How to get your Assessor to sign off a Section of your
Award.
Once you have completed the minimum number of hours and weeks for a Section of the
Award the system will pop up with this message congratulating you for completing and
asking you how you want to add your assessor’s report.
You now have 2 options!

Option One
1. Click on Send For Approval

2. An email link will be sent to your assessor.

3. Your assessor will need to click on the link that will open an online record of your hours that
the assessor can confirm and approve.

4. Your assessor can either approve the assessor’s report by clicking SEND or, if they would like
you to change something, they can click on Reject this application.

5. Once your assessor has given their assessor’s report electronically you will get a message
(either on your app or online) saying that your activity has been approved and that you can
send it to your Award Leader.

6. Click on SEND FOR APPROVAL (you can add a personal note for your Award Leader if you
want).
7. This will now go to your Award Leader to sign-off as completed (you will see a clock symbol
showing that the system is waiting for your Award Leader to sign it off).

8. Once your Award Leader has signed it off you will see a tick beside the Section showing that
you have completed it.

Option Two
1. Click on the X symbol to close the box.

2. Click on your name (top right-hand corner) and click on Award Summary

3. Click on Download Summary for Assessor for the Section that you want your assessor to
write a report for.

4. Print this off and take it to your assessor to fill out.

5. Scan the form onto your computer
6. Log into the Online Record Book and, under the Section you have completed, click on You
Can Now Send Your Activity to Your Assessor For Approval

7. Click on I Already Have An Assessment

8. Click on Add Document and upload your assessor’s report that you scanned onto your
computer then click SEND FOR APPROVAL.

9. Under the Section you have completed, click on You Can Now Send Your Activity to Your
Award Leader For Approval

10. Click on SEND FOR APPROVAL (you can add a personal note for your Award Leader if you
want).

11. This will now go to your Award Leader to sign-off as completed (you will see a clock symbol
showing that the system is waiting for your Award Leader to sign it off).

12. Once your Award Leader has signed it off you will see a tick beside the Section showing that
you have completed it.

