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Welcome to Smart Assessor! 

You should have received your welcome email containing your account details. 

To get started visit https://www.smartassessor.co.uk enter your username and password to login. If for any reason you 
haven’t received this, please contact Arjinder Bahia abahia@makeuk.org or call 0121 344 7904 

This is your Learner Home Page. 

 

On your learner homepage you can see how many days there are left on your course, your current status - if you’re on track, 
your qualifications tab to see each portfolio, your next session booking, your time log, actions/activities to complete, 
safeguarding contact and more. 

If you need to return to this page at any point, simply click the homepage icon.  

  
This is the homepage icon on Smart Assessor. 

https://www.smartassessor.co.uk/
mailto:abahia@makeuk.org
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Learner Overview Tab 
 

  

 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

Qualification tabs that make up your 
apprenticeship 

Upload your 
profile picture. 

Access a Smart Session 

Access to Wellbeing 
resources as well as Make 
UK policies & procedures. 

Review actions & 
activities set and the 

target dates. 

EILP widget completed 
with your assessor. 

Click on widget to view 
& sign your documents. 

Time log widget allows you to 
record off / on the job training. NOT 

APPLICABLE 
 

NOT APPLICABLE 
CURRENTLY 

Your next session dates. 

 

The traffic light system: 
 
Blue > Course duration – hovering over this bar it will show you the start & end date for your overall 
apprenticeship. 
 
Orange > course criteria with mapped evidence against it  
 
Green > Criteria that has been signed off as complete. 
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Off the Job Hours (OTJ) 

 

 

1. Click on the Time Log widget on your overview page. 
 

2. Click Add New Time Log Entry 
 

 

 

 

 

 

 

 

3. Complete the required information, when completed click Add Activity.  

 

1. Select activity date - the date can be put in 
retrospectively. 

2. Select the activity type – select the appropriate activity 
type. 

 
3. Select the course that you are updating your activity 

about. All your current courses will be available in the 
dropdown menu. 

4. Select the unit you are updating your activity about. 
5. Select the assessor   
6. Was is on the job?  Select the correct statement from 

the drop down menu. Please note all activity that you 
do in centre that directly fits into your apprenticeship 
is off the job training, this will be your workshop 
learning and your BTEC. 

7. Time you spent on the activity. 
8. The impact the activity has had on your learning – 

reflect on what your knowledge was before the session 
and then your knowledge after the session.  

This widget is used to log your off the job hours against each of your qualifications for your 
apprenticeship. 

The widget shows the actual hours that you have logged and how many are expected to date. 

You MUST log your off the job training, it is a requirement for the funding of your 
apprenticeship. (See page 6 on what is deemed as off the job training) 
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For example for 1 weeks activity you can do two entries, one for your workshop & one for your BTEC day: 

Week commencing 6/3/23  

3.5 days of workshop Electrical = 27 hours AUEC2010 

1 day BTEC = 7.5 hours Maths 
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This widget helps you to keep on top of any documents that need your attention. In the top right-hand corner, it shows 
how many documents require your signature. 

 Click on the widget. 
 This page shows the documents that requires your signature. 

 

 Click on Open Doc to sign the document – this will take you to the document that requires your signature – sign 
the document. 

 Come back to new docs to sign and click on ‘Sign’ this will take this off the list. 

New Docs to Sign 
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EILP (Electronic Individual Learning Plan) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on the EILP widget and you will see the following page showing your EILP or EILP’s 

 

2. To open your EILP click on the EILP you want to view in the template name column. You can see the sign off status 
on the right-hand side, so you will know which EILP’s still need completing. 

3. Your EILP contains, your details; your employer details and details about your apprenticeship.  

 

4. To complete your EILP you will need answer some questions before signing – Ensure you click ‘Save’ after answering 
each question. 

 

 

 

 

EILP is short for Electronic Individual Learning plan. The EILP widget is located on your 
portfolio overview page, the widget will display a number in the top right hand corner, 
this represents the number of EILP’s that you need to complete and sign. 
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In the Start of Apprenticeship Assessments section you will need to answer the following questions. Ensure click save 
when you have answered each question. 

 

5. Review the rest of your EILP. At the bottom of the form put in your comments and sign to complete the EILP. 
Ensure click save when you have put in your comment. 
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This widget keeps you informed of any actions or activities that have been set on your 
learning plan for you to do. 

In the top right-hand corner, the number lets you know how many actions/activities you 
have and clearly lets you know of any overdue tasks. 

 Click on the widget.  

 

 You will see the tasks that require your attention. 
 Click on the task under the ‘Action Name’ column, this will take you to the 

learning plan where the action/ activity was set.  
 Complete the action/ activity as stated. 

 

 

Actions & Activities 
  

 Then click on the pencil icon in the ‘Action’ column 

 

 

Put your feedback. 

Learner status – update to completed. 

Update time spent on the activity. 

Click on ‘Submit’ 

Once your assessor verifies the action/ activity the widget 
number will be back to 0 
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Other Widgets

 

This widget tells you when 
your next session is. 

 

 

 

 

 

 

 

 

At the bottom of the page it shows the safeguarding contact as well your next session date and time 
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Qualification Tabs 
 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

  

 

 

 

 

 

  

Progress Widget shows 
the progress made 
against this course 

 

Upload your evidence 
here for this qualification 

Displays the units you 
are working towards and 
your progress using the 

traffic light system 

Plan of your learning 
showing your booked 

sessions, any actions & 
activities that have been 
set for you as well your 

planned reviews  

You will find any 
resources allocated to 

this course here 

 
NOT 

APPLICABLE 
CURRENTLY 

View your progress against 
all your units and identify 

any gaps remaining to 
complete the units/ 

qualification 

Each tab relates to the individual qualifications that you are required to complete as a part of your apprenticeship. 

Each tab will have the same functionality but will be specific to that course. 

Let’s take a look at the tab EAL L2 Diploma in Advanced Manufacturing and the main widgets you will need to know 
about and use 
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Upload Work 

1. On your Learner Dashboard, click the relevant qualification tab you want to upload evidence for. 
2. Click the ‘Upload Work’ icon.  

 

 

 

 

 

 

 

 

 
 

3. The following page will show, use the Browse button to ‘Choose File’ , select the document you want to upload to your 
portfolio and click upload (PLEASE ENSURE YOU ARE ON THE QUALIFICATION TAB THAT THE EVIDENCE RELATES TO 
BEFORE UPLOADING YOUR EVIDENCE) 
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4. Complete the declaration form, filling out each section and then click save to return. 
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5. Your evidence will now appear in the evidence library;  
• Tick the unit that you have uploaded this evidence for 

• Then click the black tick.  

 

  

6. The following page will show when you click on the black tick. Map the evidence against the relevant performance 
criteria generating a grey tick. Click on save and return. Your evidence is now ready for your assessor to feedback on 
and confirm the mapping. 
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Creating Evidence Folders 
 

 

 

 

 

 

 

 

 

 

 

 

 

  

By the end of your apprenticeship, you will have a lot of evidence in your evidence library.  

To keep your evidence library tidy and organised you will need to create folders for each of your units.  

Please note a folder cannot be created without any evidence. 

How to create folders: 

1. Click your upload Work widget on the qualification tab you want to create folders for 

 
 

2. Click on ‘Create Group’ 

 

3. Click on ‘Create Group’ 
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1. Create Group Title – Use the Unit Name 
 

2. Select the evidence you want to add to the folder 
 

3. Click on ‘Save’ 
 

4. Scroll to the bottom of your evidence Library & 
your created folders will be displayed here 
 

 

5. To add further evidence to this folder, click on the 
pencil icon and add in any further evidence & Save. 

Your evidence library should 
start to look like this, making it 
easy for you and your tutors to 
locate your evidence. 



     

18 | P a g e  
 

Learning Plan 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The learning plan widget will display any upcoming sessions. 

The learning plan is where you will find your section & behaviour reviews & formal 
reviews. 

 

 

 

1. Click on the chevron on the left-hand side, this will open up the session and you can see your review 
document 

 

You can filter the type of review you want to see by 
using the ‘Type’ filter. 
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To open your review document, click on it 

 

 

The document will open for you to view and complete. 

 

 

 

Note: 

Section & Behaviour review you are 
responsible for: 

Completing the section for ‘Apprentice 
Only’ 

Adding in your comments 

Signing the document 

 

Formal Review you are responsible for: 

Adding your comments 

 

Signing the document 
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Video Links 
Learner Homepage: https://youtu.be/l12HNsW8foE 

 

How to download Resources: https://youtu.be/Isi6maFYDdQ 

 

How to access the progress map: https://youtu.be/jGqTtcvyKKw 

 

How to give feedback on a session: https://youtu.be/vbVODCb0saQ 

 

How to upload a profile picture: https://youtu.be/8wfVLqPiYdw 

 

How to upload evidence:  https://youtu.be/DFcOiQACUIA 

 

How to change your password: https://youtu.be/ZKwc3HR0BQU 

 

 

https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2Fl12HNsW8foE&data=02%7C01%7CDavid.Snow%40system-group.com%7Cb497ae2cf58e43a4810408d6302634ee%7Ca78d67a7d2a84768a69f8b75d4e861f0%7C0%7C0%7C636749338000331964&sdata=5O4cmXVBUZmMkw56%2BJXuPNq8FPy9CMnxQMxl9%2BBvPuw%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FIsi6maFYDdQ&data=02%7C01%7CDavid.Snow%40system-group.com%7Cb497ae2cf58e43a4810408d6302634ee%7Ca78d67a7d2a84768a69f8b75d4e861f0%7C0%7C0%7C636749338000341972&sdata=N20GCR%2BbuN%2FxnirK1DRESFV5k9WJtpJA78D8aecq2Ys%3D&reserved=0
https://youtu.be/jGqTtcvyKKw
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FvbVODCb0saQ&data=02%7C01%7CDavid.Snow%40system-group.com%7Cb497ae2cf58e43a4810408d6302634ee%7Ca78d67a7d2a84768a69f8b75d4e861f0%7C0%7C0%7C636749338000351977&sdata=tOPCWd6JSuTfZOadZGyVORPhfrWOuxaU95S3jTeo52c%3D&reserved=0
https://youtu.be/8wfVLqPiYdw
https://youtu.be/DFcOiQACUIA
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FZKwc3HR0BQU&data=02%7C01%7CDavid.Snow%40system-group.com%7Cb497ae2cf58e43a4810408d6302634ee%7Ca78d67a7d2a84768a69f8b75d4e861f0%7C0%7C0%7C636749338000351977&sdata=2DuhrTqh6wgj9A81Zsudt2r14Dd%2BNcn4Nx7kkDZb6nU%3D&reserved=0
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