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Log in to your account

—osse—

All users see the same login
screen. Used by
apprentices, employers,
lecturers and
administrators.



Apprentices

Apprentices add training hours to work sheets, submit for approval



Apprentices View Progress

—osse—

Apprentices can view their
overall progress, as well as
edit and view their work
sheets.

New work sheets are

created automatically, when
a new week starts.



Apprentice Log Hours

—osse—

Apprentices add hours to
their work sheets, prior to
submitting to their employer
or supervisor for approval.

An easy to use and

understand interface makes
data entry a breeze.



Apprentices Log Hours

—osse—

Select the day here:

Add new work sheet entries
here:

Edit existing entries here:

Submit to employer when
done:



Adding Entries

Select the unit of competence
addressed

Enter number of hours
Add to work sheet

Optional: add employer’s job
number

Optional: indicate type of activity



Checking Unit Details

—osse—

Select the unit of
competence addressed

Click the ? icon

Click again to remove



Employers

Employers (or supervisors) review apprentices’ submitted work sheets, and either accept
or reject them



Employer View

Employers see progress
summary of their
apprentices

Employers sign off on work

sheets submitted by
apprentices



Employer View

Only two clicks for an employer.
No typing unless work sheet is
rejected.

By viewing a work sheet,
employer can see all the types of
work being carried out.

Employers sign off on work
sheets submitted by apprentices,
or reject them together with
comments on why it is rejected.



Lecturers

Lecturers can see student progress at any time, and can review work sheets when student
is out of contract



Lecturer View

Lecturer can select any
enrolled apprentice

Lecturer can review progress
of selected apprentice

Lecturer fills in for employer,
(college training only), when
apprentice is between
contracts



Lecturer View

Search by name, student ID
or employer

Only students enrolled in

course appropriate to
lecturer are shown



Lecturer View

View student progress
against all units, and overall
for the course

RPL contributions are
shown in a different colour



Summary

Designed to be simple, fast, easy to use
Web based for access from anywhere
Minimum amount of effort for all involved
Audit trails for all actions
Individual accounts



