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Submitting evidence

Our "Evidence Submission" system helps learners and assessors track work as it progresses. This
shows us when a new unit certificate is due.

Before you can begin tracking work you must have accounts on the Markbook and Learning sites.
This is a short process with the following steps:

1. Learner creates an account on the Learning Site
2. An assessor must add the learner to the Markbook (If they are not already there)
3. Learner matches their Learning Site account to the Markbook using their personal ID

4. The personal id [1] is automatically generated when the learner is added to the markbook
site

1. The Markbook
Markbook

Login Name:

Guest 1
Password:

Login
An assessor will get an account on the Markbook site after their INGOT academy is created by TLM.
Their account will have their e-mail address, user id and their academy name registered with them
[2]. When learners are added to the academy in the Markbook, they are given a unique learner id.
[1] They are then put into a group(s) linked to their assessor. The assessor can go to the assessment
link and see a list of their group members against the assessment criteria for each unit they select.

When that view is saved each learner in the group is registered against that unit. If the save
button is not activated there will be no association made between the learners and the units.
Without this association the evidence collection system can't work. So assessors need to save
each unit that they want to link to learners for providing evidence even if they have not yet entered
any assessment data.

1.1 There is a Guest account - Guest 1 with password zepplin2 so that people without accounts can
see how the Markbook works. There are also videos linked to the front page of the web site

explaining how the markbook works. The log in to the Markbook is in the right hand block
>

2. The Learning Site
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Learning Site

Username or e-mail: *

Password: *

Log in

Create new account

Request new password
When an assessor makes an account on the Learning Site using "Create new account", their e-mail
address is used to link to their record on the Markbook Site. This means that they must use the
same e-mail address for both sites. If the e-mail addresses don't match, there will be no link
made to the assessor's learners since the group and learner information is taken from the assessor's
links to them on the Markbook Site. The assessor id is provided automatically when their account is
set up on the Markbook site and displayed in their profile at login to the Markbook Site. This means
that assessors do not have to enter their assessor id when they create a new account on the learning
site. (see below if they have an account on the learning site but not the markbook site)

2.1 Once the assessor has set up their account on the Learning Site, they will have a new tab menu
called "My Learners" in their account page. If they had an account on the Learning site before their
account was set up on the Markbook Site, they should save their profile page by clicking "My
Account" in the right block then click the edit tab, then profile and save button.

This process will use their e-mail address to link to the Markbook Site record and assign them an
assessor role on the learning site, establishing links to their groups which will be listed in the "My
learners" submenu of the "My Learners" tab menu in their account page. This provides the flexibility
for people to use most of the free facilities provided on the Learning Site without having to have an
account on the Markbook Site. Only TLM accredited assessors can have accounts in the Markbook.

2.2 Once the Markbook and Learning site accounts are both set up, select "My Account" again and
you will see a tab called "My Learners". If things don't appear as they should, the most likely reasons
are not having the same e-mail address in Markbook and Learning site Accounts or forgetting to click
the SAVE button in the Learning Site My Account profile if you set up an account on the Learning site
before your account was set up on the Markbook site.

2.3 There is a screenshot explanation below to show how the system works but you can try it out
using the Guest 1 account and the learner Ben Payne in the group cannockkids. To Log in to the
Learning Site as if you were Assessor Guest 1 put Guest 1 in the Username field in the Learning Site
login and password 100%Guest. (Top right of this page) You will be logged in as Guest 1 and you can
click "My Account" and proceed as described below. To log in as learner Ben Payne the password is
Paynel00%. (Hopefully it isn't too painful ;-) ). You can also log into the Markbook site as Guest 1 to
see how the Markbook is affected by the evidence gathering system as it is automatically updated
when evidence is agreed against the assessment criteria.

3. The "My Learners" Tab
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Guest 1

View Bookmarks Edit My Learners My pages Quiz results File browser

lan Lynch has requested to be your buddy. Please view your pending relationship requests o approve them.

Profile
3.1 If the My Learners tab does not appear, make sure you have used the same e-mail address in

setting up your account on the Learning Site that you used on the Markbook Site. Make sure that you
saved your profile as described above.

3.2 This tab provides access to evidence provided by the learner and submitted to the assessor. The

details of the facilities available for managing this process are provided by clicking the My Learners
tab.

3.3 My Learners sub-headings

My Account
View Bookmarks Edit My Leamners My pages Quiz results File browser
My Learmers Pending Evidence Assessed Evidence Evidence by criterion
Evidence Tithe Learner Name submitted Return to a learner Mark agreed returned date
New evidence by Payne Ben Payne 2010-08-13 17:58 Return to a learner Assassment completed

3.4 Any pending evidence submitted by the learner is listed under the Pending Evidence tab. The
assessor can click on the evidence under the "Evidence Title" column to look at it in detail and
append comments to it. Clicking the username will take the assessor to the learner's user account.
Here they can change the user password and manage the user account details. The date and time
that the work was submitted is recorded in the submitted column. Clicking on "Return to learner" will
return the submitted work to the learner with comments advising the learner how to move on.
Assessment completed allows the assessor to agree or disagree the self-assessment mark submitted
by the learner. If the assessment is agreed the mark is automatically transferred to the Markbook
and so the Markbook assessments could be entirely populated from here.

My Account

View Bookmarks Edit My Learners My pages Quiz results File browser

My Learners Pending Evidence Assessed Evidence Evidence by criterion

Evidence Title Learner Name submitted Assessed
Test Ben Payne 2010-08-12 09:56 2010-08-12 10:12
Purpose Ben Payne 2010-08-04 17:57 2010-08-04 18:13

3.5 The Assessed Evidence link lists the submitted evidence by learner name, submission date and
the assessment date.
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My Account

View Bookmarks Edit My Learners My pages Quiz results File browser

My Learners Pending Evidence Assessed Evidence Evidence by criterion

Evidence filtered by criterion

Gold Unit 1 - Improving Productivity Using ICT ¥

1. | can describe the purpose for using IT. ¥

3.6 This link enables the assessor to list evidence against each of the assessment criteria.

3.7 The "My Learners link" far left of the sub-links on the main My Learners tab gives a list of groups
assigned to the assessor on the Markbook Site. Clicking the group name will list any learners in that
group that have made an account on the Learning Site. The link "letter id" provides a letter to each
learner in the group with their learner id, the site acceptable use policy and some tips to get started.
This can be provided to learners before they set up their accounts on the learning site. To print the
letters with a page break after each learner's letter use the printer friendly html link at the bottom
left of the page.

4. Learner Accounts

4.1 When the learner creates an account on the Learning Site, they enter their learner id and
name as it is provided on the Markbook site in the full name space.

4.2 The learner id is the key for linking information from the Markbook Site to the Learning Site
records. The learner id is automatically created on the Markbook site when the learner record is
created and the assessor can look it up there. Alternatively the id is printed on the letter to learners
as described above.

4.3 The username should normally be a pseudonym so that they are not giving away their true id
when blogging or providing publicly viewable pages.

4.4 The user id is used to look up the learner record on the Mark Book Site so it needs to be entered
as it is on the Markbook Site in the learner id field.

4.5 The learner name entered in the Full name field must be identical on both sites as a check
(name as uploaded to the Markbook site and FULL NAME field on the learning site). Once this is the
case they can finish creating their account, which will automatically assign them the role of a learner
on the site and link their group information from the Markbook Site.

4.6 Then login to the site and the learner will be taken to the list of their work they have done on the

site (obviously empty for new users). Now learners should see tab menu called "My units" and they
are ready to provide on-line evidence.

4.7 Submitting evidence
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Ben Payne
View Bookmarks Edit My pages My Units Quiz results File browser
Profile

4.8 In "My Account" for the learner there is a tab called "My Units". This Tab provides links as shown
below.

My Account

View Bookmarks Edit My pages My Units Quiz results File browser

Units & Marks Provide new evidence Evidence to be submitted Evidence awaiting assessment Assessed evidence

The list of the units | am doing.

Select units bl

4.9 Units and marks enables the learner to list the units that have been assigned to them by the
assessor on the Markbook site. They can click on a unit and get a list of criteria and the current

grade status for each. This information is transferred from the Markbook site and so reflects their
assessment status in the Markbook.

Present Evidence

View Bookmarks Edit My pages My Units Quiz results File browser
Units & Marks Provide new evidence Evidence o be submitted Evidence awaiting assessment Assessed evidence
Evidence Tithe: *
Evidence meeting assessment criteria: *
Sl source  of BN @ W Gh W A Wi Mo BOE=EGO
B I H.-..-_;. x;x* _ E_ = a9 = = = = i!i'.l |‘.
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4.10 The provide new evidence tab gives the learner an edit window so that they can enter text and
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graphics directly to provide evidence of meeting the criteria. They can also make links from here to
other pages eg Blog or e-portfolio pages either on this site or any other. Below there is a screen shot
of the lower part of this page where the learner can also attach files. These could be a pod cast,
spreadsheet or other files. In general discourage attaching word processed documents where the
content could be just as usefully displayed directly in a web page.

Switch to plain text editor
¢ Input format

Upload file:
Choose Flle | No file chosen Updoad

Maximum Filesize: 16 MB
Aliowed Extensions: fxf

Add another item

A list of criteria supported by this evidence
o Mo criterion added

Add criteria

| Select units v

- » URL path settings

Save

4.11 Finally, at the bottom of the evidence submission page the learner can select units and the
criteria that they think the evidence supports. After selecting criteria do not forget to add selected
criteria to the evidence by clicking on "Add selected criteria" button as shown in the picture below.
The evidence might support a single criterion in a single unit or it might support several criteria
across several units. All that is required is that the evidence supports any of the claimed assessment
criteria in keeping with the handbook [3] descriptions.
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A list of criteria supported by this evidence

# Mo criterion supported by this evidence

= » URL path settings

My Account

| View | Bookmarks Edit | Mypages = MyUnits | Quizresults | File browser |
Units & Marks Provide new evidence Evidence lo be submitled Evidence awailting assessment Assessed evidence

Evidence Title Updated date ©  Submit for assessment returned date
Criterion 2 2010-08-16 14:20  Submit for assessment Mon, 2010-08-16
Test2 2010-08-1210:11  Submit for assessment Thu, 2010-08-12
Describe the methods skills and resources required to complete tasks successfully 2010-08-08 11:08  Submit for assessment Sun, 2010-08-08

4.12 In this tab, there is a list of the evidence the learner has compiled and wishes to be assessed.
When they click on the "Submit for assessment" button, they pass over the evidence to their
assessor and so it appears in the Assessors account under "Pending Evidence" as described above.
This evidence is also recorded under the evidence awaiting assessment heading as shown below.

My Account

| View  Bookmarks  Edit =~ Mypages = MyUnits = Quizresults  File browser

Units & Marks Provide new evidence Evidence to be submitted Evidence awaiting assessment Assessed evidence

Evidence Title Updated Submitted

New evidence by Payne 2010-08-1317:58 2010-08-13 17:58
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4.13 The final heading lists evidence that has been assessed.

5. Self-assessment

5.1 Learners have the option to self-assess at the "Evidence to be submitted" stage. If they click on
the evidence title they will see their submitted evidence with a menu showing N meaning no
evidence, they can make a judgement against their evidence - perhaps with help of their peers and
decide whether the work is L,S or H against each of the criteria they have said are supported by their
work. (Initially they will need to be taught how to do this, it is part of the learning process and will
only get better with practice.) The screen shot below shows what it looks like.

View Edit

Units & Marks Provide new evidence Evidence o be submitled Evidence awaiting assessment Assassed evidence

Factors that might affect the task

Thu, 2010-08-05 15:53 — Ben Payna
Iam trying o produce shared graphics for Chemistry apparatus. The faclors affecting this task will Include:
Making drawings available in an open format so that other people can access my work without having 1o buy specific software from a particular commercial provider.

I need regular and reliable access o the internet

I need a good search engine so that | can see if there are already graphics that | can use

I need to find out what sizes the objects are so they can fit together

I need to make sure that if | use anyone else’s work it is licensed for free use

| need to make sure that my graphics look good but that the sizes of the files are as small as possible so they will open quickly even on a slow infemet
connecton

+ | need to make sure it is easy for other people 1o ind my work.

Gold Unit 1 - Improving Productivity Using ICT
Criterion Mark Approved

| can describe factors that might affect the task. Mark-5 ¥

= B

5.2 Note that when this is carried over to the assessor for review, if the assessor agrees with the self-
assessment they simply check the approved box. If not they can append a comment explaining why,
and saying what the learner needs to do.

6. Feedback

6.1 If you have any suggestions for improving this system please contact us. It is new as of August
2010 so we are likely to find ways of improving things as we get more live experience through users.
Thanks!
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