
1 
 

LMS USER GUIDE 
ASSESSORS VIEW OF E-PORTFOLIOS  

 
 
 

1) From the 
Dashboard 
select the 
Portfolios Link 
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2) Select the 
Portfolio 
required 

 
3) Click View 

Portfolio 

 

 

 
 

 
 

 

4) Select 

Observations 

 
This is what the assessor would see  

 
 
 

The option available to 
the Assessor relative to 
this learner 

Who has access to the  
Learner record 

Marking history can 
be viewed here 
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5) To create a 
New 
Observation 
select New 
Observation  
button 
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6) Complete the 

form and select 

Submit 

 
 

 

 

 
 
 

Select one or 
more learners 
to Observe  
 

Select Observation 
dates 

Criteria that this 
Observation evidences  
 

 Relevant 
Attachments  
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7) Select Criteria 
Overview 

We are now going to look at Criteria Overview 
 

 
 

This screen shows if the learner has met all or any of the Criteria 
 

 

Hover over the task to see the question  
 

This screen shows Criteria and 
linked Questions. Green entries 
indicate confirmed evidence, Red 
are unconfirmed  
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8) Then you can 
Select either 
the Excel 
Reports or 
Detailed 
Reports link 

 
We are now going to look at Reports available to an Assessor 
 
 

 
 
 

9) Select Report 
required and 
select Submit 

 
 

 
 
 

This page shows you 
the Reporting options 
available 
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10) To mark a 
submission(s) 
Select the 
Submissions 
link 

 
 

 
 
 

11) Select portfolio 
submission to 
mark and click 
Assess 
Submission 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In this example there is a submission awaiting assessment 
 
 

 
 

Assessor can select a 
portfolio submission to 
mark   
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12) When 

submission 

has been 

marked Select 

Assess 

 
Learner’s answer is shown here  
 
 

 
 
 
 

The assessors view of 
a learners submission 
 

Evidence is visible 
here  
 

Relevant criteria   
 

Assessor can score and 
make comments  
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Assessors view of a learner portfolio record 

 

 
 
 
 


