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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

[pane
&) start

(& ultra Training - Windo... ] Document - Microsoft ...

[T T T [ T [ intemet [Hwo%w - 4
« =Y @ 1255

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

@.\-— |:ﬁ" https:/fsystem.learningassistant. com/homepage/index.cfm V| EJ 4| X | | R~
S - »

5‘:? '1"3? I;ﬁ" Ultra Training - Home l l ﬁ 52 D . l-_;“"Page - ¥ Tools =

Home Candidate Managi Mews & Events Appointments  Message Centre  Logout Help

AaN
< 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.

EE e Internet

H100% <

s - = = = =
:-' start /= Ultra Trairing - Home: ... f e E Portfolio Learner H... [ @ E-Portfolio Emplayer ...

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.

£ Ultra Training - Candidate Manager - Windows Internet Explorer

@:} A |.1:* https: {fsystem.learningassistant, comfcoursefcandidate_manager.cfm V‘ & 4| X ‘LEVE Search ‘ L
— O - - »
ﬁ & [;:‘U\tra Training - Candidate Manager l l ﬁ 2 - v |=_:_,}’Page - g} Toals +
Home / Candidate Manager *, News&Events  Appointments Mmagecenue Lo_gnm Help
H Review the progress of candidates on their NVQ,
candldate Manager assess coursework and create entries in their
contact diary.

LU - - Any Course - -

There are currently no candidates to view.

E; @ Internet

1'.'-' start {2 Ulkra Training - Candi... B E Fortfolio Learner H... T E-Portfolio Emplayer .. EN | %@ 1008

Search
Click search for all candidates to appear.

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



Employer Guide For E-Portfolios Ultra

The screen below should then appear.

(= Ultra Training - Candidate Manager, - Windows Internet Explorer

5;1 - |:x33f https: ifsystem.learningassistant, comfcoursefcandidate_manager, cfm?lOrderBy=coursest 2 candidate®:2Ccompany &l V‘ 5 42X | ‘Live Search

— = = »
v e I#U\tra Training - Candidate Manager l l ﬁ 5 - - p_;}’Page & Q Tools -
Home / Candidate Manager \Nms&l‘:‘mms Appointments  Message Centre  Logout Help A
- Review the progress of candidates on their NVQ,
candldate Manager assess coursework and create entries in their
contact diary.

Search

UL - - Any Course - -

Candidate Units Mot started M Started M complet=d M verified Completed

MVQ - Business and Administration Level 2 (BAL2)

{TEST; Beckham, David 201 z0Z 0%
Ultra Training

T e -
il i
e 201 B8 o

P

Dane (3 € mnternet H100% v
i4 Start /= Ultra Training - Candi... E Partfalio Learner H. . O E-Portfolio Employer ... EN | 2, %@ 111

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

{= Ultra Training - Candidate Manager - Course Folder - Windows Internet Explorer

CRICHES) |E3E

@ 2 ‘aﬁ https:ifsystem learningassistant.comfeourse fcourse_folder cfmPunidCourse=DFCABA4E-FBRD-4EC0-AA4BCCEIBOAES ¥

I — o »
w o P-‘Ultra Training - Candidate Manager - Course Folder [ I ﬁ » B - ikPage v (CF Tooks -

Mews & Events  Appointments  Message Centre  Logout

" Name: David Beckham [ Coach: Jane Duke [
ca nd Idate Info Position: Test Candidate Internal Verifier: Donna Hopper [
Email:

Course Folder | Evidence Folder H Contact Diary |

Business and Administration Level 2(Incomplete) Modify Selected Units

Univ / Element Status

201 \Carry out your responsibilities at work

> }\.1 Carry out your responsibilities at work Refarrad
(20-08-08 Donna Hopper)

202 —ka\niﬂilmhlﬁmse'wiwmlt

Awaiting verification

» 202.1\ Worle within your business environment D Nat Started

Done [§ € mntermet H 0% -

P — = = ; P _ -
+4 Start {2 Ukra Training - Candi... | g E Partfolio Learner Hu. | T E-Portfolio Employer ... M| %@ 10

Click on the evidence folder tab.
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You should then see:

fj Ultra Training - Candidate Manager - Course Folder - Windows Internet Explorer

Go

w o I;ﬁf‘U\tra Training - Candidate Manager - Course Folder l l f‘}j - B

- !:ﬁ" https:fisystem.learningassistant, comfcoursefevidence_folder cfmruuidCourse=DFCASAE-FEE0-4ECO-AALECCEIBEA V‘ % | *1 ([ X ‘ ‘ R~

i »
- - l-_:_;"Page ~ 0¥ Tools ~

- Name: David Beckham = Coach: Jane Duke =]
ca nd Idate Info Position: Test Candidate Internal Verifier: Donna Hopper

Course Folder |0 | Contact Diary

Relevant Evidence

(Candidate Manager News & Events Appointments ~ Message Centre  Logout Help

Email:

Upload Evidence £

Ref Document Title size  Upload Info Aptions
2 C‘s Witness Testimony 28 k 18 Dec 08, 10:31am by Sian Norman Ec ﬁ
2 Birthday S5k 20 Aug 08, 2:29pm by David Backham / EC
1 W) Health and Safety 20 k 20 Aug 08, 2:25pm by David Backham EC
Total Evidence Size 10525k SpaceUsed [ ] Upload Evidence 4

i4 Start

EB @ Internst

| @Y E-portfalio Cmployer .. /= Ultrs Training - Candi... M i v @ 1S3

H100% v

Click on upload evidence.

(= Evidence Wizard - Windows Internet Explorer

. wizard.cFmPuidCourse=DFCAGAE-FBBD-EC0-AA48CCEaBEAEICTERud v £ || | Padid

e - . The following pop up

Please hmwsand select the file you would like to upload Wi n d OW S h O u I d th e n

Browse Help

appear:

uke
ier: Donna Hopper 52

Upload Evidence 4

Options
E

>

/

| Click browse to
p— | pload your evidence.

upload Evidence £

javascript

14 start

Done

[ @ irternet R #100%

["/2 Utra Training - «

8
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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.

Nindows Internet Explorer HIE

@.\_ 3~ |x:" https:Usystem.lea}\@gassistant‘cnm,l’cnurse;’evwdence_Fnlder‘cFm?uL|\dCnurse:DFCASA4E-FEBD-4ECD-AA4SCCESBGA V‘ g | ([ X ‘ ‘ Jelis
- e = Y »
i:? ki [:#U\tra Training - Candidate M?a}ﬁ%r—caurse Folder l l ﬁ - B mm v |:;rPage v (O Took -
Lok in: |@ My Documents j Ll e BE-
= Coach: Jane Duke =]
(] My Daks Sources Internal Verifier: Donna Hopper <
o )My Gongle Gadgets
My Recent @My Music
Dacumenl ts EMY Fictures
@ EMV Videos
Upload Evidence £
_,J type Evidence Locked
My Document s
1 o | type Evidence Locked
51)'! 1 Upload Evidence %
My Computer
I ¢ Mook Fil name: [ R Open | I
Flaces
Fiesof ype:  [AlFiles () =] Cancel
(3 € mnternet w100% v

—_—— — = = - : %
iy Start /= Ultra Training - Cand... /= Document Upload - W... pA E Portfolio Learner H... @Y E-Portfuolio Employer ... EM '(_'} € 1022

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.

- [=]x]

SAEPO /= fyidence Wizard - Windows Internet Explorer

Type a question For help =

Please browse and select the file you would like to upload.

Winter.jpg Browse | | Upload

Internet Hi00% v
(3 @

EN e L @ 1500

=+ |SE DISK (E:} @' E-Portfolio Emplayer ... /~ Ultra Training - Candi. . 7 Evic

Upload

Once you have uploaded your evidence it should then appear on
evidence folder as shown below:
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dence ard do erne plore |
| 2 https:/fsystem.learningassistant, com/Evwizardfevidence_wizard,cim?ulidCourse=DFCABA4E-FEBD-4EC0-ARIBCCEIBEAESCTERLLID % ‘Live Search ‘ P~
g - - - »
75 < Evidence Wizard - e+ |k Page - () Tooks -
Evidence Upload
Ci" Your file has been uploaded successfully.
Once you've finished cross-referencing, click the 'Save' button.
Hm If you wish to replace the file, click the 'Replace’ button, Help
rour File: Winter.jpg
File i 103.07 KB e
u 118 mlze: : ier: Donna Hopper =
Replace
‘our itern of Evidence
Detail ¥ Refe
shs it rence Upload Evidence 2
» 202 Work within your business environment e
3
-3
2 E
"
1 E
%
Upload Evidence 4
| I
Done L& € mnternet F100% - M@ ntermet 1% -

,',' start = UUSE DISK (E:} @Y E-Portfolio Employer ... /7 Ultra Training - Candi... /= Evidence Wizard - Wi.., g “oan v @ 1508

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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