One File Centre Management — Flowchart

For further information about the stages below, please refer to the context document provided with this flowchart, which describes each step-in detail and links to support
resources where applicable. Each stage is categorised as essential, optional or requires review, and you should engage with them from left to right. If you require support

with the management of your One File Centre, please contact the Digital Education Team by emailing digitaleducation@lincoln.ac.uk.

Stage 1 - Initial Setup

[

l

Assess Centre Requirements

Request Apprenticeship Learning Aims/Standards.

-

Programme Team & Digital Education ‘

1

Programme Team & Digital Education‘

[

|

Create One File Centre and User Manager Accounts

Review Learning Aims and Place in Live Centre

_—

Programme Team & Digital EducationF

-

Programme Team & Digital Education‘

Review requirement for custom learning aims
and request from Qualifications at One File.

-

Programme Team & Digital Education'

Stage 2 - Centre Setup

[

|

Create Framework Templates for
Apprenticeship Pathways

Review of Assessment Methods

L

Programme Team & Digital Education

Programme Team (Centre Manager) ‘

Review Look Up Tables (Timesheet and
Learning Journal Categories)

Programme Team (Centre Manager) ‘

Create Student Cohorts/Groups

Create Assessment Templates (as required)

-

Programme Team (User Manager)‘

“ Programme Team (Centre Manager or Tutor)‘

|

Create Assessment/Activity Plans (as
required)

“ Programme Team (Centre Manager or Tutor)‘

Create Look Up Tables (Timesheet and Learning

L

Journal Categories) (as required(
Programme Team (Centre Manager)‘

Stage 3 - User Creation

| |

Create Assessor / Tutor Accounts

Create Placement Locations

Programme Team (User Manager)‘

Programme Team (User Manager)‘

[

|

Create Employer Accounts

.

Programme Team (User Manager)

Create Learner Accounts

-

Programme Team (User Manager)

Create Observer Accounts (if
applicable)

Programme Team (User Manager)‘

[

Assign Default and Additional Tutors

-

Programme Team (User Manager)

|

Assign Framework Template and

Cohort
L

Programme Team (User Manager)‘

[

|

|

Essential

Optional

Requires Review

Assign Placement Location

L

Programme Team (User Manager)}

|

Assign Employer and Observer

Accounts
-

Programme Team (User Manager)

Assign Total Contracted Hours (for Off
the Job Hours)

Assign Activity /Assessment Plans (as
required)

Distribute Account Passwords.

Programme Team (User Manager)‘

Programme Team (Assessor)‘

.

Programme Team (User Manager)}

Stage 4 - Portfolio Archiving and Download

I

Review Active Learner Accounts to Identify
Portfolios at Completion.

S

Programme Team'

|

|

Understanding the difference between a
Centre Manager and a User Manager.

Within the One File ePortfolio tool,
administration users who perform centre
management tasks such as the creation of
user accounts or organisation of forms and
templates, are categorised by two levels of
access — user manager and centre manager.

This ensures a centre is managed correctly by
only giving individual users the permission to
perform tasks suitable to their remit.

The user role stated in brackets, for example
‘programme team (user manager)’, indicates
the user role required to complete the task.

User Managers are able to:

e Create and manage user accounts and
cohort groups.

e |ssue new login details and
passwords.

e Create and assign framework
templates.

e Access and amend some areas of the
learner episode and portfolio.

User managers cannot access centre settings
or create centre manager accounts.

Centre Managers are able to:

e Configure centre settings that affect
all users.

e Design assessment methods, forms,
and activity plans (TLAPs).

e Create new categories for learning
journals and timesheets.

e Access and amend most areas of the
learner episode and portfolio.

Centre managers can perform all tasks that a
user manager can perform.

If you are a programme administrator and
require elevated privileges to perform the
tasks you have been assigned or would like
support on proceeding correctly with tasks
that require centre manager access, you
should contact the Digital Education Team
(digitaleducation@lincoln.ac.uk).

Upon Successful Completion of the Apprenticeship Programme

If Continuing Beyond Anticipated
Completion Date

If Taking a Break in Learning

[

|

Assign 'Completed' Learner Status.

-

Programme Team (User Manager)'

Inform Learner by Email Process for
Downloading a Portfolio Copy.

Update Learner Status

Assign 'Break in Learning' Learner Status.

- L

Programme Team (User Manager)'

Programme Team (User Manager)},

Programme Team (User Manager)L

i

Archive Learner Episode to Render

Portfolio Read-only.

Programme Team (User Manager)'

Download Learner Portfolio and place in

Update Anticipated Completion Date for
Learning Aim and Units

Archive Learner Episode to Render
Portfolio Read-only.

Storage.
- -

Programme Team (User Manager)'

Programme Team (User Manager)},

Programme Team (User Manager)
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