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Shortcuts for Line Managers  

Following on from the success of our Shortcuts page for the learners, we have built one for Line 
Managers/Employers too. 

The red rosette on each icon indicates how many items need attention on that page. 

 

The area below will take the LM/Employer to the To do tab to complete any outstanding tasks.   
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If there are any important messages for the LM/Employer, this icon will take them to the Messages 

tab. 

 

 

This icon will take the LM/Employer to the Dashboard tab to see instant reports regarding the 

learner’s progress and activity. 
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This icon will take the LM/Employer to the Personal Details tab where they can change their 

password or amend contact details. 

 

 

 

This icon will go to the same page as before (Personal details) but scroll to the bottom to allow the 

LM/Employer to amend their email preferences: 
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This icon will take the LN/Employer to the Support area, as per the top Help and Training link. 

 

 

 

Lower down the page the Shortcuts tab, the LM/Employer can select a learner  particularly if they 

are associated with more than one learner from their workplace to view progress and activity. 

 



Employer/LM Shortcuts page Version 1 02/02/23 

Once refreshed, progress of the learner and all activity associated with that learner can be seen. 

 

The LM/Employer can click on the area below and to view more detailed progress. 

   

The link takes them to the learner’s e-portfolio where unit progress can also be viewed 
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If the LM/Employer clicks in the calendar area, they can view the entries in more detail: 

 

 

The link takes them to the learner’s e-portfolio where  an entry can be opened by clicking on it. 
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The Shortcuts tab is automatically available for the employer but as with the learner, there is a 

switch to make the Shortcuts page the landing page for the LM/Employer when they log in.  This 

means when they log in they will land on this page every time rather than the Messages or To do tab 

so everything they need to see and do clear to see. 

If you would like this switching on, please drop us a message. 


