Advance Assessments Training Provider User Start Guide

1. Log on to the system and find ‘My account’ in the top left-hand corner — you will see the
assessments you are enrolled on in the drop-down menu revealed.

™ @ Advance Assessments X 3

€ 2 C 25 https://advanceassessments.co.uk/?redirect=0

Advance Assessments

Home Dashboard My account
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2. Click on the Assessment you want details for (Improvement Practitioner L4 in this
example) and the assessment page is revealed.

DO  Seymour Skinner (B ~

EPA Improvement Practitioner L4

Home Dashboard My account This area £ - = Hideblocks ¢

B > My account > Improvement Practitioner L4

End Point Assessment for Level 4 Improvement Practitioner apprenticeship Navigation =2

Dashbaoard

This End Point Assessment (EPA) is for standard STO192/AP03

> End Point Assessment for Level 4

Pract

Training Providers only - Gateway form for Improveme Information about this assessment Assessment checkiist

https://advanceassessments.co.uk/user/indexphp?id=8
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3. Click on: ‘Participants’ on the right-hand side. The screen below is shown.
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nd Point Assessment for Level 4
RP Richie Phillips Assessor Improver
HS Homer Simpson Assessor Training Providers only - Gateway form for
LS Lisa Simpson Student -
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https://advanceassessments.co.uk/user/view.php?id=0E0grse=

4. Click on the name of the learner you want to see details for and their details are shown.
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https://advanceassessmenjflco.uk/report/outline/user.php?id=9&course=8&mode=complete

5. Select the ‘More’ tab and click on the option for the report you want to see. The Complete
report includes details of log-ins for the learner and access to their uploaded evidence files.
Scroll through it to view details for each element of an assessment. The screen image

below shows an example.
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B > My account > Improvement Pracfitioner L4 > Parficipants > Lisa Simpson > Reports > Complete report
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Lisa Simpson - Dmshooard
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Complete report

End Point Assessment for Level 4 Improvement Practitioner apprenticeship
w Forum: Announcements
No posts
D File: Improvement Practitioner End Point Assessment Plan ST0192/V1.2

2 views - most recently Saturday, 29 October 2022, 9:56 PM

v Reports

|ta Complete report

sment for Level 4

Information about this assessment
@ Page: What's included in your assessment

3 views - most recently Wednesday, 5 May 2021, 2:42 PM

ent Pract

@ Page: Misconduct in End Point Assessments

Register your learners

6. Log-in as a Training Provider and Select Col-Registration from the ‘My account’ drop-
down manager.

v @ Advance Assessments X +

<« C °% advanceassessments.co.uk/?redirect=0

Advance Assessments

Home Dashboard My account

#Forms
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# Col-Registration
Finish attempt .. Conflict of Interest/Registration Form
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7. Click on the link to download a new Conflict of Interest and Registration Form

Conflict of Interest/Registration Form

Home Dashboard My account This area

B > My account > Col-Registration

v Conflict of Interest Management and Registration Form

0 Conflict of Interest Management and Registration Form

Training providers should use this form to register learners and apprentices for assessment, including EPA.
Registration is charged at £25.00 per person.

The completed form should be uploaded to your personal upload area here

8. Complete the form and upload to the Training Provider/Employer upload area. The
Training Provider upload area is accessed from the drop-down menu on the home page (see
below.

v @ Advance Assessments X =

€ C 25 advanceassessments.co.uk/?redirect=0

Advance Assessments

Home Dashboard My account

#Forms

#Associate Project Manager L4
#Team Leader / Supervisor Le...
#Improvement Practitioner L4
#|mprovement Technician L3
#Training Provider/Employer ...

# Col-Registration
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9. Select the Conflict of Interest/Registration Form Upload area, the screen below is shown.

Training Provider/Employer Upload Area

Home Dashboard My account This area

B > My account > Training Provider/Employer Upload Area

v Upload areas Collapse all

Please use these areas to securely upload information about your apprentices

Q Conflict of Interest/Registration Form Upload area

Please upload completed Conflict of Interest Forms here.
This will allow us to register your apprentices. The system will automatically notify the Assessment Manager. You may only upload document files (for example Word or pds) or image files (for example jpgs or pngs) to this area.

There is a registration fee of £25.00 per apprentice

e Apprentice Gateway Completion and Certificates Upload area

Please upload your apprentices’ Gateway Completion Report Forms and required certificates here. The system will automatically notify the Assessment Manager. You may enly upload document files (for example Word or pdfs) or

10. On selection of the Upload area, the screen below will be shown.

Home Dashboard My account This area

Please upload completed Conflict of Interest Forms here

This will allow us to register your apprentices. The system will automatically notify the Assessment Manager. You may only upload document files (for example Word or pdfs) or image files (for
example jpgs or pngs) to this area

There is a registration fee of £25.00 per apprentice

Submisshpn status

Attempt numb This is attempt 1

Submission statu Submitted for grading
Grading status Not graded
Last modified Sunday, 17 January 2021, 6:45 PM

Submission comments .
» Comments (0)

11. Click on ‘Edit Submission’ to view the upload panel.
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12. Drag and drop files into the upload panel and then click on ‘Save changes’ to upload
your registration form.

A @ Training Provider/Employer Up X O

<« (] 2% advanceassessments.co.uk/mod/assign/view.php?id=225&action=editsubmission

Training Provider/Employer Upload Area

Home  Dashboard  Wyaccount  This area

85 > My account > Training Provider/Employer Upload Area > Upload areas » Conflict of Interest/Registration Form Upload area > Edit submission

Conflict of Interest/Registration Form Upload area

Opened: Sunday, 17 January 2021, 12:00 AM

Please upload completed Conflict of Interest Forms here.
This will allow us to register your apprentices. The system will automatically nofify the Assessment Manager. You may only upload doggffient files ifor example Word or pdfs) or image files (for example jpgs or pngs) fo this area.

There is & registration fee of £25.00 per apprentice

v Add submission

Maximum file size: 100 KB, maximum number of files: 20

File submissions

® Files

You can drag and drop files here to add them.
Accepted file types:

Document files dos. docx epgffadoc oct o ot pdf rf
PDF document
Word 2007 documenjgfcs

Word document g

13. Advance Assessments are automatically informed of the upload and will review the
details on the form and inform you once Conflict of Interest checks are complete, then
register your learners on the platform, they will each receive a personal upload/work area.

At Gateway

14. Select the Gateway form for ... section from the relevant Assessment Area for the
Apprenticeship and download a blank form. One Gateway form per apprentice.

EPA Improvement Practitioner L4

Home  Dasnbcan This ares

B > Wy sccount > Improvement Practioner L

End Point Assessment for Level 4 Improvement Practitioner apprenticeship

ors oriy - Galay

raches Murtpis ChOTEes

Taon — ) (Taom)

15. Upload the completed Gateway Form and certificates of achievement for the apprentice
to the * ', see item 9 for an
image of the access screen. The upload process is shown in items 10 - 12.

16. Once the Gateway form and other certificates are received and validated, Advance
Assessments will review them and contact the apprentice to arrange their online EPA.

Date reviewed: 05/01/2023 | By: GM | Page 6 of 6 | Version:2024/01 | Next review: Oct. 2025



