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Using Talk Training’s ePortfolio System — Learning Assistant

Welcome to Talk training and it’s ePortfolio system known as Learning Assistant (LA). To log in to LA
for the first time, follow the link in the automatic email from the LA system which you will have
received, or if this link has expired, type the following in your internet explorer address bar,
“system.learningassistant.com/talktraining” or click on the LA link in the Learner Links section on the
Talk training website — website address is here: http://www.talktraining.co.uk/

You will then see the following screen to log in (see picture below). Enter your username (typically
your first name, followed by a full stop, then followed by your surname, for example “John.Smith”.
Please note: This is different to your WEST username and password given to you when you signed up.

At this stage of your first login the password will be “password”. For security purposes, you will be
asked to reset the password on first login to one of your own. See login screen below:

[,
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TALK Training ePortfolio

Reset Password Contact Administrator  Customer Support

Once you have logged in, you will land on the LA Homepage as shown below. At this stage, we only
want you to complete certain parts of the Talk Induction before you meet with your assessor for the
first time.

0D3188 05/12/19
Page 1 of 5


http://www.talktraining.co.uk/

Click on the “My Programme” option shown below:

CIty Learping Hello Daﬁy
Gullds Assistant 4t Homepage

Hi Daffy, Welcome to Learning Assistant ~

With the launch of the new Learning Assistant online NVQ system, you, the candidate are now able to complete
your NVQ online! Not only does this dramatically reduce the paperwork involved, it also allows your coach to
deliver a more tailored service that will deliver immediate learning benefits.

Tasks Messages Appointments Resources LA Anywhere

My Programme

K) Awaiting Review

Evaluation LEARNER OUTCOME(S) SUBMITTED -

There are no Qutcomes to display.
News & Events

1 Latest Contact Diary entries

Forums ENTRY POSTED S
Element 500.1 Returned 16 Aug 2018 17:42
Element Induction.1 Accepted as Complete 06 Aug 2018 16:59
Eﬁ Messages Element Induction.1 Returned 06 Aug 2012 16:54
Blah 05 Jul 2018 15118

Click on the “Induction” option shown below:

Learning EOF olio r“- TALK'.i.HIH.Wf;"

Assistant

<

Daffy Duck

Courses

Started: 16%

Talkind - \nduction (Talkind) 2 1
Completed: 9%
Frontof File  Induction - EBI}ARFFEIS EESICE)MISN Expected: 0%

Homepage

3868-02 - Level 1 Essential Application of Number Skills (60... 0] 0

DIARY UPCOMING
ENTRIES REVIEWS

My Programme:

Evaluation

Q% 2

News & Events

Bl

3868-01 - Level 1 Essential Communication Skills (601/6805... 0] 0

DIARY UPCOMING
ENTRIES REVIEWS

Forums

& O

3868-03 - Level 1 Essential Digital Literacy Skills (601/6806/7) 0 0

DIARY UPCOMING
ENTRIES REVIEWS

"

Messages
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You will then see the following screen. Take time to open ‘Front of Filel — Learner handbook’, ‘Front
of File 2 — ESQ Welcome Infomormation’ and ‘Front of File 3 — the Appeal Procedure’ before doing
anything else. Click on each heading to reveal the resources section and read the documents in each

City &+ | Learoing [l
Guilds | Assistant [

; = EA’ ‘”,-':} Talkind - induction (Talkind) [*) Declarasion
Started 0% Completed 0% Expacted 0% Assessors Verifiers
{7} Homepage Dumny Assessar Dummy 04
Couse  Evidonce [Rogistration  Contact  Metrics
Unit Front of File - Frynt of File elements
nduction
Activity ~
Compies 7%
Deadline iy deadiing has been set
4 Qutcome &Ts
City Learning “’ TALK®
Guild @ Teind  FroptofFile  Frontof Fie 1
UIdS | Assistant
Talkind - Inductidn (Talkind) [7] Deciarason

cted 0% Compieted 0% Expecied 0% Assessors Verlfiers
Doy Assessor Dummy 1A
Ty wrer
Coua|| Cidends  Regisuation  Contact  Mea
(2) Evaluation Front of File .1 - Lehmer handbook
Nows & Evants For reading and eferchce by leamers
£ Avpoioamencs
Front o File 2
{2 Foums
Resources Actions
&
RESOURCE TYPE Status: Outcome Mot Starled
T o Handobok (OD2356 Dodiine:
Competence Claim [ZlChocse Evidence A% Evidence Wizard

Return to Front of File summary and then scroll down further to reveal ‘Induction 1’ option as shown
below:

[B5 Newsa Events

i Appolatmants Induction
£ Forums
& oo Leamner inducton & Project Not Started
Nat Started
T
tian 3 - Leamnar Equalty and Divecsity Review Nat Started
tion.4 - Leamer ESDGC Review Nat Stanad

Staried 0% Completed 0%
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Scroll down and click on the “recording forms” option and then the “open form” option.

ity: Learning
Guilds | Assistant Resources Actions
RESQURCE Tvee Status
Deadline:
Competence Claim
Complets Laamer eduction and Project intesactiva form
Ref  Evidence Typeis) w Ind 1
Completed (Assessar Only)
RECORDING FORM CREATED STATUS
'ODOTI2E Leamner Induction and Project Apel, 17 2018 09:45:00 Form has not been filed in.

contact

Outcome Not Started

[ chose Evdence | £ Evidence Wizand

A new window will appear, which contains both text for you to read, followed by questions for you to
answer as shown below.

iatedObjectTy;

0D0792E Learner Induction and Project

General information

As an equal opportunities company we meet, or will arrange to meet, any particular needs you may
eve your qualifications

specialises in delivering training in specific qualifications s
and 5 Management, Business and Administration, Advice and Guida

as Team Leading, Level 3, 4
T User, Customer Service,
Performing Manufacturing Gperations, Mecha

Manufacturing Engineering, Performing Engineering
Operations, Leaming and Development, Hospitality and Catering, Sustainable Resource Management and
Warehouse and Distribution.

Talk fraining is an accredited training organisation with the Engineering and Training Association (EMTA),

at Level 3 and Higher Apprenticeships at Levels 4 and 5.

Talk training, in general offer Apprenticeship frameworks to meet the skills of employers of all sizes

“” City & Guilds, ILM, OCR and WAMITAB delivering Foundation Apprenticeships at Level 2, Apprenticeships

‘,4

3 e o o

You can save your progress at any time by using the “Save for later” option. Or if you have finished,

use the “Save and Submit” option, then use the “close” option to close the form.

[Save and Submit ]
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Once you have completed the Learner Induction and Project and have used the close button you can
move on to complete the Health and safety Project by selecting “Induction 2”.

City Learning Qutcome
: i @ Talind  Inducton
Guilds | Assistant [l

(éﬂ]_— TALK+

[ Dedaration

Talking - Induction (Talking)

Startod 1% Completed 0% Erposted 0% Verifiers

T.FD Homepage Dummy Assessor Dummy 104

T:T My Programme

Course  Evidence  Registration  Contact  Metrics.

@ Evetuaion Induction .1 - Learner Induction & Project

‘This Leamer Induction Project is to be cmpleted by all new learners before their first assassor meeting. Thare Is an ineractiv form to be read and completsd

o -
nduction 2
£ Foums

Resources Actions
B o
RESOURCE TYeE Status: Outcome Not Started
T Deadline:
Competence Claim

Repeat the process by clicking the “recording forms” option to complete the Health and Safety Project.

If you have any queries, please send a message using the “Contact” section and “Create Entry”. This
will be read by one of the Operations Delivery Team who wittf respond accordingly.

City Learning Contact Diary
GUiIdS Assistant % Talkind  Conlact Diary

(&—l.: TALK~

Talking - Induction (Taikind) [ Dectraton

- Assessors Verfiers

Durneny Assessor Dummy 104

Course  Evidence  Registiation|

Ccontact

Good luck!

0D3188 05/12/19
Page 5 of 5



