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To log in

Log onto the Internet and enter the following address into the address
bar

https://system.learningassistant.com/ultra

Once this has been done, the following page will appear.

(Y)ULTRA

Please en iter your username an d passwort d in the
spaces provided and press the "Enter” button.

If you have any queries regarding the use of this system
please contact us for additional support and training.
ind;

Forgotten your password? request a reminder
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&) start

(& ultra Training - Windo... ] Document - Microsoft ...
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Enter your username and password into the fields provided.
Your username and password will be emailed to you on the email
address that you've provided us.

Once you have logged in, you should then see a page similar to the
image below.
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fj Ultra Training - Home - Windows Internet Explorer
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< Hi Sian, Welcome to Ldarning Assistant. NEWS | |
i
NEWS

There are no News tems at prezent.

INFORMATION

| Hews and Events Candidate Manager EVENTS
gf" Find out the latest news and information on 0 Review the progress of the assessors and
4 the courses and services available from Coaches work and review the progress of
Ultra Training, as well as details of the candidates on their NVQ There are no Events at present.

upcoming events crucial for your diary.
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Uploading witness testimonies

To upload witness testimonies choose tab marked Candidate
Manager.

Candidate manager will give you the list of all the learners we have at
your work place.
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The screen shown below should appear.

Search
Click search for all candidates to appear.
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The screen below should then appear.

Click on the candidate’s name you wish to upload a witness testimony
for.
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The following window should then appear.

Click on the evidence folder tab.

7 Ultra Training Ltd — 08450091097 — www.utrain.com — enquiries@utrain.com



Employer Guide For E-Portfolios Ultra

You should then see:

Click on upload evidence.

The following pop up
window should then
appear:

Click browse to
upload your evidence.
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A window will appear, similar to the image below. Use the
Look in field to find the document that you wish to upload.

Click on the document you wish to upload.
Once you have chosen the document that you wish to upload click
open so that it will appear as shown below.
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The document that you have chosen now needs uploading. Choose
the Upload button to do this.

Upload

Once you have uploaded your evidence it should then appear on
evidence folder as shown below:
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This will enable you to reference your evidence to a particular unit.

Choose the unit that you wish to cross reference.
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The following pop up should then appear.

Choose the section that you wish to save your evidence into.
You then choose your particular performance indicator or question
depending on what you pick, shown below:

Click on ok.

It should then go
back to the previous
page where you get
the option to save.
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After clicking save the following pop up should appear:

Click close window.
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The original evidence page should then appear showing the witness
testimony that you have just uploaded.

Once you have finished uploading all your evidence then log out.
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