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1. All users — Logging in and access codes

1. If you have already redeemed your access code then go to www.theimi.org.uk and login as shown

here, if you have a code to redeem then go to step 2:
a mw e bt

INSTITUTE or e B omasnsa
MOTOR INDUSTRY .

Click on Booked Courses:

Welcome back, where would you like to go now 7

o

(CPD) P 4 p -__ | |
~ | S S
Log CPD My IMI Professional IMI Magazine Booked
Register Courses

Thank you for lagging in to The IMI family of websites. If you'd like more information on anything

not covered online, please contact us,

Your courses will now show - go to step 4.

2 « Toredeem an access code go to: http://www.theimi.org.uk/redeem/, enter the code in the box
and click the button:

3. If you already have an account with the IMI, login using the two boxes on the right, if not then
enter your username, password and email on the left:

REGISTER AND REDEEM MY CODE I LOGIN AND CONTINUE

REGISTER AND REDEEM MY CODE »
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Enter your contact details when this screen shows (only part is shown here):

Please complete / confirm your details below as courses will be booked with this information. (*

indicates required)

First Name"*

Last Name*
1 Y
January E|
1970 E

Make sure your email is a real one as you will need this if you forget your password or username.

When all the details are correct, the following is displayed:

SUCCESS! CODE REDEEMED

You have successfully redeemed your access code and your course is now available to view

4. A list of your courses will now show:

B MANAGE MY ACCOUNT
Coarsa Hame: T L
o My ety
DVEA Appication Sulection
Bocked: My Duish

Fil 0505207 - 0588 e
m e
S

i Bocked Couses

5 « Click the ‘Log into course’ button and you will be taken directly to the course area:

EEEEE|

| ‘l |!‘

You can access the course directly from My Sites (or My Courses).
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OR click Home or the IMI logo, and then the big buttons on the home page, to take you to your
course(s):

Trailblazer eLogboo. . &

The buttons near the top right side help you fit the course on to your screen - just click them to see
what happens:

P= Hide blocks #¢ Standard view

This ‘breadcrumb’ trail means you can move back to the course main page easily:

# > Courses » Centres > Apprenticeships > IMILVASFULLDEMO
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2. All users — Overview and structure

The IMI eLogbook/eLearning system not only makes it easy for Centres to meet the apprenticeship
requirements for mentoring and electronic logging, it can also be combined with eLearning making it a
one-stop-shop solution.

This document outlines the basic processes from how to log in to how Centres can allocate mentors to
apprentices.

The following is an example of one of the groups (G4) (some of the learning packages are not shown
so it fits on this page):

Links to next/previous
groups or gateways

Current group or gateway

Overview of the group

- Phase I: Group 4. Simple diagnosiz and repair Gareway 2

Phase 2: Group 5. Intermediate diagnosis and repair

At this stage you will be starting to carry out more complex tasks In the workshop and using logic to carmy out diagnostic techniques. You will also have gained further experience to make recommendaticns to thelr menzor on serviceabllity of components and
make recommendations based on their judgement, During Phase 2 (between Gateways 1 and 2) You nedd to fully decument four repairs in the elogbook.

Your progress (8
o Two-phase remove and replacement 1
«@ Upload evidence to fully docement one repalr, from a different system to the other three assignments in this part, that invohees two phaze removal and replacement or remowal of other components to access the repair,

4

= Two-phase remove and replacement 2

Q Upload evidence to fully document one f
rd

o Two-phase remove and replacement 3

Q Upload evidence to fully document ene repalr, from a different system
'

gm a different system to the ather three assignments in this part, that invohes two phase removal and replacement or removal of other companents to access the repair

2 assignments in this part, that invalves twe phase remaval and replacement or remeval of other companents to access the repair.

. Two-phase remove and replacement 4

Q Upload evidence to fully document one repair, from a different system to the other three assignments in v phase removal and replacement or removal of ather components to access the repair.
D Complete each of these elearning packages in sequence from top 1o bottam:

6 Engine systems.

6.1 Mechanical

Assignment links where
apprentices upload ‘evidence’ and
mentors ‘grade’ it

."'_ 6.1.4 Engine operating detalls
s Terminalopgy and systems’
M 6.1.6 Cylinder components

B 6.1.7 Vabves and valve gear

B 6.1.8 Engine designs
(more eLearning here!)

Oscilloscope diagnostics

B 10.2.1 Introduction

elLearning packages -
each with a short
assessment

o 10.2.2 sensors
B 10.2.3 Acuarors

o 102a Ignition systems

8 10.2.5 Other components

W Group 5: Self-assessment (50 questions)

Atternpt this quiz
4

jou have compleed the learning packages.

<t Phase 2: Group 4. Simple diagnosis and repais Gateway 2

Apprentices can see their
own progress - Centres can
monitor all their students

Multiple-choice formative
assessment
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The following diagram shows an outline of the structure and lines of authority, in other words, who can
access what, and what they can see!

For example, a training provider can see all activity by apprentices, mentors and assessors.
Apprentices can only see their own materials and results, mentors can only see the activity of
apprentices they are responsible for, and assessors can see groups of employers.

The different courses shown are because options are available to suit specific training provider
requirements.

Non-editing teacher rights |M| EQA
Category and course structure
G Centre A (category) Centre n (category)
Group teacher rights Manager Al i
Manager rights ; ~—— ]
Manager A2 _ '

Course 3: eLogbook,
behaviour tool, eLearning

Course 1: eLogbook only Course 2: eLogbook and

behaviour tool

Group1: Goup2: [ Group 3: Group 4: Group 5: Group n:
(Workplace 1) (Workplace 2) (Workplace 3) (Workplace 4) (Workplace 5) (Workplace n)

l Mentor 1 | ‘MentorZal lMentor Zb‘ | Mentor 3 | ‘ Mentor 4 ‘ ‘ Mentor 5 ‘ | Mentor n ‘

‘ App. 1a ‘ App. 1b App. 2a ‘ App. 2b ‘ _ App. 3 ‘ ‘ App. 4 ‘ ‘ App. 5a ‘ ‘ App. 5b ' ‘ App. n |

This diagram shows the groups and gateways of the apprenticeship and how it is spread out over
three years:

Group 1: Soft skills and behaviours

Group 2: Group 3:
Induction and Routine

Group 4: Group 5: Group 6:

Simple Intermediate Complex
diagnosis and diagnosis and

repair repair

foundation service and diagnosis and

Gateway 1
Gateway 2
Gateway 3

skills inspections repair

End Assessment

Group 7: Complete systems understanding and repair major components
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3. Apprentices — eLogbook

The IMI apprenticeship eLogbook has been designed to make it easy for you to keep a track of what

you have done and how you are progressing. You should keep it up to date with the help of your
mentor.

Once logged in you will see something like the following:

Phisie & Practice

o 13 m " w's
Bigg f i g i ¥
HETE 1 : | 1
i i Pt

i

The first thing to note is the set of three progress bars at the top left. These indicate how you are
progressing towards completing the eLogbook and your course in general.

The key to the segment colours is:

Blue — no notes or files uploaded (yet)
. —you have uploaded evidence or added some notes
Green — your mentor has ‘marked’ to show you have completed this part and that you are competent

Red - your mentor has looked at the evidence and, together with their knowledge of your performance so
far, has indicated that further work is needed

= Progress to Gateway 1

The ‘Assignment’ links in the phases and gateways are what you click to upload evidence and add
information for your mentor to review:

Let's assume for this activity that you are working on the ‘Group 2. Practical competences’.
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When you click on that link the following will show (the same happens if you click the corresponding
segment in the progress bar):

Group 2, Practical competences

Submission status

The status indicates ‘No attempt’ and ‘Not graded’ so click the ‘Add submission’ button, and the
following will show:

Oniine text

File submissions

You can drag and drop an image, PDF or whatever file you like, to upload it, or click the small
document symbol with the + sign next to it (limit is 2Mb).

Add some text in the box to describe what the evidence is or why you have uploaded it:

[rem—

Click ‘Save changes’ when done and you will see the status change to show it has been submitted but
not graded:

Issue 1.1 6-Jul-17 Page 8
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Group 2. Practical competences

When your mentor has graded the ‘evidence’ you have uploaded, the message will change again.
However, you can still add more information or files if you wish:

Kvigatan

Practice assignment

sarcs st aumeis o

Submission stalus

And that’s it, except that you must complete all the assignments - and your mentor must grade them
all!

Don’t worry, take your time and get help from your mentor and you will find it quite easy. You can use a
smartphone, tablet or computer to complete your eLogbook and access the elLearning.

Issue 1.1 6-Jul-17
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4. Mentors — eLogbook
Mentors, please also refer to the login instructions and the information provided for apprentices.

Your status must be upgraded to allow you to monitor and grade the apprentices you are mentoring.
Contact your training Provider if this has not been done yet.

Your task on the eLogbook, in consultation with your apprentice, is to grade them as competent by
adding a 100% mark to a range of assignments (but only when you agree they have reached the
required standard).

Click one of the Overview of students buttons under a progress bar:

S—— e T | i and B

The number of apprentices you are mentoring will determine what you see next. In the example
shown, there are two:

Overview of students

The status shown in yellow indicates that this apprentice has submitted something, but you have not
yet graded it.

Green means submitted and graded as a pass, red means submitted and marked but not yet
complete. Click on one of the segments and it will take you here (Il clicked the yellow one as it needed
marking):
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Group 2. Practical competences

tbtest1002first tbrest1002second {thtest1002)

Submission status

Submission status Submitted for grading
Grading status Mot graded
Editing status Student can edit this submission
Last modified Tuesday, 16 May 2017, 5:22 PM
Online text m

testing123

File submissions = bosch-showcar_ces2017_1008,jpg

Submission comments  » Comments (0)

Grade

Grade

Grade out of 100 (%)

Current grade in gradebook -

Feedback comments

At this stage, consider the evidence the apprentice has uploaded (click the links to view it), the text
they have entered and especially your knowledge of their ongoing work performance.

IF you determine they are fully competent, enter 100 in the grade box.

IF you decide more work is needed then you can add a lower grade as a guide to progress.

However, note that 100 is the only pass mark.

Enter the score and any comments you wish to add in the boxes as shown here:

File submissions & bosch-showcar_ces2017_1008.jpg

Submission comments  p Comments (0)

Grade
Grade
Grade out of 100 (%) | 100
Current grade in gradebook -

Feedback comments

v |B |/

i
10
3
|#

Well done
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When you have finished, scroll down and click the Save changes button and this page will show:

Group 2. Practical competences

Click Continue, and you will see all your apprentices and you can grade others if appropriate:

Group 2. Practical competences

Use the breadcrumb trail to return to the course:

# » Courses » Centres » Apprenticeships » IMILVASFULLDEMO

Issue 1.1 6-Jul-17
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5. All users — Soft skills and behaviours assessment

At each of the three gateways, the apprentice must complete a soft skills and behaviour assessment
(sometimes called a 360 survey). The mentor and training provider must then also complete the same
survey for each of their apprentices.

To start the process as an apprentice, simply click the link as shown here:

APhase 1 Group 3 Routine serice and mspectians Phass 3: Group 4. Smple diagnests and repas e

Gateway 1

AL this stage:

nniine knowledge test that covers knowledge taught in
neuctidd by the Trairing Drganisation

153 2 satt <t and behaviour axsessment
m Compate this survey at gateway 1 ar earlior,

The following will show where you should click View:

Activity Respondents =~ Reports
Profile Date Completed Opliﬂr/
Self Mot Completed WView

Next there will be four pages of statements that you should read carefully and then answer honestly
what you consider to be the best description of your behaviour (statement 1, 2 or 3):

= Unit 1.1
WORKMNG TOGETHER & BU

Which statement best d
RECOENISEs When others

app - 1 Igniares Ehat they are part f & tearn. 2 - Routsely collaborates with cthers to achieve targets. 3
ing and effers supper where aperopriace.
wNs O 2 O3

cthers, 2 - Maintaing
s those that are slow to

1 - Faiks to hardle cifferences betw

Which stat 1 =
om themsehees. 3 - Encourages others 1o be

positive wo
canti

0 de. 2 - Actepts the tasks thiy ane ghven and quickly
wadknasses in thamsehars and othars and alocates

efus
Tecognises whather thy Rave i enphane chom and seeis bl poropriaely. 3 - Ace;
Lasks 1o those wha ane best able to comph

@

The final page is a comments box where you can add notes:

~ Unit 1.0

ANNECDOTAL FEEDBACK AND DTHER COMMENTS
Please add any additienal informatian you think i relevant. - Keep rates of amything you with to sdd
#®wa 01 02 O3

Feedback | Helio workd!

m Fage3als ﬂ

Click Finish to complete the process.
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Next, you need to request that your mentor and trainer both complete the same survey about you. You
do this by entering their email address in the box, selecting the Respondent type, and clicking the

Send email button:

Activity Respondents Reports

* Request respondent

Please enter the email address of a person you would like to invite to complete your 360 degree diagnostic activity.
You need to invite 2 more respondent(s).

Email address

Respondent type | Mentor or Employer V

No respondents have been entered yet.

You will then see the following summary (where reminders can be sent if necessary):

Activity Reparts

Email address Resp: type Completion date

= Mentor or Employer None m

Each of the people you email will receive a message similar to the following and all they need to do is
click the link (this will probably be your usual mentor and an assessor or teacher from your training

; Hello, | would appreciate lete my 360-degree disgnostics and gap analysis. To do
.
ff".f’.l.fﬁ'f;'ﬁl.f'i"‘,i'lili‘ 1325 50, please cick on this link: hito/fadmin imiclearning camart.co.uk/mod/threesisty/score.oho?

M A code=S51399301 eebfidaf2idad 27714208 274406200 Thank you, thtestI0108irst ihtesri010secend

They will not need to log in and will be presented with the same questions you answered previously:

= Unit1.1
WORKANG TOGETHER & BUILDING TRUST
Wihich SERtemBant best describos the approntion when working with ohors? - 1 - [granes (ar thay ars sar of & team. - Raurasly collaborates with ethars 1o achiess Targets. 1
Recognises when thors are strupging and offers suppost where aparopriate

&nA O1 01 01
Which statement best describes the app garding pos g 1- Fails 1o handle ciferences betwesn themsebes and cehers. 2 - Maintain
poshive working @ very eiffarent from themsehes, 3 - Encourages others 1o be invaheed, recogrines those that are slow to

he team
LT

Which statement best describes the app 1- Rehuses tasks th
el weaknestes i1 thamashoes and others and alocates

crigrites whether they hie the ability 1 coenplate them and seeks help aparopristely. 1 - Bacogries the
a5k £ thoss wha ane best able to compdete them
®wa O1 03 O3

When complete they only need to close the browser.

When you (the apprentice) next logs in, you can click the Reports tab and compare the mentor’'s and
trainer’s responses with your own. It is likely you will do this as part of a mentoring session so you can
discuss any differences:
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m Spiderweh Diagram \

Report for user: tbtest1010first tbtest1010second

~ Filters

M Sell B Mentoror Employer W Tramer o Average

~ Key

Eolow average Above average
Unit 1.1
selfl  Mentor or Employer Awerage  Trainer Average Awverage
Which statement best describies the apprentice when working with others? 2. 2 3 23
Which staterment best destribies the apprentice regardng positive working refationships? 1 3 2 2

Which statement best descrities the apprentice when receiving and Managing tasks? FE 2 2

The results can also be shown as a ‘spider web’ diagram. Rolling the mouse over each part will show
the individual statement:

Unit 1.2

Which statement best describes
the apprentice's written
communication?

There are no right or wrong answers in this survey, its purpose is to help you, the apprentice, improve
your soft skills and behaviours with the help and guidance of your mentor and trainer.
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6. All users — elLearning

An optional extra, that can be included as part of the eLogbook, is IMI eLearning content. This has
been structured to match each of the phases and groups. Part of Phase 2, Group 4 is shown here:

« Gateway 1 Phase 2: Group 5. Intermediate diagnosis and repair s

Phase 2: Group 4. Simple diagnosis and repair

A this stage you will be able to identify cbvious broken or heavily wom components and wil refer all cther diagnoses to their mentor. Repair will be bmited to remoing
and reglacing components that are easy (o access and require imied skil

D Complete each of these oLearning packages in sequence from lop to bottam:
=
& Engine systems
6.1 Mechanical
& 691 Operating cyeles =
8 & 1.2 engine companents

B 6.1.3 Engine variations

(lots more learning packages here)

5.5 Final drive and differentia
B8 9.5.1 Final drive
&' Groap 4; Sel-assessment (S0 questions]
' Astempt this quiz after you have completed the learning packages.

B

A Gatewary 1 Mmoo, Fhase 2: Group 5. intermediate diagnosis and repair

[

Clicking on the first link in this list shows the following;:

6.1.1 Operating cycles

[~
(ol
or
o
o
o
w

The above example is one type of learning screen where to show the text associated with (in this case)
a 3d animation, you just need to click the T in the square box. The voiceover plays automatically.

There are other types of screen where the text is displayed together with an option to play the sound
and other resources such as, in this case, a simple image:
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5.2 Introduction
5.2.1 Inroduction

= Menu

Reason for servicing and inspections

The main menu at the left shows you which screens you have completed, and the menu inside the
screen (in black) allows a number of options to be chosen - just try these out, it will not break!

At the end of each learning package, there is a short multiple-choice quiz, usually of four questions. At
the end of a Group, there is a 50 question multiple-choice quiz that is ideal practice for the formal
assessments that will be arranged at the Gateways.

The system tracks your progress - and your mentor and trainer can also see how you are progressing.

Issue 1.1 6-Jul-17 Page 17
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7. All users — Grades and reports

What you see when you look at progress, grades or reports, is determined by your role. This will be
either:

e Apprentice — can only see his or her own results
e Mentor — can only see the results of apprentices in their group (employer area)
e Assessor — can see results of all the groups they are allocated to

e Training provider — can see results and reports (logs) of all apprentices, mentors and assessors

Apprentices:

You can only see your own progress as shown here (the yellow indicates you have submitted
something but it has not yet been graded by your mentor):

EEEEE|

= Progoems s Ctrway 7 Phane O Practice.

5 Progeess 30 Gt Phare 1: Groug 1 Soft skl and behaviours

Phiase 1: Group 2 induction and foundation skis

[ 9

When graded (as a pass) the segment will turn green. If it is red it means you need to do more work
which should be discussed with your mentor:

= Progress to Gateway 1

= Progress to Gateway 2

wious

i rver o7 T0UCH B for info.

= Progress to Gateway 3

Vieuia ivar b South bar Fa b

@ Course completion status

Status: in progress
All eriteria below are requiced:
Required criteria Status

Actvity comgletion 1ora0

LS \
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Your Course completion status is also shown on the main page. Clicking the More details link will show
the following, which indicates at this stage you have just completed the first criteria:

s prigeess
equiredall crherid tkom dee tsead

Mentors:
You can see the extra buttons under the progress bars which, when clicked, will show an overview of
all the apprentices you are responsible for:

IM| eLearning

If you follow the Course report link under the Course completion status the following will show. This
allows you to see overall completion of each part:

Issue 1.1 6-Jul-17 Page 19
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Separate groups: 00 Tom's Garage

All participants: 2

Firstname: Al ABCDEFGHIJKLMNOPQRSTUVWNXYZ
Surmamez Al ABCDEFGHIJKLMNOPQRSTUVWIYZ
Criteria group Activities Course
Agpregation method All All
[a) [al
L1851 X
= = = -4
IS N5 BF NS B AHHH
THHIII TR R R I
[ ;s £ w £ - g
%g § E 5 2 = = gE aﬁ g_ W B F % § w E g E
i 2 RN N A N O O O S-SR AN RR 00
- REAE SRR RE AN B N O O RO O O O
g 2 24 4 23R g Z ¢ 7
Criteria iss!!za&!!aglﬁila SEE
Farst nane / Surmame: Usemame: =2 B L+
theest1005first thtest 1005second  threst1005 5 O O O D 0Og| g 1 0. 0
thtest1010first thtest1010second  thtes1010 4 [ O O O oaoao a o a
Firstrame: Nl ABCDEFGHIJKLMNOPQRSTUVWXYZ
Surname: Al ABCDEFGHI]JKLMNOPOQRSTUVWXY?Z

Assessors:

Download in spreadsheet format (UTF-B .csv)
Dewnlead in Excel-compatible format .csv)

Your role allows you to see everything described previously for Mentors, except that you can see
results of all the employers (groups) you have been allocated to.

Training providers:

Your status (role) has been set to Manager and this allows you to monitor all the apprentices, mentors
and assessors registered with your IMI Centre. You can grade apprentices but this will normally be left

to the mentors.

Clicking one of the Overview of students buttons under the progress bars (as above) will show all

participants:

Issue 1.1 6-Jul-17
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q
i
B

e

Or more likely, you will choose to select a specific group (employer):

Overvitw of =M

If you follow the Course report link under the Course completion status the following will show. This
allows you to see overall completion of each part for all apprentices registered with your organisation:

Separale groups

All participants ~

All participants: 7

Firtname: Ml ABCDEFGHI| JKLMNOPQRSETUVWXYTZ
Surmame: All ABCDEFGHIJKLMNOPOQRSTUVWXYZ

Criteria group

Aggregation method

Criteria

Tirst e S

thtest 003first thuest 1003second
thtest1005first thtestl 005second
htest 1 006first thtest 1006%econd
thiest] DOFfirst thiest 1007 secomnd
thtest1008first thtest1 008second
thtest 1 009irst thiext 100%wecond

thtest]1010first thtest1010second

Adctivities. Course
Al Al
B
= =
elEln DA ol TIEEEIE |ilT
Ppbqirtechelititgel g
A i §ristatborga 5
el lasraaaainrees
el dabatd o o abal AL AL
Uscenmns: 2 = W
thest1oos (3 O 0O O 0ol oo [
theest1O0S & O O O o0 a ]
thtest1006 {3 O O 0O o aiho a
theest1007 | {11 [ 8 Gl E O oo ]
theesti0e 3 O O O aBl|[w el O
theest1ong 3 O O 0O 088 o o L
theest1010 &2 O O O )[B):| BN B850 B

Firstname: Ml ABCDEFGH | JKLMNOPQRETUVWXYZ
Surmame: Al ABECDEFGHI JKLMNOPQRSTUVWIXYZ

Download in spreadsheet format (UTF-B .csv)
Download in Excel-compatible format [.csv)

Or, you can narrow the results down to just one employer if you wish:
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Separate grougs B

00 Tom's Garage v 4——

All participants: 2

Firstrame: All ABCDEFGHI |KLMNOPQRETUVWXYZ

Surname: Al ABCDEFGHI JKLMNOPQRSTUVWXYZ
Criteria group Activities Course
Aggregation method Al Al

T

S RN NN R R R I Y

SEERRERE IR
- ERERERRRRRRERRRRRE Y
::::\.I'I-I;I:ﬂ“r-\:lhlmﬂﬂﬂﬁnmond ::::l-DIJS ® U._. zd o0 E‘]._.U .
thtest1010first theest10M0second  theest1010 B4 [0 O O [0 O3 O3 00 O O O O 10 0 0 0

Firstrame: All ABCDEFGHI|JKLMNOPORSTUVWNXYZ
Suname: Al ABCDEFGHIJKLMNOPQRSTUVWXYZ
Downlead in spreadsheet format (UTF-8 .csv)

Downiload in Excel-comgatible format {csv)

Finally, all users can view reports (or logs) of everything that goes on! However, as mentioned before

you can only see information appropriate to your role.

In this way, apprentices only see their own logs, mentors will see only their own employer (group),

assessors will see all employer groups they are allocated to, and training providers will see the logs of

everybody in their area.

This example is a mentor’s view:

5 My 3 IMILVASRLLDEMO & Reporms » Ligs

B 1] tactons
& Mavigation
* Dushbowd
b Ste pages Ongn 1 address
= IMILVASFULLDFWO "
4 ks 86,32 184198
3Lighe Vehele Apprencicesnp Standards b
2pd Comrur: IN Lo 3 Light Vel Apy web  B5.137134158
o pLELH Standords eLogbook and sLeaming
and FEpT O 4 web LLRE-RE AL
i
14 S dugrens anc rapse T o
Groun S Immmedkale Ragnass and repas 1534
Y wet  S6AALIALT
1543
Al hten 10036t Grading farm viewed el ESISEIIED
AFaLY thtest 1003 second
i Gracing takie virmed e the grading rable for the web  EISSIEN15D
1% d73NTY
A pd Grading table wiewed wed the grading table for the web L ¥k A
ap wh g
1452
Al e 10016t eheen 10006t FRgnmen: el 52553840
LLE) i’ sacond hest H03serond
e Pe———— ——— Sratnguttevessd T - T e——— T S p—
15 avsignment with course sodule 5637
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8. Training Providers — Setting up groups
A number of groups have already been created in your eLogbook/eLearning course area. One of these
groups should be used for each of your employers.

The training provider login comes with full Manager rights, which includes the power to move
apprentices from one group to another, grade them, and carry out other administrative tasks such as
setting up groups.

To make changes, click the Groups link in the Administration menu:

£ Administration =

+ Course administration
& Edit settings
#" Turn editing on
4 Course completion
' Users
L. Enrolled users
¥ Enrolment methods

& Groups
b Permiss’ol\
L. Other users

Y Filters

» Reports

£) Reset

» Question bank
£ Repositories

Click on the group you want to change and then click the Edit group settings button:

Groups Memaers ot TBI {0}

THZ (0)
THE {0
TBA )
TES (0

Enter whatever text you want, but something like the following will probably be best:

Group name* | TB1- Johns Garagc{ »

Click Save changes and the list will update (it may take a few seconds), and in this case | made a
group called Station Garage:
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To create new groups, click the Create group button.

Issue 1.1

6-Jul-17

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK

Page 24



INSTITUTE o e IMI Apprenticeship Standards

e eLogbook/eLearning overview and help

9. Training Providers — Adding users to groups
To add users (apprentices and mentors and ‘assessors’) to the groups, select the group and then click
the Add/remove users button on the right:

This will show the list of all your users who have redeemed their access codes:

Ade/rarmave users: Station Garage

Search gt +

Select the apprentices and mentors and assessors that you want in the group (you can use Ctrl+Click
or Shift+Click to select multiples) and then click Add:

Seacit spsiern, +

Click the Back to groups button when done, and you will now see a list of the group members:
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oo Mo of; Station Garage {0
T8 [} ’
TEY ) »

1B 2secont
T4 ) At D08Grsy et 100 35econd
TRS (1)

Continue to add new groups, edit their names and add apprentices and mentors and assessors to the
appropriate groups as needed.

If an apprentice moves from one employer to another, simply remove them from the old group
(employer) and add them to the new one. All their records will transfer with them.
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10. Training Providers — Creating mentors and assessors

To allow mentors to grade apprentices and your assessors to monitor their apprentices (and mentors),
they must be promoted to the appropriate role.

In the Administration menu of the course, click Enrolled users:
¢3 Administration =

w Course administration
£ Edit settings
#" Turn editing on
## Course completion
= Users

L. Enrolled users
» Enrolment methods\
8 Groups

» Permissions
2. Other users
Y Filters
» Reports
£) Reset
» Question bank
£ Repositories

This will show a list of all the apprentices and mentors who have redeemed their access codes:

Enrofled users

The Assign roles symbol, as shown here, allows you to make a user into a Mentor or an Assessor, click
the symbol and then the Mentor or Assessor button:

Mentor % \ L. Station Garage X
Apprentice X

é Station Garage X

1 Assign roles ition Garage
£ Lse
Assessor Mentor
£ L x
Issue 1.1 6-Jul-17 —
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You will now see this role added to the user. For mentors and assessors, click the X next to Apprentice
to remove that role from the mentor:

s to course Roles Groups

secs Apprentice X Mentor X Station Garage X ]

secs Apprentice X L. Station Garage x a
Apprentice X 2. station Garage x a
Apprentice x 2 a
Apprentice X 2 a
Apprentice X 2 a

The result will be similar to this (note your users will have their names listed, this is just dummy data):

Enrolled users

Use the breadcrumb trail to return to the course page:

# » Courses » Centres » Apprenticeships » IMILVASFULLDEMO

Note 1: Mentors can only see and grade the apprentices in their groups. Mangers can see all
apprentices.

Note 2: Assessors should be added to all the groups (employers) that they look after.

Contact elearning@theimi.org.uk for further help.
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