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Creating a desktop shortcut/add bksbLIVE to your favourites

To make it easy for you to access the bksbLIVE assessment platform, it is advised you

create a desktop shortcut or browser favourite/bookmark.

To create a desktop shortcut (using Internet Explorer) — type the web address

provided into the address bar of your web browser and press return on the keyboard
to load the bksbLIVE log-in page. Next, click on the @ icon to the left of the ‘http’ in
the address bar with your mouse and drag it onto your desktop. Finally, right-click on

the newly-created desktop icon, select ‘Rename’ from the drop-down menu and

rename the shortcut to something like ‘bksbLIVE’

H——
Ll Open

SkyDrive Pro
Pin to Taskbar
Pin to Start Menu

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

Restore previous versions

To add the log-in page to your web browser favourites — If using Internet Explorer as

your preferred web browser, press Ctrl+D on your keyboard to launch the ‘Add a

Favourite’ dialog box. Then simply amend the ‘Name’ field to suit your needs (such
as ‘bksbLIVE’) and click the ‘Add’ button.

Add a Favorite
| P

Add a Favorite

N Add this webpage as a favorite. To access your favorites, visit the

Favorites Center.

Create in: [ 1. Favorites

—
5 o

[El Add to favorites |

Favorites Feeds History
, Favorites Bar
n Suggested Sites
2 Web Slice Gallery
| Microsoft Websites
) MSN Websites
| Websites for United Kingdom

| Windows Live

/Y bksbLIVE

The web address will now be saved to your
favourites and is accessible via the relevant
option in your browser.

Note that the Apple Safari and Mozilla Firefox
web browsers also support the Ctrl+D
keyboard shortcut. Other web browsers may
have alternative methods to saving a website
to your favourites. Refer to the manual or
on-line help for your particular web browser.

3]



bksbLIVE User Guide (Tutor) Copyright © 2014 Vision West Notts College Support: 01623 413333

Understanding user Permissions

When a user account is created, the user can be configured as an Administrator or
Tutor or Student, or can be a combination of these such as Admin/Student, or
Tutor/Student or the user can be all three. By default, all users of bksbLIVE have
student access. Note that throughout this manual, the terms user, learner or
student are interchangeable as any user of the bksbLIVE system is automatically
granted student/learner access.

Logging-in to bksbLIVE as a Tutor (for the first time)

Step 1 - To log-in to bksbLIVE
First open a web browser and in the address bar, type the web address supplied to
you.

| 6 wowow, blesblive.co.uk/blksblivel /PentagonTraining ServicesLtd/default.aspx?

., e

Ensure that you use the correct web address assigned to you. Using a search engine to access a
bksbLIVE log-in page will be fruitless as your user account details will only apply to your specific
account.

Step 2 - Log-in to your account

bksb Training

On the log-in page, you will see two fields; in the

Username

left field, type your username, reference or student e T
ID supplied to you. Note that this field is NOT case

Password

sensitive, therefore you can use upper or lower 1

case characters. In the password field, type the
password supplied to you. Please note that the

password IS case sensitive.

Step 3 - Confirm your account

A dialog box will appear asking you to confirm this is your account. If the details are
correct, select the ‘CONFIRM’ button. If the account is not yours, then select the link
‘This is not my account’ and check your log-in details are correct.

First time logging in
Please confirm that the details below are correct.

Username HeatherWallace
First name: Heather
Last name: Wallace

Confirm

This is not my account
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Step 4 — Change your password

If the tick box ‘User must change
. . . You need to change your password
password on first login’ was ticked

Complete the form below to reset your password.
when the account was originally Old password: geeeeese
New password: sssssse

Retype password: . .eses)

created then, after confirming your

account, another dialog box may
. Change Password
appear asking you to change your
This is not my account

password. The ‘old’ password was the
one just used to log-in using Step 2 above. After completing all fields, click the
‘Change Password’ button.

Step 5 - Register your e-mail address

bksbLIVE incorporates a password and username recovery system should you forget
your log-in details. It is highly recommended you enter an e-mail address as this will
enable you to recover your log-in details without having to contact bksb support (or
administrator if another administrator has been created for your account).

If, when your account was created, an e-mail address was NOT entered into the
password field, you will be given the option to add an e-mail address at this stage. To
register an e-mail address, type an e-mail address into the email field and click the
‘Save email address’ button.

Register your email address |

bksb has now introduced a 'Forgot details' button to the login page.
For this function to work you need to register an email address with your account.

Email
Save email address

If you don't wish to supply your email address click here. You can enter or amend your email
address at any time by clicking the 'view profile' button on the learner home page.

If you do not wish to provide an e-mail address, select the hyperlink ‘click here’ to
skip this section.

If you choose not to enter an e-mail address, a final dialog box will appear warning
you that you have chosen not to enter an e-mail address. To continue, select the 'OK’
button or select the ‘Cancel’ button if you would prefer to go back and enter an e-
mail address.

You have not entered an email address, click QK to carry on or cancel to amend.

Ok ] | Cancel

A user can enter or amend their e-mail address at any time by clicking the ‘View
Profile’ button on their student home page.
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Overview of Tutor home page A

Upon logging-in, you will be presented with your
‘Student’ home page. Note that in order to access the
tutor home page, you will need to access the relevant
mode. To do this, simply hover your mouse over your
name in the upper-right corner of the screen and a
drop-down menu will appear. If the menu contains
other options (such as ‘Admin’ or ‘Tutor’), then these
options are accessible to you. If they are not displayed, then you do not have the
relevant permissions.

In this instance, click on the word ‘Tutor’ in the menu and the page will refresh to
show the Tutor home page.

a Ian Liliman v

Home Student Search| Group Search Add Learner Add Group My Groups Reports Resources Upload Result
Welcome - Tutors' Home
New features
Search here... SEARCH e New search feature
Last update: 2013-06-07
Al Results The new search bar has been developed to
— reduce the amount of navigation needed to do
your day to day tasks. By default this wil show
Alessandra Bianchi (AlessandraBianchi) & Options ﬁ you all your "My Groups' and learners contained
within them.
Alicia Marino (AliciaMarino} # Options ﬂ
See all new features
Angela Kirkland (AngelaKirkland) # Options ﬂ
Annabel McIntyre (AnnabelMcKintyre) # Options ﬁ _
Ayaka Satou (AyakaSatou) % Options ﬁ biebLive (O
ive (Overview
Bianca Mancini (BiancaMancini) # Options ﬂ 4—1‘2&5\[?\@ #‘j?‘“ N .
ive (Taking Assessments’
Jaimie Tovak (JaimieTovak) % Options ﬂ
Jasmine Roach (JasmineRoach) # Options Q
Donatella Romano (DonatelaRomano) # Options ﬁ Video Tutorials
Francis Dobson (FrancisDobson) # Options ﬂ Edit & save your avatar
. . Change Student Record Details
John Smith (JohnSmith # Opti
ohn Smith (TohnSrmith) prions ﬂ View and Print all Achievernents
Maisie Smith (MaisieSmith) # Options ﬂ Add a Learner/Student
Learner Search
Penelope Scott (PenelopeScott) # Options ﬁ Add And Remove Subjacts
Philip Fitzpatrick (PhilipFitzpatrick) # Options ﬁ
Terri Redfern (TerriRedfarn) # Options ﬂ
Aln pritchard (AlnPritchard) & Options Q
Amber McKinnon (AmberMcKinnon) & Options ﬂ
David Lawrence (DavidLawrence)} # Options ﬂ
Frank Dewsbury (FrankDewsbury) # Options ﬁ
1< 2 > 2

On the right-hand side of the tutor home page is an information section comprising
of 3 panels; New Features, Guides and Video Tutorials.

The remaining space is dominated by the unified search system from which a tutor
can carry out many of their day to day activities such as learner account creation,
running reports and reviewing student progress and performance.

Note that throughout this manual, the terms ‘student’, ‘learner’ or ‘user’ are
interchangeable as all users of the system automatically have student level of access.
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New Features

On the upper-right of the tutor home page is a panel called ‘New features’.
Whenever a major update is deployed within bksbLIVE, details of the update will be
posted in this section. For example, in the screenshot below, you can see that an
update was deployed on the 7th June 2013 and a simple description of the update
has been entered.

New features

New search feature

back

¥ Detailed printable progress report (20

We've now added a new diagnostic breakdown
can access this by clicking 'view course” and thei
relevant “subject progress’ of a learner’s course

Last update: 2013-06-07

The new search bar has been developed to
reduce the amount of navigation needed to do
your day to day tasks. By default this will show
you all your '"My Groups' and learners contained
within them.

See all new features

Screenshots

To find out more about updates, select the
‘See all new features’ button. This will
open a new window displaying recent
updates, together with clickable
screenshots which will enlarge when
selected. To return to the main tutor home
page, select the ‘back’ button.

VTR T R e i

Unified Search

The remainder of the
tutor home page is
dominated by the
unified search panel. It
is from this panel you
can gain quick access
to many of the day to
day tasks you will need
to carry out with your
learners such as

Student Search | Group Search Add Learner Add Group My Groups Rep

Welcome - Tutors’ Home

SEARCH

All Results

Alessandra Bianchi (AlessandraBianchi) & Options
learner account , e
i i Alicia Marino (AliciaMarino) # Options
Creat|0n, runnlng IAngeIa Kirkland (AngelaKirkland) # Options

reports and reviewing
student progress and
performance.

After the tutor home
page loads, the unified
search window will

Annabel McIntyre (AnnabelMcKintyre)
Ayaka Satou (AyakaSatou)

Bianca Mancini (BiancaMancini)
Jaimie Tovak (JaimieTovak)

Jasmine Roach (JasmineRoach)

Donatella Romano (DonatellaRomana)

View/edit details
Courses

Change password
Groups

View activities

Reports

EXEREXEREXERED ED B2

refresh and display all of the users currently assigned to any group in your ‘My

Groups’. This provides a very quick way to access any learner that is under your
responsibility and hence it is important that you create groups and add them to your
‘My Groups’ so that you can quickly and easily monitor their progress.
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Selecting the ‘Learners’ tab or the ‘Groups’ tab will automatically refine the
information displayed to just that of current learners or current groups. The
remaining tabs should display no results.

Using the ‘Unified Search’ search field

The unified search field permits a number of searches. When a full or part text entry
is inserted into the search field, select the red ‘Search’ button to activate the search.
The system will scan all learners, groups, workbooks, interactive resources and the
archive and return the matching results.

In the example below, | have searched for a learner called Angela Kirkland, however |
have only used the first three characters of her first name.

All Results
—

Angela Kirkland (AngelaKirkland) # Options a
Brian Goodrich (BrianGoodrich) # Options 2
Chen Liang (ChenLiang) # Options 2
Jiang Li Ziu JiangLiZiu) # Options 2
Li Ming Chiang (LiMingChiang) # Options 2
Vocabulary and Right Angles Entry 2 » View ¢
Vocabulary and Right Angles Entry 2 > View
Calculate Cost and Change Entry 2 » View L‘
Sub Exchanging Entry 2 > View I
Right Angles Entry 2 > View N
Persuasive Language Level 1 > View ‘,‘
Use of Appropraite Language Level 2 > View s
Formal/Informal Language Level 2 » View N
Right Angles Entry 3 > View .,‘
Angles Level 1 > View N
Range Level 1 > View \

You will note that this has identified not only any current learners whose name
contains the three characters ‘ang’ in that order, but it has also identified a number
of other results from other categories, for example paper-based and interactive
resources for ‘Language’ and ‘Angles’. Icons on the right of the search results provide
a quick visual indication of the type of result displayed.

¢ A current learner is shown as o
* A current group is shown as D
* A paper learning resources is shown as 14
* An interactive learning resource is shown as I,‘

a2

* An archived learner is shown as

(8]
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Refining the ‘Unified Search’ results

Using the tabs below the search field, you can refine the search results.

Search here... SEARCH

e Learners — will only show current learners.

All Results

e Groups — will only show current groups.

e Workbooks — will only show paper-based resources.

e Interactive Resources — will only show interactive resources.

e Archive — will only show learners that have been placed in the archive by
an administrator.

Unified Search — Learner Options

Once you have searched for and found a particular learner, selecting the name of the
learner will activate a pop-up such as the one show below.

angela SEARCH

IAngeIa Kirkland (AngelaKirkland) # Options ﬂ

All Results

IView!edit details
ICuurses

IChange password
IGruups

IView activities

I Reports

Note: If you are using a PC which does not have Flash Player installed, or a tablet
device such as an iPad, you will see a menu at the bottom of your screen as per the
one shown below.

Options for learner: AngelaKirkland

View/edit Change

Courses View activities

details password
S WSl ol X O
e v o™ P s

e View/Edit details — This option will enable you to edit the username, first

name, last name, and amend the date of birth fields. See page 17 for
further guidance
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e Courses — This option jumps straight to the courses assigned to the
learner. From here, you can select a ‘view subject progress’ hyperlink and
gain access to:

learner progress information;
any paper-based resources assigned to the learner;
mark work off as completed (if you do not license the Skill Checks
software);
reprint a results page;
review the answers given by a learner for any assessment
completed.
For further details, see page 32..

e Change password — This option takes you straight to the ‘Change
Password’ dialog box. For further guidance on changing passwords, see
page 19.

e Groups — This option will display a window which, on the left shows all
groups the learner belongs to; on the right all groups that belong to your

‘ ’
My Groups’.
€ b 8 s s a2 B-e-8
T BBCNEWS || FD Course || BKSBLIVE ™ GoogleMai P Camera* &% Hotai | Outiook © WUF0O T Dady Mail 2 Google Maps IE! MSE £3 Dropbax /5! Boxnet I My AXA Account hom... | Capture Entire page and Edit (Curl- A< Shift+2)
view group by dicking on the link.
My Groups
Cad . o L
‘0} Hairdressing 2011 view group 0.9 Hairdressing 2012
Motor Vehide 2012
Cad z -~
‘0 Hairdressing 2012 view gr ¢.9
} Plumbing 2012
Private Group

For further guidance on groups, see page 33.

e View activities — This option launches the ‘All Activities’ menu, displaying
all completed assessments and any interactive or paper-based learning
resources the learner has accessed. Selecting any displayed activity
enables a tutor to reprint a learner’s results page or review the answers
given by a learner for any assessment completed. For further guidance on
activities, see page 14.

e Reports — This option provides quick access to the English and maths
reports for an individual learner. For further guidance on Reports, refer to
the specific guide: E - bksblive user guide 2012 (Reporting).
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Student Search Tab

From the ‘Student Search’ tab, a tutor can carry out the following activities

1. Quickly review a learner’s activities.

2. Edit alearner’s details/change password.

3. Edit the Additional Details field(s) for that learner/Edit password

4. Quickly identify which groups the learner belongs to

5. Modify the default course defined for a learner.

6. Manually set the diagnostic level for an English or Maths course (if the
learner has not taken an Initial Assessment previously).

7. Reprint an assessment result.

8. Review a learner’s course progress.

9. Accessing the paper versions of the resources assigned to a learner (if
licensed). Also includes access the answers to the worksheets.

10. Manually mark-off a topic as completed (if no Skill Checks are assigned
to a learner’s course).

11. Course progress in-depth report.

1. Quickly review a learner’s activities.
As the name suggests, from the ‘Student Search’ tab, you are able to search for a
student within bksbLIVE. However, it should be noted that all users added to
bksbLIVE have, by default, student access, meaning that you can also use this

area to search for other tutors and administrators.

- Student Search Student Search

Student Search Student Search
Search Advanced Search Search Advanced Search
Student Search Student Search
Username <: Reference <:
First Name First Name
Last Name Last Name
Include archived learners in search Include archived learners in search

Selecting the ‘Student Search’ tab will reveal a number of search fields. In the

two screenshots above, you will notice that, although they appear identical, they
do in fact have different labels for the first search field. In the one on the left, the
field name is ‘Username’ whereas the one on the right has the name 'Reference’.

By default, a new bksbLIVE account has the default field name as ‘Username’.
This field name is editable by the administrator and hence can be modified to
suit your particular needs Reference’, ‘Student ID’, etc.

[11]
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- Student Search

Student Search

Username First Hame Last Name
Search Advanced Search
AngelaKirkland Angela Kirkland

Student Search JakeKirklees Jake Kirklees
Username
First Name

Last Name kirki

Indude archived learners in search

To start a search, you can search for the Username, First Name or Last Name.
You will note that as you type, the system continuously searches the database,
based on the characters entered. In the example above, | searched for a student
called Angela Kirkland. After only entering the characters ‘Kirk’ in the ‘Last Name
field, this has quickly revealed just two matches in the search results - ‘Angela
Kirkland’ and ‘Jake Kirklees'.

7

If the results reveal no matches, yet you are confident the learner exists on the
system, select the check box to include archived learners in the search, in case
they have been deliberately or inadvertently moved to the archive by an
administrator.

Yl Include archived learners in search

If you are still unable to locate the student, contact your
administrator as they may have been added to a private group to
which you do not have access.

Advanced Search

If an administrator has added additional data to your bksbLIVE account, you can
also search for this data. Select the hyperlink called ‘Advanced Search’ This will
reveal any additional fields added by your administrator.

- Student Search

Student Search

Userng

Search Advanced Search
10417

Advanced Student Search 10479

Adrian

Centre Location london Aid
igeen

h Alessan|
Include archived learners in search EES

Alfonsg

In the example above, the administrator has added an additional field named
‘Centre Location’ as a way of identifying which training centre a particular
learner attended. This particular field has been created to appear when a user
account is created and therefore it is up to persons setting up user accounts to
ensure they enter the correct data into this field (i.e. in this particular example,’
London’, ‘Milton Keynes, ‘Liverpool’, ‘Newcastle’, etc.). Searching in this field
requires the exact phrase to be entered in order for the search to show the
correct search results. For example, if you are searching for users who attended
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the Milton Keynes centre, you must search for "Milton Keynes’. Searching for
‘Milton’ will not show any results.

Having completed the search, hover the mouse cursor over the search result you
are interested in. You will note the search result turns red, indicating that it has
been highlighted.

Username First Name Last Name
AngelaKirkiand Angela Kirkland

b
JakeKirklees Jake KIrklees

.

Select the highlighted search result and the student details page for that
particular user will be revealed.

“stbksb |~

)

Details Subjects
Details

m A Activities

A e Completed the Maths Initial Assessment  Level 1 .
Student 1D m il 31/10/2012 (5
Change username
Merge usernames Diagnostic Assessments
First name Angela p  Completed the Mathematics L1 Score:
A\ Diagnostic Assessment 23 % 25/01/2013 @
Last name Kirkland
! Completed the English L2 Diagnostic Score: —
Email A\ Assessment 59 % 31/10/2012 (g5
Password Change password Interactive Resources English 12
B Viewed the Past Tense Interactive Resource
DOB dd 01 mm 01 yyyy 1900 m

s Viewed the Spelling Rules Interactive Resource

update

Group List

Groups list

e
‘?’J Hairdressing 2011 X Remove user from this group
~‘
&J Hairdressing 2012 X Remove user from this group

Now that you have reached the details page, you will note that the screen is
dominated by the ‘Activities’ panel. This panel displays all assessments
completed by a learner, all interactive resources selected by the learner plus any
paper-based assessments assigned to the learner by a tutor.

Only select a paper-based resource if you wish to download and print
off the resource to give to a learner. Selecting a resource will
immediately show the resource as having been assigned in the
‘Activities’ panel.

If the learner has many activities displayed, a scroll bar will appear to offer access
to other activity information.

If you wish to display all the activities in a single window, select the ‘View All
Activities’ hyperlink at the lower-right of the window.

tic Score:
= o 31/10/2012 @

Resource View All Activities hyperlink

ve Resource -
View All Adtivities
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The Activities Panel (single window view)
Having selected the hyperlink ‘View All Activities’, the panel will expand to show
all the achievements attained by the learner.

About
Student ID : AngelaKirkland Skill Checks
First Name : Angela q
Passed the Commas Skill Check Score: A ——
Last Name : Kirkland @ 85% L | 07/02/2013
D.0B. : NA
@ E?]sescel(d the Colons and Semicolons Skill E;«[:I(;II;:;": e ' oA 07/02/2013 @
@ Attempted the Apostrophes Skill Check Sﬁc;;:: A v 0770272013
English Plus (2013)
Highest Initial Assessment Result: @ L e Ao 07/02/2013 (5]
Level 2 (31 October 2012) . i
Latest Initial Assessment Result: ; .
Attempted the Spelling rules Skill Check ~ Score: ——
Level 2 (31 October 2012) @ 6% 07/02/2013  [xgy]
Maths Plus (2013) g Passed the Spelling rules Skill Check Score: e 28012013 ()
Highest Initial Assessment Result: 76% . )
Level 1 (31 October 2012) [ ———— o y——
Latest Initial Assessment Result: g At Sl (i Sl anse 6;;:. LU 28/01/2013 =
Entry 3 (06 February 2013)
Attempted the Comparing information Score: —
@ skl Check 16% LIS 28/01/2013  fygy
Attempted the Identifying fact and Score: A ——
g opinion Skill Check 0% { 28/01/2013  |ygy)
Attempted the Identifying fact and Score: ——
@ opinion Skill Check 50% 28/01/2013 [z
Attempted the Identifying fact and Score:
@ opinion Skill Check 50% [ 28/01/2013 @
Attempted the Identifying fact and Score: Ao ——
g opinion Skill Check 50% H AW A 2 DLzl
ﬁ Attempted the Apostrophes Skill Check Sﬁcg;/(:: o = '.'_, - 28/01/2013 ﬁ
ﬁ Attempted the Spelling rules Skill Check Ssc;);;:: 28/01/2013 ﬁ
@ Attempted the Verb tense Skill Check S;g;:: 28/01/2013 ﬁ
Initial Assessments
m Completed the Maths Initial Assessment Alzr'n]tg':d 06/02/2013
m Completed the ICT Initial Assessment Alz:?l‘;:\ll:d 31/10/2012
Completed the English Initial Level 2 ——
m Assessment Achieved S
m Completed the Maths Initial Assessment ALC?I\:::’; 31/10/2012
Diagnostic Assessments
B Completed the Mathematics L1 Score:
m Diagnostic Assessment 23 % 201201 @
o Completed the English L2 Diagnostic Score: ——
m Assessment 59 % iYL/
Interactive Resources English L2
ﬁ Viewed the Past Tense Interactive Resource
ﬁ Viewed the Spelling Rules Interactive Resource

In addition, on the left of the screen is displayed a quick reference to the
learner’s Initial Assessment results for English and maths. Normally, this would
only display the ‘Latest Initial Assessment’ result as for most learner’s they will
only be given one opportunity to take an Initial Assessment. However, if an
administrator has configured the account so that a learner can repeat their Initial
Assessment, the results will include two categories:

e Highest Initial Assessment result, and
e Latest Initial Assessment result
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Review the answers given by a

learner (applies to any Initial What would you like to do? X
Assessment, Diagnostic Assessment
or Ski” CheCk)' f'J View assessment and user answers

All activities which are an )
assessment are ‘clickable’, i.e. by - / View printable page
selecting them; an options menu
will appear as per the one shown
opposite.

o
=]
&
(g¥]

To review the answers given by learner for any completed assessment, select the
‘view assessment and user answers’ hyperlink and a new window will appear.

A t fi H
(:li?s:n::el:::k tr:':ae:igate) Click on the correct answers. %,
[ Frame 4 X i
( From the choices given, select a new word or phrase to replace the word in

frame bold, without altering the meaning of the sentence.

Frame 6 X

Frame 7

Frame 8 ® The place chosen for the recording area needs to be quiet.

Frame 9 x| land plOt i site

Frame 10

Frame 11

Frame 12

Frame 13 : The marketing manager wanted to find out where the minutes of the last

Fm—— meeting hadgen filed. 7

i researc examine _ establish
Frame 15 ® - —
Frame 16
x e Diagnastic Assessment - English Level 2 i —
Frame 17 X L \:“bksb & MENU @BACK  NEXT @ T S

On the left of the screen is a quick-access menu to jump to any question frame
shown to the learner during the assessment.

Note that in an initial assessment, the question frames may differ
from those of other learners due to the assessment adapting to the
responses.

As you select a frame button, the question(s) shown to the learner will be
revealed. If the frame button has a green tick v'next to it, this indicates the
learner answered all the question(s) correctly.

If the frame button has a red cross X next to it, this indicates the learner
answered one or several of the question(s) incorrectly. A scroll bar to the right of
the frame buttons allows easy access to other question frames.

The remainder of the screen is dominated by the actual question frame shown to
the learner. The assessment title and level is displayed at the bottom of the
screen.

Diagnostic Assessment - Maths Entry 1

*ssbksb a MENU

r
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In the question frame, a correct answer is shown with a green tick v’ next to it.
An incorrect answer is shown with a red cross X next to it.

As: t fi ]
(pls::ss;n celir::k tr::ae:igate) Click on the words to add the correct punctuation. e,
[ = ; : W

—— % Read the following sentences and put inverted commas (*...").

Frame 16 b 4

Frame 17 b 4

Frame 18

The chairperson said, "I welcome you to this

Frame 19 x meeting.”

Frame 20 b 4

Frame 21 ~ |71 "Nice to see you, to see you,xnice is a catch

rm—— % phrase used by a television personality.

Frame 23 7‘

) I have never heard of the expression, “out of the

famadd . frying pan, into the fire.” '

Frame 25

Frame 26 b 4

Frame 27 "-"’i"!‘:;ksb AMENU Diagnostic Assessment - English Level 2 e BACK NEXE B i';‘;‘,‘jc,s ::

Eumuen 20 s (The

) ) ) you,xnlce is
Any answer that was omitted is shown by a red circle.

To review the learner’s answer(s) the learner should have provided, select the
‘Show Answers’ button in the bottom-right of the screen and a pop-up window
will reveal the correct answers.

Please be aware that when reviewing the answers given by a
learner, although this only shows one answer option, some
questions may allow more than one correct answer.

Select the ‘Close’ button to close the window.

[=] These are the correct answers. X
X
These are the correct answers.
b 4 Read the following sentences and put inverted commas (*...").
x The chairperson said, "I welcome you to this
meeting.”
X
“Nice to see you, to see you, nice” is a catch
phrase used by a television personality.
x I have never heard of the expression, “out of the
J frying pan, into the fire.” L
CLOSE
’ ! \ A

To quickly scroll through all the questions (both correct and incorrect), select the
‘BACK’ or ‘NEXT’ button as necessary.

@BACK NEXT @ Shw =

To exit the assessment review screen, select the ‘Back’ button at the top-left of
the screen.
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2. Edit a learner’s details

In the 'Details’ panel on the upper-left “_
of the screen, a tutor can edit several

pieces of information. These include userName AngelaKirkland
the Username, First Name, Last Name, Change username

. Merge usernames
e-mail address, Password and Date of

Birth. An extra tab ‘Additional Details’  |First name Angela
enables the tutor to make amendments |Last hame Kirkland
to any additional fields added to the
account. You can also merge a
username with another username if a Password Change password
learner has been inadvertently added

Email

DOB dd 01 mm 01 yyyy 1900
to the system multiple times under

different usernames. update

e Amending the Username — should you make an error when entering the
username, select the ‘Change username’ hyperlink, then amend the
username and select the ‘Change’ button to complete the process. Once
the process has been completed, you will be returned back to the ‘Details’

page.

e Merge Username

IMPORTANT - READ ME FIRST!

If used incorrectly, this option can result in misplaced data
The merge username option is a very powerful tool that should only be
applied by an experienced user. It is recommended that you read this
section thoroughly before using this feature as incorrect use can result in
misplaced data which can only be reversed by the bksb IT support team.

Imagine the scenario where a learner has two user accounts, one with the
username of ‘AK310188, the other in the name of ‘angelakirkland’. As
usernames must be unique for each learner, bksbLIVE treats these
usernames as two individual learner accounts.

So, if an Initial Assessment was taken under the username of ‘AK310188’
and at a later date a Diagnostic Assessment was taken by the learner
under the name of ‘angelakirkland’, wouldn’t it be useful to merge the
two accounts together so that both results were attached to just a single
account?

The ‘Merge Username’ hyperlink provides access to a very powerful tool
which provides the facility to merge two user accounts together.

Step 1 - First, you need to decide which username has the main
priority, and to which results from another username will be
merged. It might be easier to think of the usernames as ‘high’
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priority and ‘low’ priority. The results of the ‘low’ priority
username will be merged with the ‘high’ priority username.

In this example the username of ‘angelakirkland’ will be the main
(high), priority username for this learner.

Step 2 — Log in as a tutor and search for the ‘low’ priority
username which contains the results which need to be merged

with the ‘high’ priority username.

Step 3 — From the search results, select the ‘low’ priority username
and you will be taken to their ‘Details’ page.

Step 4 — Select the hyperlink ‘Merge usernames’.

Details

Details

= 1

Username AK310188
Change username § :
Merge usernames

First name Angela

Last name Kirkland

Step 5 — After selecting the hyperlink ‘Merge usernames’, a dialog
box will appear. In the editable field ‘Into this user’, type the
username you wish to merge the results to, i.e. the ‘high’ priority
username.

Enter a new username for the learner below.

Merge user: AK310188
Into this user: angelakirkland|
Merge

If you enter an invalid username (one that does not already exist
on the system), or omit a username, a warning dialog box will
appear.

Error Merging username: Error executing procedure: bksb_MergeUsers
-Error: Mew username does not exist

Step 6 — Select the ‘Merge’ button and you will be returned to the
‘high’ priority username and any merged records will now show in
the achievements panel.
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Amending the First/Last Name — To amend a user’s first or last name,
make the required changes then select the ‘update’ button. Note that
when you amend these details, they will automatically update in any
results pages as well.

Amending the e-mail address — To amend a user’s e-mail address, make
the changes as necessary and then select the ‘update’ button.

Change the password - If a user has forgotten their password, you can
use this section to either a) set a password to one of your choosing, or b)
enter a password which the user will use to log in, after which they will be
prompted to change it again. Note that all passwords in bksbLIVE are
encrypted for security reasons and bksb staff are not able to recover a
password, only re-set it. Note also that passwords are CASE SENSITIVE.

v’ Setting a default password - To amend a user’s password, select
the ‘Change Password’ hyperlink. A new dialog box will appear.
Enter the new password then ensure you untick the checkbox
labelled ‘Learner must change password on next login’ before
selecting the ‘Change’ button. The dialog box will close and return
you back to the ‘Details’ page.

Enter a new password for the learner below, if you wish for the learner to choose their own
password on login, then leave a tick in 'Learner must change password on next login'.

Password:

V| Learner must change password on next login
| Change |

v Set a password which changes on next log-in — To amend a user’s
password so that they are prompted to change it on next log-in,
ensure you tick the checkbox ‘Learner must change password on
next login’.

Amend the Date of Birth — To amend a user’s date of birth, change the
relevant details and then select the ‘update’ button.

3. Edit the ‘Additional Details’ section Additional Details

If the administrator has set additional fields to record Update Additional Details.
important information when user accounts are
created, the data entered during account activation
may have been inputted incorrectly. In this section,
you can amend this data. In the example opposite,
the administrator has created a field called ‘Centre
Location’ and, during account activation, the field
was populated with ‘Leeds’. If this was incorrect, to
amend this, simply tick the checkbox titled ‘Update

Centre Location Leeds

update

Additional Fields’ (which makes the field active), then amend the contents of the
field and select the ‘update’ button to complete the process.
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4. Quickly identify which groups the learner belongs to.
In the lower part of the screen you will find two tabs, ‘Group List’ and ‘Add to
Group’. The group list will display any groups to which the user has been added.

Group List

Groups list

&«
& Hairdressing 2011 X Remove user from this group

To quickly remove a learner from a group, select the hyperlink ‘Remove user
from this group’.

From this section, you can also add the user to _ Add to Group .

another group or to many groups. Remember, — FEERawEs

a user can belong to more than one group. To
add the user to another group, select the ‘Add
to Group’ tab to display the ‘Group Search’

My Groups Group Search Advanced Search

window. By default, your ‘My Groups’ will be
displayed and show any groups that have My Groups

Motor Vehicle 2011
already been added to your ‘My Groups’ area.

. .. Hairdressing 2011
Remember that ‘My Groups’ is similar to g

. . . Plumbing 2011
favourites in your web browser and provides a
) Hairdressing 2012
quick route to the groups you access the most.
Plumbing 2012

Mator Vehicle 2012

To add the learner instantly to a group

displayed in your ‘My Groups’ list, just click on the green + symbol. You can
confirm this action by selecting the ‘Group List’ tab and you will see the groups
to which the user has been added.

My Groups Add Groups

UJJ view group
SJJ view group

If the group (to which you wish to add the user) is not displayed in your ‘My
Groups’, you can use the hyperlink ‘Group Search’ or ‘Advanced Search’ to
locate the group.

My Groups Group Search Advanced Search

Note that these hyperlinks provide similar functionality to those when searching
for a user under ‘Student Search’ as discussed previously.
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5. Modify the default course defined for a learner.
Within bksbLIVE, the administrator will have configured what is known as the
DEFAULT course for ALL learners. What this means is that any new user added to
the system will automatically be offered the default course on the student home
page after logging in. However, it may be necessary to amend the course just for
a single user (note that later in this manual, | will discuss how you can modify the
course for an entire group of learners — see ‘Group Search’).

After searching for the user and selecting their name, you will be taken to their
details page. On the top-left of the page you will note a tab named ‘Subjects’.

Details

Details

Select the tab to reveal the ‘Subjects’ page.

el

The list below shows a list of subjects that Angela Kirkland is studying. You can The list below shows subjects that are available, if you would like to
remove subjects by dicking on the 'remove' button or you can check progress by dicking add a subject to be studied by Angela Kirkland then click on the ad:
on the link. button.
W English (2013) view subject progress & ESOL Listening Initial Assessment
_] Maths (2013) view subject progress \i: ESOL Reading
\i: ESOL Reading Diagnostic Assessment
\& ESOL Reading Initial Assessment
‘L’ ESOL Writing
\i: ESOL Writing Diagnostic Assessment
\i: ESOL Writing Initial Assessment
L@ English Diag Only (2013)
s English Diag,Res (2013)

On the left half of the screen are all the subjects and/or courses a learner is
subscribed to. In the example above, Angela Kirkland is subscribed to the
courses ‘English (2013)’ and ‘Maths (2013)’. On the right-hand side of the screen
are all the available subjects and courses available. Note that this will vary
depending on what software you currently license and how your account has
been configured by bksb. Contact bksb if you require your subject/courses
amending.

How to make sense of subjects (and courses).

When a user is assigned a subject and this is displayed on the left-hand side of
the screen, the subject may comprise of a single subject, i.e. English IA Only
(2013) or multiple subjects, i.e. English Diag, Res (2013). However, where a user is
assigned a ‘course’, the subject may say something like ‘English (2013)’ but not
identify its component parts. So what does a course comprise of?
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Below is a list of available ‘courses’ and the subjects that make up the course.

‘English Plus (2013)’ course comprises of:

English Initial Assessment, followed by
English Diagnostic Assessment, ,followed by
English Learning Resources, followed by
English Skill Checks Summative Assessments,
followed by

e English (writing) Functional Skills Scenarios

‘English (2013)’ course comprises of:

English Initial Assessment, followed by
English Diagnostic Assessment, , followed by
English Learning Resources, followed by
English Skill Checks Summative Assessments.

Maths Initial Assessment, followed by

Maths Diagnostic Assessment, followed by

Maths Interactive Learning Resources, followed by
Maths Skill Checks Summative Assessments,
followed by

e Maths Functional Skills Scenarios

‘Maths Plus (2013)’ course comprises of:

‘Maths (2013)’ course comprises of:

Maths Initial Assessment, followed by

Maths Diagnostic Assessment, followed by

Maths Interactive Learning Resources, followed by
Maths Skill Checks Summative Assessments.

‘ICT’ course comprises of:

e |CT Initial Assessment, followed by
e |ICT Learning Resources.

Note: the new 2013 individual ICT
modules are not available as part of a
‘course’.

‘ESOL Reading’ course comprises of:

e ESOL Reading Initial Assessment, followed by
e ESOL Reading Diagnostic Assessment,
followed by English learning resources

‘ESOL Writing’ comprises of:

e ESOL Writing Initial Assessment, followed by
e ESOL Writing Diagnostic Assessment
followed by English learning resources

Note: there is no ‘course’ available for ESOL Listening,
only an ESOL Listening Initial Assessment subject.

Add a new subject/course

To add a new subject, locate the relevant ‘subject’ or ‘course’ from the right-

hand window and select the

symbol to move it over to the left-hand window.

The subject (or course) added will now appear in the user’s home page when

they next log-in.

IMPORTANT

Remember that when adding a ‘course,” always select the one most applicable.

For example, if a user needs a course comprising English (2013) Initial

Assessment, Diagnostic Assessment and Learning Resources only (excluding the

Skill Checks), then do not assign these subjects individually. Instead, select the

option | Uds  English 1A, Diag,Res (2013)

|that contains ALL these elements so that

after completing the Initial Assessment, the user will be guided to take the

relevant Diagnostic Assessment followed by the corresponding Interactive

Learning Resources (and NO Skill Checks).
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Remove a subject/course

To remove a subject/course from a user’s account, locate the relevant ‘subject’
or ‘course’ from the left-hand window and select the X symbol to move it over to
the right-hand window. The subject (or course) will now no longer appear in the
user’s home page when they next log-in.

6. Manually set the diagnostic level for an English or maths course
There may be times when you need to manually override the system such as
skipping the initial assessment and starting the learner with the diagnostic
assessment. Under normal circumstances, it is always recommended that the
user first take an initial assessment as this will place the user on a level which
matches their current abilities. However, if you are confident the learner is able
to accommodate an alternative level, the procedure below outlines the process
of amending the level for the diagnostic assessment.

a) First search for the student (under the ‘Student Search’ tab), select their
name, then select the ‘Subjects’ tab.

b) Select the hyperlink ‘view subject progress’ adjacent to the subject or
course you wish to amend.

Select 'view subject progress'

The list belows shows a list of subjects that Angel land is studying. You can rg
subjects by clicking on the 'remove’ button or you cal progress by clicking on

L English (2013) views subject progress
_] Maths (2013) view subject progress

c) At the top of the learner’s course progress page, you will see a section
named ‘Select Level’. To change the current level of the diagnostic,
select the radio button adjacent to the level you wish to set. In the
example below, Angela Kirkland has already taken an Initial Assessment
and achieved English Level 2. Selecting another radio button would
override this. Selecting the ‘Clear override’ button will reset the level
back to that attained originally by the Initial Assessment.

Angela Kirkland (AngelaKirkland) Course Progress (English (2013))

Select Level:

English PE English E1 English E2 English E3 English L1 @ English L2 English L3 Clear override

Once the level has been amended, the setting is automatically saved.
Upon next log-in, the user will now be directed to take a Diagnostic
Assessment at the level assigned to them.
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7. Print an Assessment result.
Should you need to print an assessment results page (Initial, Diagnostic, Skill
Check), there are two ways this can be achieved.

a) First search for the student (under the ‘Student Search’ tab) and select
their name. This will take you to the student’s ‘Details’ page.

Details
Details

Completed the Englsh Tnital Level 2 i
StudentD  [AngelaKirkland M Posmament o it 31/10/2012 (=)
Change username - . I 1
Merge usernames Completed the Maths Initial Assessment  Lewvel 1
a s 31/10/2012 [y
First name Angela
Diagnostic Assessments
Last name Kirkland = p——— 5
|| Completed the Mathematics L1 Score:
m Diagnostic Assessment 23 % P @
Email
Now select a result from the =
What would you like to do? X

‘Activities’ panel and choose ‘view
printable page’ from the dialog box to
display the results page. The results * /' View pintable page

)
¢ View assessment and user answers

can be printed by select the ‘Print’
button in the top-left of the screen.

)
=]
@
>

b) Alternatively, you can select the ‘Subjects’ tab, select the hyperlink
‘view subject progress’ adjacent to the subject or course you wish to
review and on the left-hand side of the course progress page, you will
see the section titled ‘Reprint Results’.

Reprint Results:

Click on the results button to find and
reprint a result.

Initial Assessment: results

Diagnostic Assessment: results

c) Select the relevant ‘results’ button to display a list of assessments
taken. In the example screenshot below, only 1 Diagnostic Assessment
has been taken. If more assessments had been taken, these would also
be listed.

/" Wed 31/0ct/2012 view

d) Select a ‘view’ button to display the results page. At the top of the
results page, select the ‘print’ button to print the page.
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Review a learner’s progress.

As a tutor, unless the account is your own, you are not able to access a user’s on-

screen Individual Learning Plan or the Interactive Learning Resources. However,

by following the
process below, you
can review an
individual user’s
course progress as
well as access the
paper-based versions
of the learning
resources? assigned to
the user after
completing a

diagnostic assessment.

First search for the
student (under the
‘Student Search’ tab),
select their name,
then select the
‘Subjects’ tab.

Select the hyperlink
‘view subject
progress’ adjacent to
the subject or course
you wish to review.

In the example
opposite, | have
searched for ‘Aled
Roberts’, selected his
name, selected the
‘Subjects’ tab and
finally selected his
course called ‘English
(2013)’ and in the
lower part of the page

(¢
*

Aled Roberts (AledRoberts) Course Progress (English Plus (2013))

Select Level:

English PE Engish E1 EngishE2 O EnglishE3 @ EnglshL1 Engishl2 OEnglshl3 | Clear override

Assessment Results:

Reprint Results:

Click on the resuits button to find and Information: You can dick an achievement to view the printable resut page.

reprint a result,

| Completed the English L1 Diagnostic Score:
4\ Assessment 49% AL @
Initial Assessment: results 5 T 9 mon
ompleted the English Initial Assessment  Entry
m e 16/08/2012 [

Diagnostic Assessment: results

Level1

‘4] Course Progress

View printable progress report

Practice Scenarios

¥/ Booking 5 holiday Y3 Charity football match “¥ 3 Commurity allotment

“4 % community project Y4 sponsored walk %4 volunteering

%] rModules Completed

No.

End of sentence punctuation Very Good

Apostrophes Take Care Mo.
Subject verb agreement Take Care Mo.
Connectives. Very Good N/A
Homophones Very Good NjA
Sequencing Very Good Mo,
Using a dictionary Very Good Mo,

‘4] Modules Still To Complete

m Skil Checks Wi
e Mark as complete

puncuano Commas
Commas Punctuatio
Complex sentences
Gr Syntax Resources
Mark as complete
U= Grammar and Syntax Answers Verbs s Koy e
" » Using images
Format & structure g Fé’ D‘ze"“' 05€s Ansiers Mark as complete
Viriting for Different Purposes Resources Using language farmat
Viritng for Diff Purposes Answers
Formal language VWriting for Different Purposes Resources T gl Mark as comolete
Grammar and Syntax Resources Adverbs and adiect
Mark as complete
Adverbs Grammar and Svntzx Ansuers erbs and adjectives Mark as complete
Vocabuiary and Morphology Resources
Vocabuiarv and Merphology Answers
Vocabulary of texts Readin Resources Using language format Mark as complete
Reading for Understanding Answers.
, Grammer and Suntex Resources :
Adjectives Grammar and Syntax Resources Adverbs and adjectives Mark as complete
Syntax Answers
Soeling and Handriting Resources speling
Mark as complete
EB Spelling and Handwriting Answers 21 Mark as complete
Yocabulary and Morphology Resources
Prefixes and suffixes Yocabulary and Morphology Resouces N/A Mark as complete
Vocabuiarv and Morphology Ansiers
Comprehension Reading for Understanding Resources e A,
Readin for Understanding Answers BaisLa.

is his progress on this course including modules completed and modules still to

complete.

Lif licensed
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Progress Bar
At the top of the ‘Course Progress’ page are two progress bars.

The bar on the left titled ‘Latest Diagnostic Result’ provides a visual indication of
the percentage scored in the diagnostic assessment taken.

Level 2

Course Progress

The bar on the right titled ‘Course Progress’ provides a visual indication of their
course progress so far. This corresponds to the ‘Modules Completed’ section
further down the screen.

The next section is a reflection of what the user is shown in their student home
page, in relation to this particular subject/course.

My Subjects

English (2013)

What should I do next?
Take the Interactive Resource: Past Tense

Maodules Completed

Retake the Initial Assessment view course

TUTOR VIEW LEARNER VIEW
Screenshot above reflects what is shown to the tutor when Screenshot above reflects what is shown to the user
reviewing the course progress page for Angela Kirkland. (Angela Kirkland) on her student home page.
Practice Scenarios (Functional Skills) Practice Scenarios
If you have licensed the Functional Skills ’
. ) . /' 4 First aid course q&

Practice Scenarios (and assigned them to a
learner under a course of ‘Maths Plus "V Roling coast festival

(2013)’ or ‘English Plus (2013)’), as each
scenario is worked through, a green tick v is assigned to the scenario in the
tutor’s student progress report. Note that this does not mean the scenario was
successfully completed, but simply indicates the activity was activated.

Modules completed / Modules still to complete
The next section of the ‘Course Progress’ page, shows the modules completed so
far, and underneath this section, the modules still to complete.

Take note that as a learner progresses through their diagnostic assessment, if
they achieve a relatively good score on any whole modules of the assessment,
the system will recognise this and identify these modules as completed under
‘Modules Completed’.
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Modules Completed
Subject/verb agreement Take Care
Word meanings Take Care MfA

e Module Name describes the name of the module completed.

e Diagnostic Result indicates the result achieved.
v' The term ‘Very Good’ indicates a high score in that area.
v' The term ‘Take Care’ indicates that the majority of questions were
answered correctly but with a few incorrect answers.

o Skill Checks Taken — There are two ways to mark off a learner’s work as
complete — manually, or automatically each time a set of Skill Checks is
completed?.

v' The term ‘No.’ indicates that a Skill Check was not taken.
v' The term ‘N/A’ indicates ‘not applicable’.

e Tutor Marked as Complete — here you will find hyperlinks enabling the
tutor to manually mark off a module as complete.

’

Below the ‘Modules Completed’ section is the ‘Modules Still To Complete
section which identifies the areas of most concern (shown in red on the
Student’s ILP). Note that it is these modules only that contribute to further
progress by the learner.

Modules Still To Complete
Module Name Skill Checks Tutor Mark as CDleete

Grammar and Syntax Resources

Speling and Handwriting Answers

Verb t
Correct verb tense Gremmar and Syntax Answers erb tense Mark 3s complete
Punctuation Resources
Mark as complete
Apostrophes Punctuation Answers Apostrophes Mark as complete
i 20eling and Handwriting Resources D
Spellings Spelling and Handwriting Resources speling rules Mark 25 complete

Colons, semicolons & commas

Punctuation Resources
Punctuation Answers

Colons and semicolons

Commas

Mark as complete

Comprehension & Inference

Reading for Understanding Resources
Reading for Understanding Answers

Reading comprehension

Mark as complete

Passive verbs

Grammar and Syntax Resources
Grammar and Syntax Answers

Passive verbs

Mark as complete

Locating Information

Reading for Understanding Resources
Reading for Understanding Answers

Comparing information

Locating information

Mark as complete

Fact and opinion

Reading for Understanding Resources
Reading for Understanding Answers

Identifying fact and opinion

Mark as complete

Grammar and Syntax Resources

Speling and Handwriting Answers

ces Comple d d sent
Complex senten: Grammar and Syntax Answers omplex and compound sentences Mark as complete
Prefixes/Suffixes Spelling and Handwriting Resources Speling rules M REAET
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e Module Name describes the name of the module completed.

e Learning Resources provides tutor-only access to the paper-based

learning resources? for that module, together with the answer sheets.

e Skill Checks — Here the system will identify which skill check(s)* the
learner needs to take in order to complete the module.

o Tutor Marked as Complete — should you not license the bksb Skill

Checks software (which offers a fully automated approach to

validation and marking of progress), here you will find hyperlinks

enabling the tutor to manually mark off a module as complete.

Accessing the paper-based Learning Resources assigned to a learner after

completing a Diagnostic Assessment.

Within bksbLIVE, tutors are able
to access the paper-based
versions of the learning resources
(if licensed), together with the
answer sheets that correspond to
the skill gaps identified in the
learner’s ILP (individual learning
plan). Selecting a hyperlink will
load the relevant PDF and display
it within your web browser, as
per the screenshot opposite. If
the PDF file is longer than a single
page, a scroll bar will appear on
the right side of the page to
enable access to other pages

'Sspksb

Functional Skills
English

Level 2

Learnina Resource 2

within the document.

accordingly.

Differing web browsers will display the paper-based learning
resources in different ways and the print options will also vary

Note that the hyperlinks only link to those paper-based resources that

correspond to skill gaps identified in the ILP. Should you require access to the full

suite of learning resources, these are available under the tutor login via the

‘Resources’ tab.

3 1f licensed
4If licensed
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10.

When manually selecting the resources via the ‘Resources’ tab, ensure you select
the relevant materials, i.e. if you have learners on a (2013) course, remember to
select the resources that are designated (2013) at the end of their name.

Further information on
accessing the full suite of paper-
based resources is available
further in this guide under the
heading Resources Tab.

<

Printing the paper-based Learning Resources

The print options available to you will depend on the version and type of web
browser available to you, therefore it is always recommended that you use an up
to date browser. For further information on the paper-based resources
available through bksbLIVE, see the section on the ‘Resources’ tab, further in
this guide.

Manually mark-off a topic as completed if no Skill Checks are assigned to a
learner’s course.

Previously, you were shown the panel called ‘Modules Still To Complete’ and it
was briefly mentioned that if you had licensed the skill checks software, then, as
each full set of skill checks was completed by the learner, the system would
automatically identify this as complete and move the learner on to the next
module of their course. In the screenshot below, you can see two green ticks
adjacent to the modules ‘Spelling’ and ‘Prefixes/Suffices’. The green ticks
indicate that these modules were automatically marked by the skill checks
software (after the learner achieved 75% or above in each skill check).

Modules Completed
Subject/verb agreement Take Care Mo.
Spellings MNeeds Practice «&
Word meanings Take Care A
Format and structure Very Good Mo.
Pronouns Take Care M A
Sequencing Very Good Mo.
Prefives/ Suffixes Needs Practice o
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However, if you do not have a licence for the skill checks software, a tutor can
easily mark a module as completed by selecting the hyperlink ‘Mark as
complete’ as highlighted below. By selecting this link, the topic will be removed
from the ‘Modules Still to Complete’ section and moved up to the ‘Modules
Completed’ section.

Modules Still To Complete
Module Name Skill Checks Tutor Mark as Complete

Grammar and Syntax Resources Verb tense
Grammar and Syntax Answers

Correct verb tense Mark as complete

Punctuation Resources

Apostrophes
Punctuation Answers " P Mark as complete

Apostrophes

Reading for Understanding Resources Comparing information

Locating Information Reading for Understanding Answers Locating information

Mark as complete

Reading for Understanding Resources Identi fact and
Reading for Understanding Answers e nel opmen

Fact and opinion Mark as complete

In the screenshot below, at the bottom you can see that | have manually marked
two additional modules, ‘Correct verb tense’ and ‘Apostrophes’. This is indicated
by the hyperlink ‘Remove Tutor Marked’ showing next to the modules under the
column ‘Tutor Marked as Complete’.

Modules Completed
Subject/verb agreement Take Care Na.
Spellings Needs Practice -\ﬁ
‘Word meanings Take Care NjA
Format and structure Very Good No.
Pronouns Take Care MfA
Sequencing Very Good MNo.
Prefixes/Suffixes MNeeds Practice .
Appropriate language Very Good No.
Speech marks Very Good MNo.
Synonyms Very Good No. A/'
Correct verb tense Needs Practice Remove 'Tutor Marked'
Apostrophes MNeeds Practice Remove 'Tutor Marked' (
N\ —
Y

If, whilst marking manually, you make a mistake, simply select the hyperlink
‘Remove Tutor Marked’ and the module will be returned back to the ‘Modules
Still To Complete’ section.

Note that the method outlined above can be used to review and mark work for
an individual learner. Provided your learners have been assigned to a group,
you can select the ‘Reports’ tab and quickly find, review and mark off modules
as complete for multiple learners.

Refer to the guide called ‘Reporting’ on the tutor home page for further
information.
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11. Course progress in-depth report

Returning back to the top of the course progress page (access the course
progress page by: search for learner 2 select a learner from search results 2>
select ‘Subjects’ tab =2 select ‘view subject progress’), you will note a button
labelled ‘View printable progress report’.

o Course Progress

View printable progress report

If you select this button, the page will refresh and display a more detailed course
progress page. This page incorporates the following detail.

Topic Curriculum Code I
V- v
" Connectives Ws/Ll.1a Diagnostic ¢

Evidence

5 Date: 16/06/2013 Very good _‘/ ‘Very Good’ indicates pass
" v achieved during diagnostic ‘DA’
=

I Verb tense Rs/L1.1 Wt/L1.6 Tutor marked ¢
Evidence
Date: 16/06/2013 Tutor Marked 9 Date: 16/06/2013 Needs practice
Logged by: Ian Liiman Complete R\ Assessment I
ITMC' means " Date: 16/06/2013 W Date: 16/06/2013
lTutor Marked Cgrﬁplex sentences 25% ® @ V:r‘;:\s 75% @
as Complete’. :
Complete”. (| gy omen we @ || R et @
Includes date Date: 16/06/2013 veuet @) /j
and name ﬁ Future Tense R
of tutor ™ ‘SC’ Skill Checks
i title and date viewed.
Pass rate =75%
‘IR” Interactive Learning ~— —

Resources title and date viewed |

e |temises each topic undertaken in the diagnostic.

e Shows elements of diagnostic that were ‘Very good’, indicating the topic
was successfully completed. Also includes curriculum code.

\’ End of sentence punctuation

Evidence

Ws/L1.3
Wt/L1.6

| ~ Date: 16/06/2013
R\ Assessment

Very good

Diagnostic
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e Shows elements of the diagnostic where the learner should ‘Take care’,
indicating the learner was reasonably competent in the topic but could do
with refresher tuition if time allows. (Note that any topic labelled as ‘Take
care’ makes no contribution to the student progression.

Apostrophes Rs/L1.2 = '&
Wt/L1.6a
Evidence
Date: 16/06/2013 Take care
m Assessment

e Shows elements of diagnostic that ‘Needs practice’.
Note in the screenshot below, the green tick indicates the topic was
successfully completed by:
o Viewing a single ‘IR’ (Interactive Resources) and
o Completing a single ‘SC’ (Skill Check summative assessment).
As this topic only has one Skill Check, this topic was automatically signed
off as completed.

I Formal language Wt/L1.4 Skill check(s) Q&
Evidence
Date: 16/06/2013 Needs practice S Date: 16/06/2013
m Assessment | m Using language format 89% @
-~ Date: 16/06/2013
ﬁ Writing for Different Audiences Viewed 0

Note in the screenshot below, the green tick indicates the topic was
successfully completed by:
o Viewing 3 individual ‘IR’ (interactive Resources).
o Completing a single ‘SC’ (Skill Check summative assessment)
and achieving the 75% pass mark.
Taking a second ‘SC’ Skill Check and only achieving 25%.
A Tutor manually marking the topic as complete (signified by
the ‘TMC’ icon). Note that if a tutor manually marks a topic off
as complete, the name of the tutor and date is also recorded.

Only topics labelled ‘Needs practice’ contribute to learner progression.

I Verb tense Rs/L1.1 Wt/L1.6 Tutor marked ¢
Evidence
Date: 16/06/2013 Tutor Marked Date: 16/06/2013 Needs practice I
Logged by: Ian Liliman Assessment
[T Logged by Complete m g
= Date: 16/06/2013 | Date: 16/06/2013
@ Complex sentences 25% @ @ Verbs 75% @
S Date: 16/06/2013 59 Date: 16/06/2013
m Predicting Meaning Viewed 0 ﬁ Present/Past Tense Viewed 0
-~ Date: 16/06/2013
m Future Tense Viewed 0
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Group Search Tab
From the ‘Group Search’ tab, a tutor can carry out the following activities

Search for a group.

View members of a group.

Remove members from a group.

View learner achievements.

Add new members to a group.

View a list of tutors assigned to a group.
Synchronise Groups.

Manage groups.

O N WU RWNR

¢ Manually set a group with a specific subject/course.
e Manually override the level for a whole group.
e Automatically raise/lower diagnostic Assessment levels for a
group after completing an Initial Assessment.
9. Edit a Group.

1. Search for a group.
To search for a group, first select the ‘Group Search’ tab. Your ‘My Groups’ are
shown by default on the left of the screen.

Group Search
Group Search

My Groups Group Search Advanced Search

My Groups
Hairdressing 2012

Hairdressing 2011

Group Search

If the group you are searching for is not displayed, select the ‘Group Search’
hyperlink. Enter the name of the group into the ‘group name’ field. You will note
that as you type the name of the group, the system will quickly reveal all results
that match the current search criteria.

Group Search

Group Name
My Groups Group Search " P
Hairdressing 2011

Group Search Hairdressing 2012
Motor Vehicle 2011

group name Motor Vehicle 2012

Office Manager 12.05
Plumbing 2011
Plumbing 2012

Regional Advisers

Should you not know the name of the group, place the cursor in the search field
and select the enter key on your keyboard to reveal all groups within your
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bksbLIVE account. Note that if you have a large number of groups, the search
results may take a few seconds to be displayed.

Advanced Search
If the administrator has added any ‘Group tags’, then you can search for these
tags by selecting the ‘Advanced Search’ hyperlink.

Group Search

Group Search

Group Name

My Groups Group Search Advanced Search
Office Manager 12.05

Advanced Student Search

Vacancies Office

search

Selecting the hyperlink will reveal a search field. The name of the search field is
determined by the administrator when the tag was created. In the example
above, an administrator is using bksbLIVE as a recruitment tool and has set a tag
field called ‘Vacancies’ in an attempt to segregate groups by ‘type’ of vacancy
advertised. When the group ‘Office Manager 12.05’ was created, it was given a
tag of ‘Office’. Other vacancies may have been given tags such as ‘Factory’ (for
factory-related vacancies). In order to use the advanced search to locate groups
with specific tags, you must type the exact criteria into the search field. In the
example above, searching for ‘Office’ has revealed just one group. If | had
searched for ‘Off’, this would not have revealed any results. You must include
the whole name of the tag.

From the search results, select the group name and you will be taken to
another screen which identifies the group, its members and several options
available to that group.

2. View members of a group
After searching for and selecting your chosen group, the screen will refresh and
show a number of additional tabs and options. In the upper-left, it will display the
name of the group (in the example below, ‘Hairdressing 2012’) and underneath
this will be displayed the ‘Members List’ including their Username, First name
and Last Name.

Group Members

Hairdressing 2012

View Members

Members List

Username First Name: Last Name:

AlessandraBianchi Alessandra Bianchi X Remove from group  View learner
AliciaMarino Alicia Marino X Remove from group  View learner
AngelaKirkland Angela Kirkland X Remove from aroup  Wiew learner
AnnabelMcKintyre Annabel McIntyre X Remove from group  Wiew learner
AyakaSatou Ayaka Satou X Remove from aroup  Wiew learner
BiancaMancini Bianca Mancini X Remove from aroup View learner
Jaimie Tovak Jaimie Tovak X Remove from aroup  Wiew learner
JasmineRoach Jasmine Roach X Remove from aroup View learner
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3. Remove members from a group
On the ‘Members List’, you will see a hyperlink ‘X Remove from group’. By
selecting this link, a member will be instantly removed from the group. Should
you inadvertently remove a member from a group, you can add them back via the
‘Add members’ tab. Note that the user has only been removed from that
particular group. No user information or associated assessment data is deleted by
this process.

4. View learner achievements
To review a particular learner’s results, select the ‘View learner’ hyperlink. This
will reveal the learner’s ‘Details’ page. Refer to the section at the beginning of this
guide called ‘Student Search tab’ for a more in-depth guide to the ‘Details’ page.

Details Subjects

Details

Additional Details

Skill Checks -

Student ID AledRoberts Passed the Verbs Skill Check Score: el ety el
AledRobert @ Towe  LOTITOTOLy 16/06/2013 )
Change username E
Herqe usernames Attempted the Complex sentences kil Sco
mp e Complex sentences rer A Ao 16106/2013
reNaie Iﬁ
First name Aled @ Check 25% L ANANAT oW
Last name Roberts Passed the Using language format Skill Score: = o ey
@ Check £ s LI TrYrrYy 16/06/2013 fgp
Emal d the Adverbs and ad|
Attempted the Adverbs and adjectives Score: A AL A 1610612013
Password Change password @ Skil Check Sow L ILLILILY 606 =
DoB dd 01 mm o1 yyvy 190 | DiRgnesticAssessments
& Completed the English L1 Diagnostic Score:
»Yi\ Assessment 49 % et Iﬁ‘ =
update -
Group List Add to Group

Groups list

@,
& Hairdressing 2011 X Remove user from this group

5. Add new members to a group

Note that if any of the following tags (‘Add Members’; ‘View Tutors’;
‘Synchronise’; ‘Manage Group’ and ‘Edit Group’) appear to be
inactive, i.e unresponsive when selected, please consult your
administrator as access to these functions may have been disabled.

Should you wish to add a new member to a group, select the ‘Add Members’ tab,
search for the learner and, from the results, select the learner you wish to add.
The learner will be instantly added to the group. Should you inadvertently add a
learner to a group, you can quickly remove them from the ‘View Members’ tab as
described previously.

LIRSl Group Reports

Hairdressing 2012

View Members [ENGEEENITE S View Tutors Synchronise Manage Group Edit Gro

Student Search

Username First Name Last Name
Search Advanced Search ) .
CaftlinMcGragor Caitlin McGregor
)
Student Search CamilaHenderson Camilla Henderson
)
CarolineBirch Caroline Birch
Username d ~
CerysMorgan Cerys Morgan
.
First Name Charlotte-LouiseGarcia  Charlotte-Louise Garcia
.
Last Name ChenLiang Chen Liang L
CherylDonovan Cheryl Donovan
- .
[T Include archived leamners in search ChloeAndrews Chioe Andrews
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Note that if you cannot locate the learner, yet you are confident they should exist
in your bksbLIVE account, they may either be a) in a private group to which you
do not have access (in which case consult your administrator), or b) they have
been placed in the archive. To check if they are in the archive, when searching,
select the checkbox ‘Include archived learners in search’. This will then force the
search to include all members placed in the archive. If this reveals the learner is in
the archive, consult your administrator.

6. View a list of tutors assigned to a group
To review which tutors are assigned to the group, select the ‘View Tutors’ tab to
reveal the ‘Tutors List’.

Group Members

Hairdressing 2012

View Tutors

Tutors List

Username First Name Last Name

ianlillrman Ian Lilliman

7. Synchronising a Group
(only applicable if Databridge is being used to connect bksbLIVE to your MIS)

The ‘Synchronise’ tab is a very powerful feature which should only be applied if
your organisation has linked bksbLIVE to your MIS (Management Information
System). Improper use of this feature may lead to groups being deleted from
your account (although no learners or data will be lost).

If you have configured the bksb Databridge to pass data between bksbLIVE and your MIS
system, normally, the ‘Synchronise Groups on login’ option is set to ON, meaning that
any group information from the MIS (and subsequent group membership) is passed
directly to your bksbLIVE account, ensuring that when you run group reports, any
learners that have logged in to their account will be included in group reports. For more
information about Databridge configuration, refer to the section called ‘Databridge
Tab’ in the bksb Admin guide (Section B — Account Configuration).

a) Search for and select the group you wish to synchronise. The members of
the group will be displayed.

Members List

First Name Last Name
test14 test14 test14 X Remove from qroup View learner
test16 test16 test16 X Remove from group View learner
test19 test19 test19 X Remove from group View learner
test29 test29 test29 X Remove from group View learner
test9 test9 testy X Remove from qroup View learner

b) Select the ‘Synchronise’ tab.
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Synchronise

(A) Here, the system will identify and display which learners belong
to the same group in your MIS system and display the usernames
that will be added to this group.

(B) Underneath, it will identify whether any learners will be removed
from this group as a result of your next action.

(C) Below this is shown the number of users and their corresponding
usernames that will NOT be affected by this action.

Group Reports

View Members Add Members

(A)

test1

test10
test1l
test12
test13
test15
test17
test18
test20

(B)
(C)

test14
test16
test19
test29
test9
test2

test4
test5

test6
test7

By clicking "Synchronise now" you're accepting

0 learner's will be removed
19 learners will be added to this group.

No learner result data will be lost in this proce

Synchronis

c) To complete the synchronisation process, select the ‘Synchronise now’
button. A dialog box will appear confirming the action was successful and

will

refresh the group user’s data.

Re-synchronisation of grouptest was successful
This page will refresh in S seconds
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8. Manage Groups
The Manage Groups tab offers a number of very powerful features such as:

a)
b)
c)

a)

Set a group with a specific subject/course (different from the default).
Manually override the level of the course.

Automatically raise (or lower) level of subject/course whatever the
Initial Assessment results.

Set a group with a specific subject/course

There may be circumstances where you need to set specific
subjects/courses for a whole group of learners. For example, if your
default for all new learners is ‘English (2013) and ‘Maths (2013)’ but you
also license other software and wish to assign additional modules to the
whole group, you can achieve this through the group manager. Note that
assigning a group of learners with additional software is dependent on the
software you license from bksb.

e Step 1 —firstly, the learners must exist in your bksbLIVE account
and all belong to the same group. Next, search for the group (by
selecting the ‘Group Search’ tab=»type in group name=®»select
group from results), then select the ‘Manage Group’ tab.

e Step 2 —The following screen is divided into two sections. On the
left are all learners belonging to the group. On the right, is the
‘Selected Members’ list.

Manage Group

Manage courses
Enrol/Remove Group On Course
Select the member(s) from the 'Group Members' list and click on the 'next’ button.

Group Members Selected Members
Username First Name Last Name - Username First Name Last Name
AledRoberts Aled Roberts
Angelakirkiand Angela Kirkland
CerysMorgan Cerys Morgan
ColinDalton Colin Dalton
HelenMcKinley Helen Mckinley
KyraPuri Kyra Puri
LouiseClayton Louise Clayton
LugiaMovitski Luga Novitski
SanjanaUddin Sanjana uddin

Select All Members Deselect All Members

Next

Although you can individually select learners (via the green +
symbol) and add them to the ‘Selected Members’ list, you will
most likely want to place all group members on the same
subjects/courses. Therefore, select the ‘Select All Members’
button to move all the learners to the right hand window.

Group Members Selected Members
Username First Name Last Name - Username First Name Last Name
AledRoberts Aled Roberts X
AngelaKirkland Angel Kirkland X
CerysMorgan Cerys Morgan X
ColinDafton Colin Dalton X
HelenMcKinley Helen Mckinley X
KyraPuri Kyra Puri X
LouiseClayton Louise Clayton X
LugjaNovitski Luga Novitski X
SanjanaUddin Sanjana Uddin X
Select All Members Deselect All Members
Mext
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Step 3 — Select the ‘Next’ button in the lower-right of the screen to
select the subjects/courses. Again, the screen is divided into two
sections. On the left is displayed the available subject/courses
within your bksbLIVE account.

Manage courses
Enrol/Remove Group On Course

Select the course(s) from the "Avaiable Courses' list then click on the 'Enral on course(s) button to enrol group on course(s) or the ‘Remove from course(s) button to
remove the group from course(s).

All Available Coursas Selected Courses

ESOL Listening Initial Assessment -
ESOL Reading

ESOL Reading Diagnostic Assessment
ESOL Reading Initial Assessment

ESOL Writing

ESOL Writing Dagnostic Assessment
ESOL Writing Inttial Assessmeant

English (2013)

Englsh Diag Only (2013}

English Diag,Res (2013)

Englsh Diag, Skilchecks, Resources (2013)
Englsh Diag, Skilchecks (2013)

Enalich TA Anke 190171

Back Remove from course(s) Enrol on course(s)

Note that the subjects/courses displayed in your window will vary
depending on the software you currently license from bksb.

Step 4 - If you are just adding another subject/course to the
group members’ existing set of subjects/courses, select the
subjects/courses that you wish to assign to the group by selecting
the adjacent green + symbol.

If you wish to completely change the set of subjects/courses
assigned to the group members, first select the button ‘Remove
from course(s)’ to remove all learners in the group from any
existing subjects/courses they may have been assigned, then
select the subjects/courses that you wish to assign to the group by
selecting the adjacent green + symbol. If you make a mistake,
select the red X symbol to remove it.

Manage courses
Enrol/Remove Group On Course

Select the course(s) from the ‘Avaiable Courses’ list then cick on the Enrol on course(s)’ button to enrol group on course(s) or the 'Remove from course(s)’ button to
remove the group from course(s).

All Available Courses Selected Courses
A Englih (2013)

Maths (2013)

PLTS

Maths Dagnostic

Maths Dagnostic and Resources

Maths Diag Resources and SkilChecks
Maths Dignostic and Skil Checks
Maths Initial Assessment and Diagnostic
Maths 1A, Diag and Resources

Maths 1A, Diag and Skil Checks

%% %

Maths Initial Assessment and Resources

Maths Initial Assessment

Leaming Styles

Quick Check Screener

Quick Check Self-Assessment -

Back Remove fiom course(s) Enrol on course(s)

Step 5 — Once you have assigned the relevant subjects/courses,
select the ‘Enrol on Course(s)’ button and after a brief moment, a
dialog box will appear confirming the enrolment procedure was
successful.

Successfully enrolled...

Close

All members of the group will now be assigned the
subject/courses as defined by you and these will appear in their
student home page.
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b) Manually “fix’ the level of the course.
It may sometimes be necessary to assign a group of learners a
subject/course at a specific level. Normally, a learner’s level is set by the
results of the Initial Assessment; however the learner may have no need
to take an Initial Assessment because a) the learner has completed a
paper-based Initial Assessment or used an interactive assessment from
another assessment provider, or b) they have prior qualifications which
validate their current working level.

o Step 1 —Follow the previous procedure to assign your group the
necessary subjects/courses as necessary.

e Step 2 - Select the ‘Set Level’ TAB, choose a subject/course from
the drop-down list, then select the ‘Set Level’ BUTTON.

Group Members

Hairdressing 2011

Manage Group

Manage Group

Set Levels

Here you can set levels and clear override for the ‘Hairdressing 2011° group. Select a subject from the folowing drop-down st then dick on ether the ‘Set
Level button or "Clear Override” button.

Select a subject to Set Level/Cear Ovemide: English - Set Level Cear Ovemde
Selecta subject.

ESOL
ESOL Reading
ESOL Writing
ICT Database
ICT Email

ICT General
ICT Presentation
ICT Publish

ICT Spreadsheet
ICT Intemet
Wordprocessing
Mathematics

e Step 3 — Select your preferred level for the subject/course and
select the ‘Apply’ button.

Group Members

Hairdressing 2011

Manage Group

Manage Group

Set Levels
o English
Choose the relevant option below and then diick the "Apply’ button.
Select Level for group Selectalevel.. | = Apply
Selecta Level
English PE
English E1 OR
Engiish E2
English E3
Increase the working leyamtos Selectalevel. + Apply
English L2
English L3 OR
Decrease the working level of each leamer by Selectalevel. = Apply

e After selecting the ‘Apply’ button, a warning dialog box will appear
asking you to confirm this operation.

Are you sure you want to setlevel to English L1 for English 7

OK | Cancel |

[40]



bksbLIVE User Guide (Tutor) Copyright © 2014 Vision West Notts College Support: 01623 413333

Select the ‘OK’ button. A final dialog box will appear to confirm the
successful application of the course.

Successfully changed level...

Close

Remember to repeat the actions above to change the level of any other
subjects/courses not already configured.

Automatically raise (or lower) level of subject/course whatever the
Initial Assessment results.

There may be occasions where it would be preferable if a course was
assigned to a learner one level higher than their English/maths or ICT
initial assessment results. Usually, this is because of a funding issue where
learners have to show progression by at least one level. Note that the
following procedure can also be used to assign a course lower than the
learner’s Initial Assessment result if necessary.

e Step 1 - Follow the previous procedure (Set a group with a
specific subject/course) to assign your group the necessary
subjects/courses as necessary.

e Step 2 — Select the ‘Set Level’ tab, choose a subject/course from
the drop-down list, then select the ‘Set Level’ button.

Hairdressing 2011

Manage Group

Manage Group

Set Levels

Here you can sat levels and clear override for the "Harrdressng 2011' group. Select 3 subject from the folowing drop-down st then cick on etther the "Set
Level button or "Clear Ovemide’ button
Select 3 subject to Set Level/Clear Ovede: English

= Set Level Cear Overmde
Selecta subject

ESOL
ESOL Reading
ESOL Writing
ICT Database
ICT Email

ICT General

ICT Presentation
ICT Publish

ICT Spreadshest
ICT Internet
Wordprocessing
Mathematics

o Step 3 — From the two drop-down lists named ‘Increase the
working level of each learner by:’, or ‘Decrease the working level
of each learner by:’, select your preferred level for the
subject/course and select the ‘Apply’ button.

Set level
Set Levels

O English

(Choose the relevant option below and then dick the "Apply’ button.

Select Level for group  English L1 - Apply

OR
Increase the working level of each learner by Selectalevel | = Apply

1level
2levels
3levels

Decrease the working level of each leamer by Selectalevel . ~
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Note that you can increase the level by up to 3 whole levels above
(or below) that achieved by the learner in their Initial Assessment.
For example, a learner who achieves E3 can be automatically
assigned a L3 subject/course. However, where this is not always
possible, the system will assign the highest or lowest available
level, i.e. a learner who has achieved Level 2 can only be raised to a
Level 3 subject/course.

e After selecting the ‘Apply’ button, a warning dialog box will appear
asking you to confirm this operation.

l Are you sure you want to set level for 1 level(s) higher than Initial Assessment Result for English 7

[
v OK Cancel

Select the ‘OK’ button. A final dialog box will appear to confirm the
successful application of the course.

Changed Level Successfully...

Close

Remember to repeat the actions above to change the level of any other
subject/course not already configured.

9. Edita Group
The ‘Edit Groups’ tab offers a number of options such as:

a) Edit a group name.

b) Edit a group description.

c) Edit the group’s additional details.
d) Remove the group.

‘Group Members

Hairdressing 2011

Edit Group

Edit Group

Here you can update details of the 'Hairdressing 2011 group and you can also remove "Hairdressing 2011' group. No member information will be lost if you removed
'Hairdressing 2011" group.

Group Name: Hairdressing 2011

Group Description: Hairdressing NVQ Course 2011

[F]Update Additional Details.

Additional Details
Vacancies

Update Group Remove Group
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a)

b)

d)

Editing a group name

To edit a group name, you must first locate the group. On the main tutor
log-in page, select the ‘Group Search’ tab and search for the group. From
the search results, select the name of the group to be amended. Next,
select the ‘Edit Group’ tab, amend the ‘Group Name’ field and finally
select the ‘Update Group’ button.

When creating or editing group names, DO NOT use apostrophes or
the ampersand ‘&’ symbol as this may cause issues when running
group reports.

Editing a group description

To edit a group description, you must first locate the group. On the main
tutor log-in page, select the ‘Group Search’ tab and search for the group.
From the search results, select the name of the group to be amended.
Next, select the ‘Edit Group’ tab, amend the ‘Group Description’ field and
finally select the ‘Update Group’ button.

Updating the ‘Additional Details’

To edit the ‘Additional Details’, you must first locate the group. On the
main tutor log-in page, select the ‘Group Search’ tab and search for the
group. From the search results, select the name of the group to be
amended. Next, select the ‘Edit Group’ tab, select the ‘Update Additional
Details’ checkbox (making the field active), then either amend the existing
tag content or add new tag content into the field. Finally, select the
‘Update Group’ button.

Remove a group

To remove a group, you must first locate the group. On the main tutor
log-in page, select the ‘Group Search’ tab and search for the group. From
the search results, select the name of the group to be amended. Next,
select the ‘Edit Group’ tab, then select the ‘Remove Group’ button.

Are you sure you want to remove Hairdressing 2012% Mo student information will be lost, you will then be redirected to the tutor
home page.

[ OK ] | Cancel

A dialog box will appear alerting you that no learners (or their
corresponding data) will be lost if you continue with this process. If you
wish to continue, select the ‘OK’ button and the group will be removed.
Alternatively, select the ‘Cancel’ button to cancel the group removal
process.
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Add Learner Tab

‘Add Learner’ Tab not visible

If the ‘Add Learner’ tab is not visible, this means an administrator has configured
your bksbLIVE account so that all tutors are unable to set up learners on the system.
To add a learner, please consult your administrator.

IMPORTANT - READ ME!

Start by creating a group, then add your learners

‘Groups’ play a key role in the management and reporting of progress within
bksbLIVE. It is therefore very important that you consider setting up your groups
FIRST, in advance of adding learners into the system.

If you choose not to add a learner to a group, you cannot include that learner in any
group reports. Note that you do not have to add a learner to a group during the
process outlined below, and can easily add them to a group later. However, the task
of managing your learners is very much simplified as they can be added to a group
during the third stage of the following account creation process.

If your groups are already created, then you can ignore the alert above.

To add a user to your bksbLIVE account comprises a 3-step process requiring Step 1)
user details, Step 2) subject/course assignment and Step 3) group assignment.

Create Student

Username
First name
Last name
Ermail

Password

D.0.B.
User type:

(N

(A)
(B)
(C)
(D)
(if left blank default is 'passwnrd'](E)

User must change password at next \oiun
[Tl Errail login detais to the lsamer (new)

Y¥YY
(Optiona\](G)
student ] Tutor [0 Admin(H

dd mm

You don't have any additional detail fields. Admins can create these in the admin section. -

(-

next

USERNAMES MUST BE UNIQUE!

Ensure each learner is given a unique log-in username
bksbLIVE relies upon all users of the system (be they an admin, tutor or a learner)
being assigned a unique username which is not duplicated.

(A) Username

This is the single most important piece of information when creating an

account and it is vital that each student, tutor or administrator is given a

UNIQUE identifier to ensure data integrity. Also, dependent upon your
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(B)

(€)

(D)

(E)

(F)

company data protection policies, to maintain compliance with the Data
Protection Act (where a company must take all reasonable steps to ensure
privacy of data), it may be necessary to assign a random code or other
reference, rather than simply entering the student’s name and date of birth.

First Name

Enter the First Name with no apostrophes, accent marks or other unusual
characters (e.g. Amélie should be written Amelie without the accent). Note that
hyphenated first names (such as Ella-Rose) ARE permissible. Apostrophes,
accents and other non-alphanumeric characters in names can cause issues
when running reports.

Last Name

Enter the Last Name, with no apostrophes, accent marks or other unusual
characters. (O’Sullivan should be written as OSullivan without the apostrophe).
Note that hyphenated surnames (such as Carter-Brown) ARE permissible.
Apostrophes, accents and other non-alphanumeric characters in names can
cause issues when running reports.

Email
Adding an e-mail address here serves two purposes.

e Typing an e-mail address here makes it possible for the student to
recover their log-in details should they forget them.

e If, during the account activation, you have entered an e-mail address
and also ticked the box titled ‘Email login details to the learner’, an e-
mail containing their log-in details and web address to access the
bksbLIVE account will be dispatched to the student upon completion
of account activation. A student can add an e-mail address later if
necessary via their student home page after logging in.

Password

By default, if this field is left blank AND the checkbox titled ‘user must change
password at next login’ is ticked, then the user is given the generic password of
‘password’ (all lower case) and will be prompted to change it on first log-in.
However, if you decide to give the user a specific password, enter the password
AND un-tick the box titled ‘user must change password at next login’. Please
note that passwords are CASE SENSITIVE and should comprise only of alpha-
numeric characters such as A-Z; a-z or 0-9.

Email login details to the learner
If, during account activation, you have entered an e-mail address and ticked the
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(G)

(H)

(1)

()

checkbox titled ‘Email login details to the learner’, an email with log-in details
will be sent to the user upon completion of account activation.

D.O.B.

This field is optional. If no date of birth is entered, it will default to

01-01-1900 (when the account is viewed by an administrator or tutor) but show
‘NA’ to the student on their home page.

User Type

If you only have ‘tutor’ permissions assigned to your log-in, then you can only
create student logins and do not have permissions to create additional
administrators or tutors and the respective checkboxes will be inactive.

User type: ¥| Student Tutor Adrmin

If you DO have administrator AND tutor permissions, then the checkboxes
WILL be active.

Please note that when adding a set of tutors, followed by students and
administrators, the system may remember the previous setting.

For example, in a scenario where you have just added several tutors and are
about to add several students, ensure you un-tick the tutor box to ensure you
do not inadvertently give tutor access to those students.

If you do give someone the wrong access rights, it can be easily corrected via
the ‘Permissions’ tab when logged in as an administrator.

Additional Details

In this section, you may see additional fields. Although it is not compulsory for
these fields to be completed, these will have been created in order to capture
additional user information which may make administration of your account
easier. These extra fields are ‘Tags’, created by the administrator under the
‘Settings’ tab.

Next button
Click the next button to continue with the user account creation.

Step 2 (of the Add Learner process) — Select Subjects

Having entered the learner’s details and selected the ‘Next’ button, step 2 of the

process (Select Subjects) is displayed.

You are now presented with a screen spilt into two halves; the right-hand panel

(‘Selected Subjects’) shows the DEFAULT courses assigned to all students, whereas in
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the left-hand panel (‘Subject List’) are displayed all of the software you license
(including all variations) of the software.

Create Student

ESOL Listening Initial Assessment = English (2013)
ESOL Reading L Maths (2013)
ESOL Reading Diagnostic Assessment |

ESOL Reading Initial Assessment

ESOL Writing

ESOL Writing Diagnostic Assessment

ESOL Writing Initial Assessment

English Diag Only (2013)

English Diag,Res (2013)

English Diag,SkillChecks,Resources (2013)

English Diag,SkillChecks (2013)

English IA Only (2013)

English IA,Diag (2013) -

back next

The DEFAULT subjects/course is configured by the administrator and will apply
to all new learners added to the system. However, should you wish to assign a
completely different suite of subjects/courses, these can be modified by logging
in as a tutor, searching for the learner and manually amending their account.

For more information, see Section C — Account Management.

If you are happy with the default course for this learner, then select the ‘next’ button
in the lower-right corner of the screen. If, however, you wish to add another subject
to a particular learner’s course, simply scroll through the available subjects (in the
left-hand panel) until you reach the subject you are looking for.

Next, click on the green + symbol adjacent to the subject; the subject will be moved
over to the right-hand panel and will now appear on the learner’s homepage when
they next log in. If you add a subject in error, simply click on the red X symbol to
remove that subject and it will return back to the left-hand panel.

English (2013)
Maths (2013)
Learning Styles X
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Step 3 (of the Add Learner process) — Select Groups
Once you have selected the ‘next’ button in the lower-right corner of the screen, a
new screen (Step 3 — ‘Select Groups’) will be displayed.

Add Users

Create Student

My Groups

Motor Vehicle 2011
Hairdressing 2011
Plumbing 2011

My groups has no filter options Hairdressing 2012
Plumbing 2012
Motor Vehicle 2012
Reglonal Advisers
Office Manager 12.05

If at this point you have not created any groups, you may skip the next step and
select the ‘done’ button in the bottom-left of the screen.

By default, the ‘My Groups’ tab will be highlighted and any groups that were added
to your ‘My Groups’ (when the group was created) will automatically appear on the
right of the screen.

If you do not have any groups assigned to your ‘My Groups’, then no groups will
appear. Therefore, select the ‘Simple Group Search’ tab to reveal a search field called
‘Group Name'.

Type the name of the group into the search field. You will note that as you type,
options that match your search criteria will appear. In the example below, | have only
typed the letter ‘m’ but the system has already identified all groups beginning with
that letter. Typing more characters will narrow the search criteria further if
necessary.

Create Student

Simple Group Search

Group Name Group Name
m Motor Vehicle 2011
Motor Vehicle 2012

Note that when a large number of groups are displayed, it will only show a fraction of
the total number. Hyperlinks (1, 2, 3, 4 etc.) will appear underneath the search results
to provide access to the remaining groups not displayed.
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Once you have the group(s) displayed, you will note that to the right of each group
name is a green + symbol. To add a user to a specific group, click on the green +
symbol and the group’s name will be moved to the lower section of the screen called
‘Selected Groups’.

Below, you can see that the learner has been added to a group called ‘Motor Vehicle
2012,

Create Student

Simple Group Search

Group Name Group Name
m Motor Vehide 2012

1<f>1

Motor Vehicle 2011 X

back done

If you make a mistake, simply click on the red X on the far right of the screen. The
group will be removed and returned back to the list of available groups.

Motor Vehicle 2011 X

Once you have assigned the learner to a group(s), select the ‘Done’ button and you
will be returned back to the ‘Add User’ screen. The learner’s account is now created
and they can be directed to log in.

Learners can belong to more than one group if necessary. Remember, when a
learner is removed from a group, they are not lost but merely removed from
that group. The learner still exists in the system and may (if assigned to another
group) appear elsewhere in a different group.
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Add Group Tab

Groups become an important feature when you need to run reports on groups of

learners. Therefore, before adding users (be they learners, tutors or administrators)

into your account, think carefully about what you need to achieve in terms of

learning outcomes and the production of records to show progress and distance

travelled.

IMPORTANT
Note that in this section, you are learning to add groups on an individual basis.

However, it is possible for administrators to add students (or other

administrators/tutors) and groups en masse using the ‘Mass Upload’ tab which is

available only to those with administrator permissions.

Create Group

Fil in the details about the new group, then click on the 'next’ button to select the students that belong to this group.

Group Details

Group ID = Hairdressing Group 1 (A)

Description

Hairdressing Group 1

(B)

Additional Details Options (D)

c Add this group to "My Groups'.
( ) Make this group private (it wil not appear in searches and cannot (E)

be added to a tutor's "My Groups' unless done so by an Administrator).

next

(A) Group ID - Type your group name here, using only alpha-numeric characters

(B)
(C)

(A-Z; a-z; 0-9) and ensure that group names do not exceed 50 characters in
length. Do not use apostrophes, the ampersand (&) symbol or accents in
group names (e.g. ‘lan’s Group’ or ‘C&G Hairdressing’) as this will cause
problems when you try to run reports. In order to create a group, you only
need to complete this field and then you may skip the other parts of the form if
not required and click the ‘next’ button in the lower-right corner.

Description — If necessary, type a description of your group here.

Additional Details — In this section, you may see additional fields. Although it is
not compulsory for these fields to be completed, these will have been created
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(D)

in order to capture additional user information which may make administration
of your account easier. These extra fields are ‘Tags’, created by the
administrator. If a tag field exists, your administrator will be able to advise you
regarding information to enter into this field.

Add this Group to ‘My Groups’ — My Groups are similar in concept to the
favourites in your Internet web browser. If you have responsibility for a
number of groups, it is very easy to add any group to your personal ‘My
groups’, then, when running reports, it is very easy for you to locate and run
reports on those groups of most interest to you.

Before discussing the tick box titled ‘Make this Group private’, | will
continue with the process of creating a group and adding learners to
the group.

After adding a group name and possibly adding a description and selecting the
‘My Groups’ tick box, click on the ‘next’ button in the lower-right of the screen.
In the next screen, you are now asked to select a learner(s) to add to this newly
created group.

If you have NO students currently in the system, or wish to add
students later, simply skip the remainder of this section by selecting
the ‘Done’ button in the lower-right of the screen. Alternatively, if you
wish to now add students, continue reading below.

Adding Learners to a Group
The group is now ready to accept learners. If you wish to add a learner(s),
simply search for the learner using their Username, First or Last Name.

As you type, you will notice the lower-right pane changes to reflect the learners
found in the search. To quickly show all learners, click in a field such as ‘User ID’
and press enter on your keyboard.

Add Group
Create Group

Group Members

Users selected for this group:

PatryckMurzyn Patryck Murzyn
PaulEdwards Paul Edwards
FenelopeScott Penelope Scott X

X

<

Find users:

User ID : p User Name First Name Last Name
PeterEnglish Peter English
PhilipFitzpatrick Philip Fitzpatrick
Last Name : PrishaRaman Prisha Raman

First Name

Include archived learners in search
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(E)

Once the learner has been identified, select the green + symbol to the right of
the learner’s details and they will be removed from the bottom-left pane to the
upper pane, ready to be added to the group.

If you make a mistake, simply click on the red x symbol to remove the learner
from the upper-pane and return them back to the lower-right pane. Repeat this
procedure for all learners you wish to add to the group and then select the
‘Done’ button in the bottom-right of the screen and a dialogue box will appear
confirming the group creation.

The group has now been created.

I
OK

Make this Group private — Under normal circumstances, when creating groups,
you should leave them open to all tutors in case they need access to the learner
data or for running reports. However, there may be occasions where you might
need to keep certain learner results private, for example, you may work with
ex-offenders and wish to maintain higher than normal levels of security; you
may be assessing your own tutors as part of a plan to up-skill them and hence
wish to ensure that tutors cannot see other tutors’ results; or you may be
assessing your workforce and wish to keep managerial staff results private. In
these instances, by selecting the checkbox titled ‘Make this Group Private’, the
system restricts access to the group to:

e You

e ALL administrators, and

e Any tutors who are given permissions by the administrator to also view
the private group.

| Add this group to 'My Groups'.

Make this group private (it will not appear in searches and cannot
be added to a tutor's "My Groups' unless done so by an Administrator).

If you select the tick the check box ‘Make this group private...’, a warning box
will pop-up to alert you that unless you also add the group to your ‘My Groups’,
you will not be able to access the private group. Selecting the ‘OK’ button will
automatically enable the check box ‘Add this group to My Groups’.

Do you want to add yourself as a tutor of this group? If you dont then you won't be able to see this group or any learners within it.

Cancel
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My Groups Tab

The ‘My Groups’ tab provides the facility to assign a group to a ‘favourites’ list, much
in the same way as assigning a favourite website in your web browser. By adding a
group or multiple groups to your ‘My Groups’, you can create a quick and easy way
to learner data which you need to access on a regular basis.

After selecting the ‘My Groups’ tab, the screen will default to the ‘View Groups’ view
and display any groups assigned to you already, perhaps by an administrator.

My Groups

My Groups

S?PJ view group ﬁ

X4
Adjacent to each group is a ‘Group Options’ link. Selecting this Group Options

Actions

link will reveal a drop-down list of options, divided into ‘Actions’
. . iew Stud
and ‘Reports’. The reports available are a reflection of the e

English
Eng IA Summary
. . o . lected
screen and as such, are discussed in greater detail in the section [ e toaen
. . . English E2 Tracking
of the user guide called ‘Section E — bksb LIVE Reporting’. Fng E3 Tracking
Eng L1 Tracking
Eng L2 Tracking
e Remove from My Groups Eng 3 racing

reports available through the ‘Reports’ tab at the top of the

As its name suggests, selecting this hyperlink will remove  [esoL Reading E3 Tracking
[ESOL Writing E3 Tracking

‘ 4 ESOL Reading L1 Tracking
the group from your ‘My Groups’. Note that should you |25 Te=ns 1 e
inadvertently remove the wrong group, simply select the | s s
. Functional English
main ‘Group Search’ tab at the top of the screen, search  [engisn 1 Tracking
English E2 Tracking
for the group and re-add them to your ‘My Groups’. English E3 Tracking
English L1 Tracking
English L2 Tracking
English L3 Tracking
Functional Maths
Maths E1 Tracking
. . . . . h i
Selecting the link ‘View Students’ reveals a screen which is [y ts 1o
. Maths L1 Tracking
a reflection of one also found under the ‘Group Search’ Maths L2 Tracking
Maths L3 Tracking

e View Students

tab. From this screen you can: IcT
ICT IA Summary
ICT IA Summary (Detailed)
1. review all members of that group; Meths
Maths IA Summary
H T ! ile? . Maths IA Summary (Date Selected)
2. view a learner’s ‘Details’ page; iathe 1A Sommary (Detaiod)
Maths E2 Tracking
3. remove a learner from the group; biaths £3 Tracking
oy Maths L1 Tracki
4. add additional members to the group; bt 12 Tracking
. . Maths L3 Tracking
5. synchronise group data with your MIS system; Maths and English
Eng and Maths IA Summary
6_ manage a gr‘oup" Eng and Maths Diag Summary
7. edit agroup.

Note that if some of the aforementioned options appear inactive, access will have
been disabled by your administrator. All of the above options have already been
covered in this guide under the ‘Group Search’ tab. Please therefore refer to this
section for more detailed information about the features available.
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Add Groups

As explained previously, after selecting the ‘My Groups’ tab, by default you are taken
to the ‘View Groups’ section. Also visible is a white tab called ‘Add Groups’. Selecting
the tab will reveal two search options; ‘Simple Group Search’ and ‘Advanced Group

Search’. My Groups
My Groups

Add a group using r——

‘Simple Group Search’ U=l ET

To add an extra group to your

\

‘My Groups’ using the ‘Simple —V
GrOup Search’ option, search for AddGruups

the group name (using the ‘Group

Name’ field). To view all groups, o it 2051
click the cursor into the search E;;:g;mfg
box and press enter on your E:ﬁ:EMgsiiuuﬁ
keyboard. Once you have located g o

the group, select the green + symbol next to your chosen group and after a brief
moment, the group will disappear from the list, indicating it has now been added to
your ‘My Groups’.

Add a group using ‘Advanced Group Search’

. Add Groups
You can also add a group to your ‘My

Groups’ using the ‘Advanced Group Search’

Vacancies office - ‘Group Name
Office Manager 12.05

option to search for any groups that have

been assigned with a group ‘tag’.

In the example opposite, bksbLIVE has been
used as a recruitment tool and a tag has
been created called ‘Vacancies’. A number of
1<fl>1

options have been set in this tag to enable
the facility to search for groups with that tag

search

(such as ‘Office’ for office-related vacancies
and ‘Factory’ for factory-related vacancies). Continuing the example, searching for
the word ‘office’ has revealed a single group called ‘Office Manager 12.05’ (this is a
group created in response to replies to an office job advertisement). All respondents
were added to that group and subsequently assessed using bksbLIVE.

To search, you must type the full search criteria into the field and then select the
‘Search’ button. If the search criterion is more than one word or phrase, you must
type in and search for the exact words as originally defined.

Once you have located the group, select the green + symbol next to your chosen
group and after a brief moment, the group will disappear from the list, indicating it
has now been added to your ‘My Groups’.
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Reports Tab

The reports tab and the underlying powerful reporting features of bksbLIVE are not
discussed in this guide as a separate, more comprehensive guide is available.
See Section E - bksbLIVE Reporting.

".';I.oksb

bksbLIVE
User Guide
Section E — Reporting

Endorsed by
Cityés
Guilds
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Resources Tab
If you license the English/maths interactive learning resources, the Interactive
Functional Skills Scenarios or perhaps the ICT paper-based learning resources, these
resources (and any paper-based alternatives) are available via the ‘Resources’ Tab.

Note that the paper-based initial/diagnostic assessments are not available via
the online system but can be supplied electronically on request if you hold a
current licence for that product.

The following materials are also not available in paper-based format:

Skill Checks (or answers)

PLTS Assessment (Personal Learning & Thinking Skills)
ICT Initial Assessment (or answers)

ESOL Initial/Diagnostic Assessments (or answers)

e Learning Styles

Resources

Course Resources
Free Writing Assessment
glish L2

s el

Level Resources
Level 2 Writing Scenarios

Answers
02 : Grammar and Syntax : Answers

Resources
02 : Grammar and Syntax : Resources

GX

Past Tense

The resources tab is a great way for a tutor
or administrator to gain direct access to the
learning resources (if licensed) without
having to drill down into the learner’s ILP.

Having direct access to the interactive
learning resources provides significant
opportunities for group work where said
resources can be displayed to a group of
learners who may all share a similar skill
gap, thus improving efficiency and releasing
additional teaching time. Further
information about use of the learning
resources can be found in

Section D — bksbLIVE - Taking Assessments.
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English/Maths Resources
The following interactive and/or paper-based (PDF) resources are available via the
‘Resources’ tab in bksbLIVE (if licensed).

INTERACTIVE | PAPER-BASED

i ; PAPER-BASED | PAPER-BASED
SR | i | S sl
2010 | 2013 ) 2010 | 2013 | Assessment* Scenarios”
Entry 1 v v v v
Entry2 | v v v v
Entry3 | v v v v
Levell | v/ v v v v v
Level2 | v v v v v v
Level 3 v v v

e [f a suite of resources has a name of (for example) English L1 (2010), these resources correspond to courses
or modules within bksbLIVE that have the naming convention of ‘English’ or ‘Maths’ (without a year
signifier).

o |f a suite of resources has a name of (for example) English L1 (2013), these resources correspond to courses
or modules within bksbLIVE that also end in (2013)’. 2013 subjects/courses are the latest available.

¢ RULE OF THUMB
If you are a NEW subscriber to bksbLIVE and HAVE NOT migrated data from a previous bksb
online or server-based account, your learners will only be subscribed to English/maths (2013)
subjects/courses and hence you should only refer to the corresponding resources.

*if licensed.

Upon selecting the ‘Resources’

Course Resources

ta b, a IISt Of lcou rses’ are Free Writing Assessment - Learner

’ Free Writing Assessment - Tutor Free wiiting
shown down the left of the assessment

screen (dependent on the

Level Resources
Level 1 Writing Scenarios (no marking schere)

software you license). Loy s g paperbased

revision scenarios

Selecting a course in the left-

hand menu updates the centre K
screen to display the W, Paper-based

Answers learning resources
H H 01 = Punctuation : Answers
corresponding suite of e
. 01 : Punctuati : R
learning resources. In the P rLncton st
example opposite,” English L1’ R e
k nteraclive
is selected. The screen Capital Letters learning resources

Question/Exclamation Marks
Proofreading

updates to show the relevant
resources available, starting with the ‘Free Writing Assessment’ (at the top of the
screen). Below this are shown links to the corresponding ‘Paper-based Resources’
(revision scenarios, workbooks and answers) and below this, the links to the
‘Interactive on-screen Resources. Note that the paper-based revision scenarios are
only available for L1/L 2 and only appear if licensed.
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To launch the interactive resources, select a link and the resource will load.

To open the paper-based resources, select a link and the file will start to download
after which it will load in your web browser. Note that some files may be quite large
so ensure you allow sufficient time for the file to download before contacting bksb
support for assistance. A scroll bar will appear if the file contains multiple pages to
enable access to other pages within the document.

Once selected, a paper-based resource should open within a window in your browser
as per the screenshot below. If nothing loads, you may need to consult your IT
manager as the downloading of Adobe Acrobat PDF files may be blocked by your

systems administrator.

Worksheet 3

{ =

=<
= -

=

p o3 ‘05‘—'@ o
L b
P awn

Printing the paper-based resources
To print a PDF which has loaded onto the screen; if the options toolbar does not
appear, the following workarounds should enable the ‘Print’ dialog box.

e Internet Explorer
Click on the PDF document, then select Ctrl+P, or right-click with the mouse
and choose the option to ‘Print’.

"'bksb

EX"‘F‘HPF\FD in skils development

Functional Skills

v Select Tool ]
o English
Marquee Zoom
Previous View Alt+Left Arrow
Rotate Clockwise Shift+ Ctrl+Plus E ntry 1
Print... Ctrl+P
Find Ctrl+F
Document Properties... 1
Page Display Preferences... |

ge Display N
Show Navigation Pane Buttons ‘{' 5
e 0
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e Google Chrome
Click on the PDF document, then select Ctrl+P, or right-click with the mouse
and choose the option ‘Print...".

e Mozilla Firefox
Click on the PDF document, then select Ctrl+Shift+P, or right-click with the
mouse and choose the option ‘Print’

Saving the paper-based resources
To save a PDF which has loaded onto the screen; if the options toolbar does not
appear, the following workarounds should enable the ‘Save As’ dialog box.

¢ Internet Explorer
Click on the PDF document, then select Ctrl+Shift+S

“tbksb

ﬁ Ian Lilliman ¥

L«

& » Ian » SkyDrive -‘c, ‘|| Search SkyDrive 2| ANSWERS

2 Save As
— VocaBULARY AND WORD RECOGNITION 1

e
Enrry 1

Organize »  New folder = @ RWE1.1

“  Mame Date modified Type

477 Favorites
18 Downloads

B Desktop

%% Dropbox

] Recent Places

\jile, open other side
<& SkyDrive .

4[5 Libraries

> B Documents fldialy f
b @) Music -
=la| m al i g I t
File name: 06 LR1 Answers - - - I
Save as type: | Adobe PDF Files -l 1] u
llo/p|H®e
“ Hide Folders Save Cancel ‘V a m I s
I —————————— ——— S e s/ O I d

e Google Chrome
Right-click with the mouse and choose the option ‘Save as...".

e Mozilla Firefox
Click on the PDF document, then select Ctrl+Shift+S.
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Upload Result Tab

The ‘Upload Result’ tab permits anyone with tutor access to upload an assessment
result created by a standalone version of the bksb assessments. These include:

e |[nitial Assessment (2013)
e Diagnostic Assessment (2013)
e |CT Initial Assessment

IMPORTANT - UPDATE YOUR STANDALONE SOFTWARE FIRST!

Ensure your Initial/Diagnostic software is compatible.

If you do not have the latest (2013) versions of the Initial & Diagnostic
Assessments installed on your standalone PC or laptop, a download is available
to bring your software up to date.

Please note that the update is available only to current licence holders and can
only be applied to existing installations of the software.

Uploading an Assessment (Method 1)

Uploading a standalone assessment result is a relatively simple task but it is
recommended you read through this process first to ensure you are familiar with the
actions required if the learner details require overriding.

Upon selecting the ‘Upload Result’ tab, you will be taken to the ‘Upload an
assessment’ interface. For your convenience, some basic instructions are displayed
to guide you through the process.

Upload Result

Upload Result

o Click 'Browse..."
» Select the XML file associated with the learner.

o Example result paths

o C:\Program Files\bksb\bksh Standalone v3 14 & Diag\Results),

o or

o C:\Program Files (x86)\bksb\bksb Standalone v3 1A & Diag\Results),
» Click upload.

XML File: Browse_

Override Reference: . o :
(Optional, this will override the uploaded learner reference.)

Upload

e Stepl
Ensure an account exists within bksbLIVE before attempting to upload
an assessment. Ideally, the account details (Username, First Name & Last
name) should all match exactly. If the learner does not already exist, then
go to the ‘Add Learner’ tab to create the learner account.
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IMPORTANT

If the learner already exists in bksbLIVE, but with a different
USERNAME to the one used for the STANDALONE assessment, please
refer to the instructions further in this section on how to merge the
uploaded assessment to a different username.

Should you try to attempt to upload a standalone assessment to which
there is no matching bksbLIVE account, the following message will be

displayed.

Username not in database

The username "tomsmith ' doesn't exist in the database.

You must first Create a new learner with this username before you can upload to his/her profile.
Or

If you wish to change the username in which this result is associated with, click 'Upload again' then select the
file again and enter an 'Override Reference’.

Upload again

If for any reason you delay this process, your login to bksbLIVE may time
out without you being aware that this has occurred. If this is the case, you
may encounter an error message when attempting to upload an
assessment. Simply exit bksbLIVE and log-back in again to continue.

Upload failed
The assessment couldn't be uploaded

A unknown error occurred, please see error message for more detail.
The ConnectionString property has not been initialized.

Upload another

e Step2
You now need to search for and select the correct file to upload. The file
you are looking for will end with the file extension of ’.xml’.

Select the ‘Browse’ button. Now you must locate the file you wish to
upload. The file will be stored in either

v C:\Program Files\bksb\bksb Standalone v3 IA & Diag\Results\,

v or C:\Program Files (x86)\bksb\bksb Standalone v3 IA &
Diag\Results\
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Select ‘C’ Drive.

@ File Upload

GO'/"'C—Q-

- [ * ' | Search Computer

3

&3 Liwas
j:?botumum
o' Music
&= Pictures
B videos
E

% Homegroup

1= Computer
& Local Disk (C)
a Llocal Disk (D)«

4 Hard Disk Drives (2)
Local Disk (C:)

e —
V 164 GB free of 751 GB

Local Disk (D)
- ‘ .
SV Siciheanie

4 Devices with Removable Storage (2)

5 DVD RW Drive (E)

L

- 0 @

-

No preview available.

v | AFiles

Select the folder called ‘Program Files’

@ File Upioad
GO » Computer » Local Disk(C) » « [ 9| Seorch Lecot Disk (C: )
Organize +  New foider =~ 0 @
- Name = Date modified Type -~
G8 Libraries 4 Prey 12/01/201219:46 File folder
B . Program Files 12/0272013 2007 File folder
o Music ProgramData 0402132234 Fie folder
el Pictures Ji Samsung 1171220071712 File folder
Videos /
8 . b Temp 010120111810  File folder ‘ No preview sveilable
& Users 2122012 23:% File folder |
«3 Homegroup 4 Windows 04/02/2013 21:50 File folder
4 wmsDK 19/12/2011 2314 File folder |
1% Computer _END 030220131242  File
& Local Disk (C) | PDVD.iss 26/04/200708:45  ISSFie o
ca Local Disk (D) - 4| m J ’
File name: [Alﬂls 'J
[ Open [ [ concs |

Select the folder called ‘bksb’.

pom— —
@ File Upload
&=/} » Computer » LocalDisk(C) » Program Fies » <[ 69 | [ Search Program Files o)
— e —
Organize »  New folder =« 0 0
S . - 2 =
- Name Date modified Type
4 Libraries b Acronis BAUNN 2332 Filefolder E
| Documents J Adobe 11/02/20132044  File folder
o Music — i Apple Software Update BNV Filefolder
&=/ Pictures b AVG 15/10/2012 21:41 File folder
B Videos b AVG Secure Search LO2N131958  Filefolder
- o preview available.
. bksb 08/02/20131805 File folder
«§ Homegroup . Bonjour 23/12/2011 2308 File folder
4. Camera 512/2012 1534 File folder
1 Computer i Canon 040220121746 File folder
& Local Disk (C) Canon8) 171220111643 Filefoider
ca local Disk (D) .+ ¢ m ] ’
File name: ~ | AuFiles -
[ open [ [ comce |
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Select the folder called ‘bksb Standalone v3 IA & Diag’.

ke

Select the folder called ‘Results’.

s
@ File Upload =
i —
@Ov| 1. v Computer » Local Disk (C) » Program Files » bhksh » - |4f|| Search bksb }J|
e DA S LS AL N A
Organize » Mew folder =~ ®
i MName . Date modified Type
- Libraries = =
| bksb Standalone v3 1A & Diag 10,/02/2013 18:26 File folde
@ Documents
J’ Music 1
[E] Pictures
B videos Mo preview
available.
ﬁ Homegroup
% Computer
£, Local Disk (C:)
ca Local Disk (D7) + 4 [ M | N ]
File name: - lAH Files ']
I Open Ivl [ Cancel ]

Select the relevant folder.

@ File Upload
— .
&) w[ ) « ProgiamFies » bisb » bisb Standalone 3 14 & Disg » w [ b |[ Search bksb Standaione v31a... P
Organize » New folder - 1 ®
> Name = Date modified Type G
w4 Libraries ). Newlcons 8 5 File folder
* Documents | Platformimages File folder
J‘ Music J. Reports 8/02/2013 18:05 File folder |E
! Pictures . Results 08/02/2013 18:05 File foider
Video: 2013 18:0% e folder
B vVideos 3 4 SmantClips 8/02/2013 18:05 File fold No preview available
» SQL
¥ Homegroup J Styles
). Updates
W Computer {3 AC_RunActiveContent
& Local Disk (C:) % Axdnterop ShockwaveFlashObjects.dll
cu Local Disk (D) o ¢ m »
File name: ¥ I‘”F‘h‘ '}
l Open ]v I Cancel |
e ——————————————————

In this example, | am uploading an ‘Initial assessment’.

TR -

-
@ File Upload [
o —
@Ov\ )i « bksb » bksb Standalonev3IA & Diag » Results » [ %4 |[ Search Resutts )
e e Y
Organize « New folder =+ A @
* Name - Date modified Type
4l Libraries
.. English Diagnostic 08/02/2013 18:05 File folder
@ Documents . )
J‘ . . ICT Initial Assessment 08/02/2013 18:05 File folder
usIcC
. Initial assessment 08/02/2013 18:05 File folder
[&=] Pictures
H vid . Leamning Styles 08/02/2013 18:05 File folder
ideos
| Mathematics Diagnostic 08/02/2013 18:05 File folder No preview available.
la Homegroup
1% Computer
£, Local Disk (C)
ca Local Disk (D:)  + o [ m | v
File name: - lAII Files ']
I Open |vI [ Cancel I
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Select the relevant subject folder.
In this example, | am uploading a MATHS Initial Assessment’.

o

' - Yy
@ File Upload S5

- "

@@v‘ . %« bksb Standalone v3[A 8 Diag » Results » Initial assessment » v|‘,‘| Search Initi

Organize + MNew folder

o

Name Date modified Type

-

i Libraries
@ Documents
J’ Music e
[ Pictures

BE videos

| English 08/02/2013 18:05 File folder
. Mathematics 08/02/2013 18:05 File folder

Mo preview available.

n

& Homegroup

1M Computer
£, Local Disk (C)

caw Local Disk (D) + « . | 3

File name: v [AllFiles -

[ Open Iv] [ Cancel I

Select the XML folder.

i ™Y
@ File Uplosd =

- -

@Uv| .« Results » Initial assessment » Mathematics » v|4,|

Search Mathematics pel [

Organize * New folder = B @

-

Name Date modified Type
- Libraries

@ Documents

J’ Music is

[E] Pictures

B Videos Mo preview
= available.

. HTML 10/02/2013 18:25 File folder
. XML 10/02/2013 18:25 File folder

i\a Hoemegroup

8 Computer
£, Local Disk (C:)

cw Local Disk (D) + &« [ ] 3

File name: - lAII Files ']

[ open |+ [ concel |

Select the file.
In this example, | am uploading an Initial Assessment taken on
8t February 2013 by someone whose username was ‘tomsmith’.

P -
-
@ File Upload
— . - . -
@'\_/‘" .« Results » Initial assessment » Mathematics » XML - |¢,| Search XML
Organize v MNew folder B==
-
o MName Date medified Type
. Libraries = — =
@ T 2] 1_tom_smith_tomsmith (ia mathematics) 1 08/02/2013 18:46 XML Docu
ocuments
J? Nor | Blank 10/10/2008 10:19 Text Docu
usic A
Il

Once you are happy with your selection, select the ‘Open’ button. You
will be returned to the ‘Upload Result’ screen and the field will now be
populated with the file address selected.

XML File: C:\Program Files\bksblt | Browse- |
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o Step3
Select the ‘Upload’ button. The file will be uploaded and a dialog box will
appear to indicate the upload was successful.

XML File: Browse_

Override Reference: B o .
(Optional, this will override the uploaded learner reference.)

Upload

Upload successful
The following assessment has now been uploaded:

Assessment name: Initial Assessment Mathematics 2011
Learner: Tom Smith

Upload another

The uploaded Initial Assessment results will now appear in the learner’s All
Achievements’ panel and, should they have access to the diagnostic assessment
software, they will be assigned a corresponding level of diagnostic (unless overridden
by a tutor or administrator to a different level).

Uploading an Assessment (Method 2 - where username/reference differs)

Imagine the scenario where a learner already exists in bksbLIVE under the log-in
details of Username: ts101292; First name: Tom; Last name: Smith. Now imagine the
same learner has taken an English Initial Assessment ‘offline’ on a laptop using the
standalone version of the bksb Initial Assessment, but under the log-in details of
Username: tsmith101292; First name: Thomas; Last name: Smith.

Wouldn’t it be great if you could override the username so that it was possible to
upload the result of ‘tsmith101292’ and assign it to the existing bksbLIVE log-in and
results for ‘ts101292’? Well you can using the ‘Override Reference’ feature.

Note that the terms ‘Username’ and ‘Reference’ are one and the same; the unique
identifier for each individual learner, admin or tutor be they in your bksbLIVE account
or on your standalone installation.

Continuing with our scenario, we already know that a user exists in bksbLIVE with the
username of ts101292 but that same learner has also taken another ‘offline’
assessment under the ‘Reference’ of tsmith101292. Therefore we need to search for
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the relevant offline result and override the reference prior to upload.

e Step1l
Search for the relevant .xml to upload from the standalone installation.

XML File: tsmith101292 & ish)| Browse_
Reference from the ‘

standalone assessment
ts101292

(Optional, thi ide the uploaded learner reference.)

Override Reference:

Username that already
exists in bksbLIVE

e Step2
In the ‘Override Reference’ field, enter the username applicable to the
IDENTICAL learner in bksbLIVE.

e Step3
Select the ‘Upload’ button. The result will be uploaded to the username
typed into the ‘override reference’ field.

XML File: Browse_

101292
(Optional, this will override the uploaded learner reference.)

Upload

Override Reference:

Upload successful
The following assessment has now been uploaded:

Assessment name: Initial Assessment English 2011 R1
Learner: Thormas Smith

Upload another

If, for any reason, you attempt to upload a result where the ‘Reference’ and the
corresponding bksbLIVE ‘Username’ are the same but the first/last names differ, a
warning dialog box will be displayed to alert you to this.
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The reference already exists in the database, but has a different first and or last name.

Click yes to upload if this is the correct learner.

Upload learner details Database learner details
Reference: T5101295 Reference: TS101295
First name: Tom First name: Thomas
Last name: Smith Last name: Smith

Proceed with upload?

If happy to proceed, select the ‘Yes’ button or the ‘No’ button to cancel the upload.
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Notes
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