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UCAS Subject Reports

Log in to Skillsbuilder via Moodle                                                                  or via the following link:

http://learn.forskills.co.uk/institution/nptc/   You will need to log into the system 
Username: staff username e.g jonephi

Password: staff username again either in lower case or upper case (If you cant access it then contact Stuart Lawton MIS)
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To access the UCAS subject reports you need to access the learner’s personal information tab. You access the learner’s page by clicking on their photo. This can most easily be done via their ILPs
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Accessing via ILP
Click on Learner’s ILP and select the course you need.
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	You can now enter the subject report by clicking the edit button. [image: image7.png]


. This will allow you to complete the report. 

Similarly the X will delete your subject report if they did not complete their AS studies.
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Student has achieved a U grade in this subject, should you wish for further information then please contact me via email.
Thank youshayne.phillips@nptc.ac.uk
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	Write your subject report and make sure you click on update to save your comments.


Currently there is no button to access the next student in your group. This will be developed for next year. To access the next student you will either have to click on the Home tab then access the ILP tab or after pressing Update click the ‘back arrow’ until the group images reappear. This has been implemented for reports which will speed but the process this year and will be developed for UCAS next year.
Once all the subject reports have been completed, the personal tutor will be able to see all comments. The personal tutor can then copy and paste the comments to complete the reference. On the ILP additional information that may be useful can be accessed e.g. the reports written last year are available in the ILP under the review tab.
Select your AS group


Click on photo to access learner’s personal page





Select ‘personal notes’ page, then ‘UCAS notes’ Note : These tabs are invisible to learners.











