiting for them through the portal. To do this please follow the
steps below:

1. Once logged in select ‘Jobs Issued’ and then click on the ‘Details’ icon
in the ‘Actions’ column.

=1 Skills&
Education @ 5t Michao MW
Group

Dashboard Jobs lssued Records Downloads Store Orders

Jobs Issued
Q Search for any term.. m

Referance Created by Records Notified Status Created on Actions
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2. Select which record type you want to notify the candidate about (you can
pick transcript, certificate or letter and it will notify the candidate about all

three at the same time) and click on the *Notify’ icon “ below the
‘Actions’ column.

Dashboard Jobs lssued Records Downloads Store Orders

Jobs lssued € Back Export All
Documents Requasted 3 Pending 0 Failed 0 Completed 3
Naotified 0 of 3 completad

0.00% 0.00% 100.00%
Qualification Record type Student Motified Status Actions
Samentha (SEG Awards ABC Lavel _ Transcript Samantha MNot notified Q D =
Samantna (SEG Awards ABC Lavel _ Cortificote Samantha Mot natifisd Q "1
Samainthe (866 Aweordls ABC Lovel _ Individual Letter Samanthe Mot natified QP =

3. This will now open up a notify box where you can enter the
leaner’s/candidate’s email address and then click on ‘Save & Notify’.

Motify Student

Cancel E Save & Motify

Notify Student

learnen@ho mc_org.ubd

Cancel
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4. Once you've clicked on ‘Save & Notify’ and refresh the page the status
below the *Notified’ column should change from ‘Not notified’ to ‘Email v"'.

Doshboord Jobs lesued Records Downloods Store Orders

Jobs lssued + Back
Documents Requested 3 Pending 0 Fadled 0 Completed
Quolfication Rocord typo Studant Motifiod Stotus Actions
ek it (oo
sotooies
e (Compeas
Dashboard Jobs Issued Records Downloads Store Orders
Jobs Issued € Back Export All
Documents Requested 268 Pending 0 Failed 0 Completed 268
Notifiod 6 of 268 completac
000% 0.00% 100.00%
Qualificartion Record type student Motified Status Actions

5 s ABC 15 vidua Letts

5. At this stage the learner/candidate will receive an email to let them know
they have electronic documents waiting and this email will also contain
their enrolment number, which they will need to register for an account.

Your record: Donald Duck your SEG Awards ABC Level 2 Award in MOT Testing (Classes 4 & 7) has been issued on the Skills & Education Group Secure Portal. To view this, please login using this link:
Skills & Education Group Learner Portal

You will need your Skills & Education Group Enrolment Number to register to use the portal. Your Enrolment Number is: AMS00009824708.

Please note: Due to Covid-19 we are currently only issuing Digital Certificates. Later this year you will be able to order paper certificates from your learner portal.

Thank you,

The Digital Certificate Team

6. The final stage is to email the candidate a copy of the ‘User Guide for
Learner Portal’ or ask them top download it from the website:
https://www.abcawards.co.uk/info-hub/ below the ‘Digital Certification’
heading.
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8. Validate Documents

a. Validate Record

Each document produced will have a unique reference number. By entering the
unique reference number in the “Validate Record” tool, the authenticity of the
document can be checked, along with its current status.

*Please note this will only validate Skills and Education Group certificates issued
after 237 March 2020.

=) Skills &
Education
Group

Dashboard Jobs Issued Records Downloads Store Orders

Dashboard

Validote Record

Reference

b. Smart Verify Portal

In addition, each document produced contains a Smart Verify Code; a QR code
which, when scanned using a device such as a mobile phone camera, will
redirect you to the Smart Verify Portal. This will display the electronic document,
together with key information about the document. Crucially, the Smart Verify
Portal provides the real-time status of the document. For example, whether the
document is valid, expired or cancelled.

9. Order Documents **** Coming Soon ****

This feature will be enabled shortly. When enabled, it will be possible to:

a. Order Printed Copies of Documents

Printed copies of secure documents for learners that have been issued can be
ordered via the Centre Portal. The process enables documents to be added to
the basket, then ordered in a single check out process. It is possible for
orders to be placed on account then invoiced back to the centre.
Alternatively, orders can be paid for by credit card via the portal.

When enabled, this will be accessed via the “Store” menu item:
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Dashboard Records Stora Ordars Print Jobs Downloads

Categories Q Search for a product..

B Document Reprint

Certificate Transcript

e Select the relevant product to order by clicking details. This will display
the learners for which the product can be ordered (i.e. all learners for
which that product type has been issued)

e Select the learner(s) for which you want to order that product type and
add to basket.

e Continue purchasing products until you are ready to checkout. Check
out can be initiated from within this progress, or by clicking the basket
item at the top right of the page.
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b. View Previous Orders

Previous orders placed can be viewed by clicking on the “Orders” button or
tile:

Jobs lssued Downloads Orders

Dashboard

Validate Record

Reference

Orders

View details of orders placed

10. Learner Portal — Share Documents with Learners

As described above, documents downloaded from the Centre Portal are only for
audit and regulatory purposes. They are not intended to be shared with learners.
Instead, learners will be able to access their own electronic documents in a
dedicated Learner Portal. This can be accessed here:

https://learner.skillsandeducationgroup.co.uk/

"1 Skills&
Education
Group

Login Register

Welcome to the Skills & Education Group
Learner Portal

Use the Learner Verification Portal to:
Login or Register

% A= .
e ®
a Lo

password a8

View electronic qualification Order printed copies of share your electronic Keep your personal details
and other secure qualification and other documents with third parties up to date by managing

documents. secure documents. by creating connections. your profile.
Login
F password
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The portal is available in all platforms (PC, tablet, smartphone).
Using the Learner Portal, learners can:

e Register an account to use the Learner Portal, using personal information
identifying them as the learner who took the relevant course

e View their electronic documents online in the secure Learner Portal

e Order printed copies of documents

e Share their electronic documents with others, such as potential employers

"1 Skills &
Education @ Hi. ConnorRandom CW
Group

Dashboard Documents Store Orders Connections

Welcome to the Skills & Education Group
Learner Portal

Documents Orders
You have 2 documents

View, report and order documents Lipesalveryonaliomec

Profile

Manage your personal details, M

social media and addresses

(e
=0

e

This is all undertaken within a secure portal, rather than by emailing PDF
documents. Whereas PDF documents are potentially unsecure, capable of being
tampered with and prone to being lost, the Learner Portal provides security,
validation and a single storage location for all a learner’s awards achieved with
Skills & Education Group.

= =1 Skills &
Education
_I Group

Dashboard Documents Store Orders Connections

Documents
Connor Random Walker (SEG Awards ABC Level 4 Connor Random Wulker(SEG Awards ABC Level 2)
Diplomu)
Reference 96107460-01-DELU
Reference 39057350-01-WTsW

This service will be available shortly, and we’ll contact you at that point.
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11. Adding New/Additional Centre Users

In release v1.0.4.376 a new feature was added which allows an ‘admin’ user at
the centre to add, lock and remove other centre users. To be able to view and
use these features you will need to have your existing account upgraded to a
Centre Admin Account. This can be done by sending a request to
centresupport@skillsedugroup.co.uk with a subject heading of ‘Centre Portal
Admin Account’. This request will also need to come from one of the main
contacts provided to us by you, such as:

e Head of Exams

e Head of Finance

e Head of Curriculum

e Head of Centre

e Head of Quality Assurance

Once the admin feature has been added to your account you will be able to view
an additional menu in the top bar called ‘Users’.
"1 Skills& .

Education o
Group

Hi, Michael MW

Dashboard Jobs Issued Records Downloads Store Orders Users

Dashboard

Validate Record

Reference

Orders

Jo —— o ) £
View details of orders placed =

When you click on ‘Users’ you will see a drop-down box with four options. To add
a user please select ‘All’.

E Skills &
" Education O % Hi Michael MW
Group

Dashboard Jobs Issued Records Downloads Store Orders -

Dashboard

Validate Record Pending

Reference Locked

Orders

VIEW

o)
||_I|?°

View details of orders placed
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On this screen you will see a list of current users, their status and a confirmation
tick if they are an admin and if their email address has been confirmed.

To start creating a new user account please press the ‘Create’ button in the top
right corner of the screen.

=1 Skills & .
Education o o Hi, Michael MW
Group
Dashboard Jobs lssued Records Downloads Store Orders Users
g
Q Search for any term Filter! .
Name Email Username Status 1s Admin Email Confirmed Actions
MW Michael White Michael @gm. Michoeh @gm.. ctive v v

Please complete all the fields, using the email address as the username. Please
make a note of the password you create as you will need to send this to the
newly set-up user. Once all the fields have been completed please press ‘save’
before exiting the screen.

1 gduca?ion o s Hi, Michael MW
D Group

bashboard Jobs Issued Records Downloads Store Orders Users

Users € Bac| v save | v
Add
Details
Username* anewuser@yohoo.couk
First Name* Anew
Last Name® User
Ermail* anewuser@ychoo.couk

Confirm# .........i
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Once you have saved the details you will be returned to the ‘Users’ view where
you will see the new user listed. You will also see three icons below the actions
menu where you can edit the user details, lock the user account or delete the
account completely.

D Skills & . )
Education @ &5 Hi Michael MW
Group
Dashboard Jobs Issued Records Downloads Store Orders Users
Users Create
Q Search for any term
Narme Email Username Status Is Admin Email Confirmed Actions
MW Michael White Michae @gm. Michaet @gm.. Active v v

a. Editing a user account
To edit a user’s details click the edit button in the ‘Actions’ menu.

D Skills & . )
Education o 1) Hi, Michael MW
Group
Dashboard Jobs Issued Records Downloads Store Orders Users
Users Create
Q Search for any term
Name Email Username Status Is Admin Email Confirmed Actions
AU  Anew User anewuser@yahooco..  anewuser@yahoo.co. Active x v n
MW Michael White Michaeh @gm... Michael @gm.. Active v v
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This will open up the screen below which allows you to edit/update all of the
fields and also give you the ability to make an account ‘inactive’.

Dashboard Jobs Issued Records Downloads Store Orders Users
Profile
s
A U Username® anewuser@yohoo.couk
First Name* Anew
Anew User
Active
Middle name
& Lock
Last Name* User
Ernail* anewuser@yahoo.co.uk Phone number
Passworc Date Of Birth
Confirm
No
Emai
Confirmed

Please note: If you edit a user’s email address they will need to verify the new
email address. A system generated email will be sent to the new email address
with a link to click to confirm the new email address. Until this is completed the
user will be unable to access their account.

Dashboard Jobs lssued Records Downloads Store Orders Users
Users Create
Q Search for any term. Filter! - ]
Name Email Username Status Is Admin Email Confirme d Actions
MW Michael white Michae Agm..  Michae @gm, v v
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b. Locking a user account

To lock a user account you need to click on the padlock below the ‘Actions’
heading next to the specific user. This will open up a ‘User Lockout’ menu where
you will need to enter a date (which must be in the future), use the drop-down
box to select the most appropriate reason and add any additional information
before clicking ‘Confirm’.

User Lockout

Lockout Date 18/06/2020

Lockout Reason Staff member is on long term sick

Staff member is on long term sick
Learner has outstanding debt
Staff member has been suspended

Additional
Information

Cuncc‘ m

Once you have completed the above stages the user status will be displayed as
‘locked’ within the ‘Users’ menu until the account is unlocked.

Dashboard Jobs Issued Records Downloads Store Orders Users

Users Create
Q Search for any term... m
Name Email Username Status Is Admin Email Confirmed Actions.
AU Anew User anewuser@yohoo.co X X F a8 09
MW Michael White Michael - Active v v
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c. Deleting a user account
Deleting a user is done by clicking the dustbin in the Actions menu for that user.

Dashboard Jobs Issued Records Downloads Store Orders

Users Create
Q Search for any term.. m

Name Email Username Status Is Admin Email Confirmed Actions.

AU  Anew User anewuser@yahoo.co. Locked X X = &,

MW Michael White . Michael 1 Active v v

Please be aware that deleting an account does not require confirmation.
Once you click on the dustbin the account will be deleted and you will be
presented with a ‘Successfully deleted a user’ message.

Successfully deleted a user
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