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Logging into your Account

To login, navigate to http://www.onefile.co.uk/ then select the “Login” button located within the top right
hand of the homepage. Within the login page, please enter your OneFile log in credentials within the
Username and Password fields. The details are case sensitive so they need be typed exactly as displayed.

1 one Solutions Pricing  About Us Contact +44 (0)161 638 3876 LOG IN

10nefFile

Username or Keychain email

akepner@greysloan.com

. Password Forgot your password?

Advanced Login Options

“ Log in with Facebook

Multiple accounts? Set up a Keychain?

If you are unable to login, you can
reqguest a new password by clicking onto
the ‘Lost password’ button or contacting

your centre manager.

Enter your Username or Keychain email and
password here, then select Login. Ensure
that you select ‘Live OneFile’ within
‘Advanced Login Options'.
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Portfolio
Assessments
20% | 2

Progress

Resources

Portfolio Dashboard

You are working towards:

Edexcel BTEC Level 2 Award in Paediatric First Aid (QCF) (Oct 2010) (Not yet registered) 47

OVERALL AND TARGET PROGRESS

CALENDAR

Tue 19 Jul 16
13115 - 13:30 Visit with Christina Yang |mmediately
(Remote)

This Week

TASKS DUE

v

Displays the qualifications
you are working towards.

Lists your tasks

nextweek [N 2 ———
in priority order.

Shows the

In2Weeks |0

pe rcentage
of your S Uploads
rogress. , . . evidence
prog My Profile & g My Portfolio Upload Evidence
cv aA:::r:Z:i:TSESSmZES‘S 7 Upload em}e.;ceand ikt ¢———into your
Upload your v, t plans and progress. assessments later. ;
A”OWS you to change your email portfoho
address, keep your
update your werote s /| ] v Messages
p y Display Settings irtd;arfg‘e t:e phot You have 2 new tasks. E You have no new messages. ———————— Al | OWS yOU
personal appearance of th A
information Lol
. Witness Status Resources
‘R Complete the witness status list. IE Access online resources uploaded MEeSsSages.
by your centre.
Direct link to your portfolio.

Work for you to complete
will show up as tasks.

Allows you to access centre

Assessment Team resource documents.

— Derek Shepherd
— Primary Assessor

Lists individuals who are linked to your portfolio.

Managing your Sidebar Icons

You will be able to add additional icons
onto your sidebar by clicking the wand
button when the sidebar is expanded.

Portfolio

Drag and drop menu items | x Assessments

to reorder

i= Tasks

You will be able to drag and drop these
icons anywhere into your sidebar.

Messages

o Help

20% | &

il Progress

B Messages

Resources

Once saved, they will be available to click
in your sidebar.

SAVE CHANGES Help

RESET

Forums
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Portfolio Icons

W OnefFile

[con:

r.d

4

AcCtivity

Journal (0)

Expert /
Witnesses

ol

4

Learning
Journey

ILP (D)

Description:

View the activity of each
user associated with your
portfolio.

Add entries to the journal
to record activities or
events that have taken
place.

Shows your current
status. In this icon you
can upload a profile
picture, add
documentation and
update your details.

Someone who is an
expert in the field. They
will oversee the work and
confirm it's correct.

A graph which shows the
learner’s progress
alongside their
completed activities.

This is where you will sign
your Individual Learning
Plan.

[con:

Aszessment
Evidence

&

Timesheet

-

Download
Portfolio

Progress
(20%)

E:I

2
[ ==

Reviews
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Description:

All assessment evidence can
be viewed here. You can also
upload evidence to your
assessments from here.

View timesheets showing
how much time has been
recorded while completing
an assessment.

Export your portfolio into a
ZIP file. This can be copied to
a CD, USB device or hard
drive.

Displays the remaining
criteria on your qualification.

View your progress for each
unit. If you select “Show
Detailed View” you can also
compare your actual
progress with target
progress.

View your scheduled review
dates and view past reviews.
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Accepting an Assessment Plan

I Assessment Plan

This Assessment Plan / Visit

Title: ‘Assessment Plan - May 23 2016

Date: | p3n52016 | TYPE  Remotesession ® Faceto-face visit

Set Next Planned Visit

The ‘start date’ determines when the assessment will be generated.

IT . The ‘due date’ determines when the assessment will appear overdue.

asKs

The assessment title will appear in red a week before the completion
date if uncompleted.

Activity tasks & Assessments listed here will be gene

Outcomes

Description of task

Start date:
Project (Holistic assessment) Learner

[Unit 2 - 4 outcomes]

Please complete before my next visit. o
Due date:
I Attachments
Assessors can add attachments onto the plans. These
-d EﬂiﬁrosDRWwd Open XML Documen: <

=l (13x8)

can be downloaded onto the learner's computer.

I Feedback & Comments

From: Derek Shepherd (Assessor) on 24/05/2016 15:06 To: Christina Yang (Learner) ' Mark as Read

Hi Christina,

U complete these tasks befare our next visic

Feedback to Assessor:
Tahoma, A.v  12px Ao B 1
|

I=
4
m
]
Tl

< You can type feedback to your assessor here.
Words: 0 Characters: 0

I Signatures
e = R =R

Christina Yang ] 24/05/2016 15:07:23
Assessor Derek shepherd

@

24/05/2016 15:06:29
Internal Verifier

External Verifier

The reject button will allow you to send
the assessment plan back to your
assessor if you have any questions.

Once read and understood, you
should sign and accept the plan. —— =3
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Uploading Evidence

Click the ‘Assessment Evidence' icon.

Assessment
Evidence
Assessments Assessment Evidence E

Show uploaded files from:| Al folders ¥ | EEFEREEERGIREES | Create a link in this folder View supported file types

Drag files here to upload into this folder or X1y

Adler B ™ @

A Name Date modified Type Size

05 UGT6.docx 5/25/2016 1:27PM  Microsoft Word D... 764 KB
A pop-up box will appear,
allowing you to select a
document or image that
you would like to upload.
Click on the document
and press ‘Open’ to

zname || v| A Files v

Once uploaded, the evidence will appear in
a table of content highlighted in yellow. This
will allow to you change or save the title.

o [UG16 ] Nofolder ™ Microsoft Word Open XML Document 663 25/05/2016 11:59 25/05/2016 11:59 m

To save the information, click the disk
icon. The information box will change
from yellow to white once saved.

[iiec | pocpion | | e %—
O |uete No folder Microsoft Word Gpen XML Document 663 25/05/2016 11:59 27/05/2016 14:09 QE
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Starting an Assessment sent from your Assessor

Please complete before my next visit.
&) view the Assessment Plan

o
-]
o
[
k
<]
a

.
\‘? Please complete your new assessment PRI3

View the task or refer back to the

IPrirnary Method IReference I Title I Date
'‘Assessment Plan’ for more

Project PRIZ |E‘ {24/05/201 6:‘ ]
I Criteria
0 You can add criteria to the assessment which
relates to the evidence you will provide.
I Evidence
"Twmsst,- 16px clareacr B 7 U s E|E = E = S x % Aa A [ 7 M=) ¥ | Import Word Document &
3
Written evidence can be added here including word 8
documents which can be imported.
Words: 0 Characters: 0

Evidence Attachments

You can attach uploaded evidence files via the paperclip icon.

Nothing is attached

I Feedback & Comments

Feedback to Assessor:

=}
¥
]
[}
il
m
m

‘Times Ne__ v  16px + Ao~ B 7

You can send feedback and comments to your assessor.

Words: 0 Characters: 0

I Visit Type I Assessor Travel Time (minutes) I Assessor Assessment Time (minutes) I Learner Assessment Time (minutes)

; J

Not specified ‘ 7 | |’0 |

I Declaration & Signatures

Only sign here when you have finished with this assessment and wish to send it to the next person

I agree that the infarmation provided here is an accurate account of what has taken place Christina Yang (Learner) 24/05/2016 15:31

Assessor

Internal verifier .
It is beneficial to save assessments on a Sl veriter When the assessment is complete,
tick the sign on completion box.

regular basis while working on them. This will
confirm all information inputted is saved and = EZLIEN 0 00 ) Clicking 'Save & Quit' after signing
will send it to your assessor.

can be amended at a later date.

1 agree that the information provided here is an accurate account of what has taken place
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Starting Your Own Assessment

— 4 Pending

mm s Start assessments, attach evidence,
I ?A‘ set criteria & record feedback
>

Assessments

A\ 4 I

Primary assessment method

Select 2 method... v

Primary assessment method

|~ Case Study v |

Title
[Case Study - Unit 01 J

Date
27/05/2016 &

—~How will the evidence be recorded?

® Holistically against multiple criteria © Separately against individual criteria

_—’
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Help and Support

—User Guides

Creating your own assessments
Learner Induction Guide
Learner Induction Video

Search all user guides

Book free online training

Contact OneFile
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