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1.0 Overview of the
Supervisor site

1.1 Introduction
This document describes how to use the Plan-it supervisor website.
The Web address for the supervisor site is: https://planit.s-cool.co.uk/supervisor

There are two levels of access:

. Supervisors are given access to the information for the learners in the system that they are
supporting through Plan-it. Details of the functions available to supervisors are given in this
section.

. Administrators have access to a range of functions that allow a school to customise Plan-it to

its requirements. Details of how to use the key administration functions available to schools
(e.g. setting up subjects, creating groups of learners for reporting and assigning staff to
groups) are given in section 4 of the Plan-it Handbook — ‘Key administration tasks’.

1.2 Overview
The supervisor site allows users to:

Change their password.

View reports showing progress of learners through the system.
Report on learners’ usernames.

Add comments to a learner’s Plan-it site.

View a wide range of reports analysing the answers given by learners.
Access ‘Cause for concern’ reports.

Take part in a review with the learners they are supporting.

Access a ‘Progress towards certificate’ report.

Please note — supervisors are given access to groups of learners by administrators in their school.
Supervisors can only view information relating to learners that they have been given permission to
see. Administrators can see all learners in their school.
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2.0 Supervisor login

2.1 Introduction

To access the supervisor site staff first need to login using the details and password that were set in
the import template created by their provider. If staff don’t know these details they must refer to a
Plan-it Administrator at their provider.

2.2 First time

5 5 Please login
supervisor login
Logm to Planit
SuperVISOI‘S are requ"_ed tO entel’ a ;‘:":::':'.:':n:,:»;; has doen simpified Lo USe 3 UNIQUE USeMa
username and password to access

Plan-it.

If a supervisor is logging in for the first
time they will need to create their
username and password.

To create a username click on the Don't know your password?

‘Create your new username’ link on the It you have frgotian your passwoed, glaase contacs yeur Schoal
. co-oranmor
login page.

2.3 Creating a
username

Please login
To create a username for their Plan-it
profile a supervisor must first enter the
following details, as set by the provider
in their import template:

. Diste of birth 1+ January - 1900
* First name Password LT T
. Surname o
. Date of birth R
o Password Don't know your password?
. ) . Il yeu have forgottan your passweond glease contact your Schao
Click ‘Login’ and then enter a unique

username and new password.

2.4 Subsequent login

Once a supervisor has set up their username and password they must use these details to login to
Plan-it each and every time they wish to access their profile and information about their learners.
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3.0 Changing supervisor
password

3.1 Changing staff
password

From the Supervisor homepage a
member of staff can change their — i TV
password at any time. To change the e : -

password, click ‘My profile’. vk

3.2 My profile & iy protile
From this screen a supervisor can:

Tithe:

Change their password by typing a new
password into the text boxes.

Click ‘OK’ to save and return to the
supervisor home page.

3.3 Forgotten password

First Nama: Megan
Sumame: Dunaway
Date of Birth: 0101/1200
Provider: Abbey Schood

You can change your password here:

New Password:

Confim New Password:

Press ‘0K’ to update your profile. Pressing Back. No Action’ will lose
any changes made

If a supervisor forgets their password during the course of a year they will need to contact their Plan-
it co-ordinator/Administrator for a new password.
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4.0 Plan-it reporting

4.1
Introduction

Supervisors can access a
number of reports through
the Plan-it supervisor site,
which enables them to
look at and compare the
data that learners are
building up in their Plan-it
profiles. All of the reports
are accessed from the
supervisor home page.

To run a report the
supervisor filters a search
by year group and then
sub-group to identify the
learners they want to
report on. The report data
is displayed on the page
within Plan-it unless there
are more than 100 rows.
In this case the data is
automatically exported to
Excel. Reports with less
than 100 rows can also
be exported out of Plan-it.

4.2 Reporting on
learner progress

LIS% B 3090 1D MANAGe W0 SUHON powt PLI0E Mamers You can nd
AT ASE 30 R DN IR0N of how 11 e Bur Ry n e !

© Reports

Pavmn s marsw s pregrees Beigh Med 1308 ime Te a a0 0 ey
]

© Reports

Uy protie

© Plan-it administrator tools

Marage Astats 37 0 pos weises BUIT daie sed FEge ke N pee
TR PRy AZITIE AnEmae AT s Veer PETIREET 2 580

© Reviews

ALiBea oo weeww fawae

© Access to learner data

Plesnn rode 35 200005 2 feamar data by comaied ty Tie
FINEVAU I ) B 1O CONTR. INT STV TLEY COly AW 18 3TarT it
FOUDS WORCH DAV DESN ISUIGIET IS yEu F a0 TROAMS AT0RES M
YU 36 NG NG NBVve. FHEALE COTRACT 1O S3TMWER NS |

Rewview your leamers’ progress through Pian-it and view the work that

they have done.

To check learners’ progress through

Plan-it:

¢ Plan-it progress repon

Click the ‘Plan-it progress report’.
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4.0 Plan-it reporting

continued

plan-it®
g ras -

4.3 Plan-it progress
report

| © Prandt progress report
Choose a year group and then sub- [ W Oy S

group from the two drop-down menus. [ A S o i

Find lnarmers

Taract 8 b e

Click ‘Search’ to generate the report. i

Sonact 2 8 gome 'y
Tews

plan-it®
WP e

4.4 Sample Plan-it
progress report

| D Plan-t progress report
To run the same report on another [ s s S e e e S o o sy o
group select an alternative group using

the drop-down menus. A TR i

4.5 Accessing a learner WS

Weew D Oasitme Bk non hakds cotrphe of poue seskoen. Yol =
Wb 00 Wl pacple Db eacarn Jaais med aTpla e 00T yuu

To access a summary of all of a e
learner’s Plan-it work click ‘View arans i st el o pubonas oo Mo Pk Byl it
summary’ link. bl From s AHEOY (i s
ey ¥ 0 e 3000
. . - Ll
This can be very useful if a supervisor can Ssin | s 7 —
H 4 H H Ll row idoes -
is meeting with a learner to discuss . RELY R
. . . ) o b v o0
their year 9 options, work placements, bows ot
plans for post-16, etc. ;;::g;; ” —_—
By | s e |
Ovpartond Wy b
1w oght bocka v MNaxnd
el Mg
LAl
l(.qn-.-.m Lon o gomd Ape—

© S-cool Limited 2010 Page 8



5.0 Help learners log into
Plan-it

5.1 Introduction

Learners are required to set up their own username and password the first time they access Plan-it.
However, from time to time, a learner may be unable to log into Plan-it for one or more of the
following reasons:

. They have forgotten their username
) They have forgotten their password
. They do not have a learner account

Use the following table to decide what to do if a learner cannot log into Plan-it.

IF you... THEN...

know or suspect that the learner has forgotten their | Run the Plan-it Learner Username report to find out the
username username, as described in the following section.

know or suspect that the learner has forgotten their | Instruct the learner to use the forgotten password option on
password the Plan-it login page to retrieve their password.

are not sure if the learner has Plan-it account Run the Plan-it Learner Username Report to determine
whether the learner has an account, as described in the
following section. If they do not have an account, you can
create one for them.

know the learner does not have a Plan-it account | Create a new user account for the learner, as described in
and you want to create one ‘Create a new learner’ on page 10.

5.2 To run the
Username Report

1. Go to your Supervisor Home
© Learner Usermame Report
page : . , i Findd warnar usarvarras ty Your end cpscnsly Jumame
2. In the ‘Reports’ section, under

‘Administration’, click ‘Plan-it
Leaner Username Report’. The
‘Learner Username Report’ page

is displayed.

3. Choose a year group from the
drop-down list.

) To show all users in a specific
yeatr, click Submit.

) To show users with a specific

surname, enter the surname,
and click Submit. (continued on
the following page)
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5.0 Help learners log into
Plan-it

The Learner Username Report shows
the following learner details:

hd First name © Learner Usermame Report

° Surname Fng omaac rommems by Yoor svdoptonely Sumene
) Date of Birth p—

. Username

Note: If the ‘Username’ column for a
learner shows the first name, surname
and date of birth, this means that the
learner has not yet logged into Plan-it s s
and set up their own username. o B e Ll oo

e FOWTRL 1300 MM b Aeig | Sy 19

e LI 128000 4N wheer "

arvevey LI 12 M wmerey U
[ LI 10 A LT R e
LYo BT 12 AN SARGSY o

.

1

-

e Lt VINL 200 AN o '
ol

e [ WTINL 1200 AN Wber
e 4 Sy Lo

. If you see the learner you want,
communicate the username to
the learner in a confidential
manner so they can log into
Plan-it.

o If you do not see the learner
listed in the report, they do not
have an account in Plan-it. You
can create a new account for
them, as described in ‘Create a
new learner’ on the following

page.
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6.0 Create a new learner
account

If you find that a learner does not have an account in Plan-it, you can create a new account for them.

IF...

And...

THEN...

The learner
already has a Plan
-it account

You try to
create another
account for
them

You are informed that the learner already exists within your provider. In
this case, you can run the username report to obtain the login details, as
described in ‘Create a new learner account’ on the following page.

If the learner exist within another provider, contact S-cool support to

The learner has
neither a Plan-it or
Work Experience
account

you create a
new Plan-it
account for the
learner

If your provider is enabled in Work Experience, both new Plan-it and
Work Experience accounts are created for the learner.

If your provider is not enabled in Work Experience, only a Plan-it account
is created for the learner.

The learner has a
Work Experience
account but no
Plan-it account

you try to create
a new Plan-it
account for the
learner

After you submit the learner details, you are notified that the user already
exists in the system and asked to contact S-cool Support at support@s-
cool.com.

When you create a new learner in Plan-it, and Work Experience is enabled, the Work Experience
account that is automatically created for the learner is in the same year group as their Plan-it

account .

If you are a Pre-16 supervisor, you can only create learners in Pre-16 year groups. Likewise, if you
are a Post-16 supervisor you can only create learners in Post-16 year groups.

6.1 Learners with existing accounts

If you try to create a Plan-it account for a learner that already has one, a message is displayed
explaining either that the learner has an account at your provider or that they have an account with a
different provider. To add this learner to your provider or to move them from another provider, contact
S-cool Support at support@s-cool.com.
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6.0 Create a new learner
account

6.2 To create a new | Dia®
learner account

© Croate a New Learnor:

1. Go to your Supervisor Home Cruts o kv
page. -
2. In the ‘Reports’ section, under 2
‘Administration’, click ‘Create e s
new learner’. e a g S Rl
3. Specify the following learner i

details, as appropriate:

First name (Mandatory)
Middle name (Optional)
Surname (Mandatory) o
Year group (Mandatory)

Tutor group (Mandatory)

Date of birth (Mandatory)

Gender (Mandatory)

Ethnicity (Optional)

UPIN (Optional)

Password (Mandatory)

4, Click Submit. The new learner
account is created.
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7.0 Delete a learner account

If necessary, you can delete a learner account
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 tutor group
To delete a learner:

1. Find the learner you want to delete by
typing a name into the text box and
selecting ‘All’ for year and sub-group.

2. Click Search to display the learners.

3. For the learner whose account you want to
delete, click Delete Learner. The Delete
Learner window is displayed.

4, Click Delete Learner. The learner account
is deleted.

© S-cool Limited 2010

Page 13



8.0 Commenting on learner’s
Plan-it work

8.1 Introduction

In order to support their learner’s use of Plan-it, supervisors can assign comments to their learners
through the supervisor site. From the Plan-it Comments Report supervisors can view comments that
have been assigned by other members of staff, see those that have been viewed by learners and
add their own comments.

8.2 Plan-it Comments
Report i

Select ‘Plan-it Comments Report’
from the supervisor home page.

8.3 Generating a

report
© Pran-it comment report
Choose the year group and sub-group, e e Yt e et ot e it e o e
then click on ‘Search’ to generate a list ——
of learners and their comments. LSS
The comments report gives an -
overview of the number of comments .
that have been added and those that - :
have be dealt with by the learner. S| N0 |8 | 83 o

To view, add or edit comments click
‘View & add Comments’ link.

plan-it®

8.4 Viewing comments

View existing comments that have

been added by supervisors and add or © Supervisor comments

. L arew | mwene el il Whaar
edit comments. oy 'y ey
WM Duneay (ST,
e ooy e s
uau:::._. Wy Acton e

Towg oo wil b w o 16 b o Lges S0sd
Cawn— b

AL B8 A WA § Y NS0ar REREEN Py e Rt L0 RS NI R O R B SRR T
- ldn e o’ m—
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9.0 Exporting Plan-it reports
to Excel

9.1 Introduction

Plan-it reports can be exported as CSV or Excel files, which can then be manipulated and edited in a
spreadsheet program. A report with less than100 lines of data can be viewed within the Plan-it page,
as well as being exported, but reports over 100 lines are automatically exported out of Plan-it.

plan-it®

9.2 Generating Plan-it e PR
reports Tt Gl Gt s ettt 1R iyl OBt

Once a report has be run, click either
‘export to .csv’ or ‘export results (excel)

) (reml]

A dialogue box will pop-up and ask if
you want to ‘Open’ or ‘Save’ the file.

Choosing to save the file means the
data can be compared to learner data
that is generated in the future, but

remember that all data must be stored » o /
- 1
securely. R =

Do s ward 10 spen v save s e ?

';ﬁ Name  AmtdatinsdPosti oo
Tyoe  Mcrorct Oftice Bocel Comma Sepainted Ve .
fraw glanst deswiapreent

(BN e

Wil s fs e rtemet Gt be weefil some Mo G potentely
harn your compoter. F yeu S ot st the masce. do not spe or
seve e fie Vg s o i 7

9.3 Save exported file

. IR0 » Comgue + 505 = »
Choose an appropriate name and s An—
location to save the file. ! S T— '
X ._' [ AT T Lonst Dt
The data can now be opened in a = "'E‘w.. gl ety i
spreadsheet program such as Excel 8 criows gl e
and edited further. i Wi VN ot s
~ e ey -
H o 111pe | Wi O ek e fepenend e =
» e Fdban s G
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