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Learner Management

Learner Management

1. Open your web browser (for example Internet Explorer) and then open the supervisor site
located at http://planit.s-cool.co.uk/supervisor

2. Login into Plan-it
using your personal
details. Your password
will be supplied by S-Cool.
If you do not have access
to the Supervisor site,
please contact our

support desk at data@s-
cool.co.uk.

plan-it supervisor login
Please login
First name:
Surname:
Date of birth: (Month — [w] [yyyy
Password:

By Iogging in. | sgrez thst my osta can b (U
stored and processed by S-cool ogin
Don't know your passweord?

If you have forgotten your password, please contact your School co-
ordinatar.

privacy policy

3. From the main menu
select ‘Learner
Management’

Q Plan-it administrator tools

Manage details of all your learners, staff, subjects and groups. Mote that
you can only access functions which you have permission to use.

- S ———
» Review management
e« Dataimport tool
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Learner Management

This will load the learner
management screen,
which contains a brief
description of what this
area allows you to do.

2} back to home
Q@ Learner management
This section enables you to:

« Manage learner details
e Create new leamer passwords

1. To view and edit learner details:
Choose the group that the leamer is in from the drop-down list and click ‘Show leamer’. To view and
edit learner details click on either the first name or surname.

2. To change learner passwords:
Choose the group that the leamer is in from the drop-down list and click ‘Show leamer’. Click on
‘Change’ in the password column.

Here are the leamers currently studying at...

Search by surmame:

Select a group: | Mo group

Show leamers

4. Input the learner’'s
surname into the field
provided, and select the
group they are associated
with (or ‘no group’) from
the drop down list.
Alternatively select ‘All’ to
search through all groups.

Search by sumame:| gmith

Select a group: |AII

Show learners ]

5. The results are then
displayed in a table
beneath the search fields.

Date of birth

01/01/1891 1 groups

6. To change the
learner’s details, click on
either their first name or
surname.

First name
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7. This page allows you
to edit learner’s details

Please note that if you
change the learners first
name, surname or date of
birth, it will change their
log in.

Q© Learner details

Here are the details about the learner you have selected.

First name Rab
Middle name
Surname Smith

Date of bith |1 [w|[January  [v] 1991 ]v]
Sex ||"u'1:ale [V]

Ethnicity [ White - British ~
Student code

Personal tutor | Mr R Walker [v]
& cancel @ save
8. Once all your changes
have been made click
‘save’ (or alternatively if @ save

you wish to revert to the
last saved state click on
cancel)

9. You will be asked to
confirm your changes.
Once you have confirmed
this, you will be returned
to the ‘Learner
Management’ page

© Confirm changes

Are you happy to save your changes?

Cancel Yes

10. To change the
learner’s password, click
on the field provided in the
results box.

Passwaord
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11. The following screen
will allow you to either
create your own new
password or a secondary
random password for the
learner password.

© Change password

Change password for Rob Smith

G

enerate random password

@ cancel @ save

12. Once you have input
the password click on
save. You will be
returned to the ‘Learner
Management’ page.

13. If necessary, you can
delete a learner account
for from the Plan-it
system, as long as the
learner or a teacher have
not yet logged into the
learner account, and the
learner is not included in a
Post-16 group.

To delete a learner
account:

a. Find the learner
whose account you
want to delete.

b. Click Delete. The
Delete Learner
window is displayed.

c. Click Delete Learner.
The account is
removed from the
system.

Actions

Firstname Surname Date of Birth Group Membership

01/01/1981 Assigned to 1 grou

d
01/01/1981 Assigned to 1 grou
d
d

01/01/1980 Assigned to 1 grou

§ 5 5 %

01/01/1930 Assigned to 1 grou

Once you have finished
editing learner details or
removing the learner, click
on ‘back to home’ to
return to the main menu.

{u¥ back to home
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