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Getting Started

This guide will give you information on the TLM website as a whole.

1. Welcome to TLM. Using TLM.org.uk will direct you to the main site.

From here you can access ALL three sites for Digital Functional Skills.

The Centre Management Site

The Centre Management Site is for Principal Assessors, Assessors and Exams officers to
upload learners to groups and request moderation for their Practical Assessment and the final
Exam.
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Manage Assessors
Principal Assessors (PA) must understand that it is their sole responsibility to manage ALL
ASSESSORS on the centre account.

The PA for a Centre must sign the TLM agreements on a yearly basis, attend a yearly workshop
for training, ensure that any outstanding fees are paid. The PA confirms they fully comply with all
TLM Centre Policy requirements. Failure to do so could result in putting the Centres status On
Hold until these requirements are met. The PA will formally observe the work of each assessor
trainer in the Centre on a minimum of one occasion each year.

The PA has the overall control over the Centre account on the Centre Management Site. The PA
will be required to add Assessors/Exams Officers to the Centre Account. Only one PA* can be
assigned to the centre account, this person will be sent all TLM Newsletters, TLM Tips or any
changes to processes for the administration of TLM courses.

*Unless your centre is completing multiple qualifications with TLM. We can assign a new PA to each
subject area, please contact the TLM office if your centre requires another PA.

Assessor List

Once logged into the Centre Management Site on the menu bar across the top of the screen.
Click on Manage Assessors. There are two tabs under this menu:

1. Assessor List - To view all Assessors added to the Centre account.
2. Add Assessor - To add new Assessors/Exams Officers to the Centre account.
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Add Assessors*

*You can add any colleague via this tab

1. To add new Assessors/Exam Officers; click on the Add Assessor tab.

Please be aware when completing the field for the username, this will be visible to learners on
when logged into the Learner Assessment site.

Roles and Additional Roles
a. Assessor - Will have access to the marksheets enabling them to request

moderation for groups assigned to this assessor.
b. School Admin - This role can be applied to Principal Assessors, Assessors and

Exams Officers, they will have the ability to add learners and create groups.

2. Complete all fields.
3. Click on Save.

The PA will need to provide the new account holder with their Username and Password.
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School Admin

School Admin is located in the menu bar across the screen.

School Admin useful for many reasons; a collated list of all groups regardless of which assessor
is assigned to the group, creation of new groups, adding new learners, moving/coping learners
from other groups.

Add Group

Adding a group will keep all of your learners in a visible space, without groups, assessors will
not be able to use the Marksheets correctly and not be able to request moderation for learners
who have completed coursework. Without moderation approval assessors will not be able to
book the final exam and/or certification.

1. To add a group, click on Add Group.
2. Name the group something relevant to your class - Must include the phase “DFSQ”

within the group name.
3. Select the Assessor who requires the access to the group by going to the Assessor

field and clicking on the drop-down menu.
4. Click Save.
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Adding Learners

There are two ways to upload learners to the Centre Management Site.
The first option is best suited if there are only one or two to add to the group, these can be input
manually. The second option is to use a CSV file to upload a large cohort of learners.

1. Click on the Add Learners tab.
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Adding Learners Manually

To add learners manually:

1. Complete all fields in the table.
2. Below the last row of the table, click Save.
3. Underneath the Save button, is a link on blue, Click here to put learners into groups,

click on the link.
4. This takes you to Learners who have not been assigned to a group (this is also

known as “The Corridor”).

5. You can either click Select All (to select all learners in this list not assigned to a group),
or use the tick boxes on the left of the learner details to select specific individuals.

6. Select the group you would like to MOVE learners to group from the dropdown menu.
7. Click on the MOVE button.

Adding Learners via CSV

If you create your own CSV file then it MUST contain only these mandatory fields; Forename,
Surname, Gender, DOB. Alternatively, you can download a template of this CSV which has
been created for you.

1. Click on the Add Learners tab.
2. Click on Download Template and a CSV will appear with all the relevant columns.

If the last two columns of ULN and UPN are not going to be completed then you MUST delete
these two columns from the CSV, otherwise the upload will not work.

3. Complete the CSV and save it to an appropriate location.
4. Move down to the Upload CSV section (fig. 8), click on Choose File and locate and

select your CSV file.
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5. Click on Choose group dropdown menu, select the group you require.
6. Click Upload.
7. The percentage bar below the Upload button, will go green and show 100%.

You may see a message for the system saying these learners are already on the Centre
Management Site.

If the learner has already been uploaded to the Centre Management Site then under the action
column, you must either select; Don’t upload or Copy.
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8. Learners are still available to edit before the learners are moved to the group. If you
notice any mistakes, you will be able to change these before pressing the ‘Add Learners’
button by clicking in the field and correcting the mistake.

9. Click on the Add Learners button.
10. When the learners have been moved to the group, you will see this confirmation.

View Groups

The View Groups tab will contain all groups under the school account and the Assessors who
have been attached to the Groups.

The actions column gives you the option to edit each group individually.

Change Group Name

1. Towards the top left-hand side, you will see the Group name.
2. Click in the field of Group name and delete the current Group name.
3. Type in a new Group name.
4. Click Save.
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Change Group Assessor

1. Towards the top left-hand side, you will see the current Assessors name.
2. Use the dropdown menu to select the new Assessor.
3. Click on Save.

Remove/Copy/Move/Add Learners to Group

1. Towards the top left (above the list of learners), you have the option to use the ‘Select
All’ button, or you can use the tick boxes on the left of each learner’s details to select
individual learners.

2. Using the options on the right of the list of learners, select the action you wish to carry
out;

a. REMOVE - Learners cannot be deleted from the Centre Management Site once
they have been uploaded. These learners will be moved into “The
Corridor” (‘View learners who are not in any group’).

i. Once you have selected your learners click REMOVE.
b. COPY - A single learner can be in as many groups as you wish. Meaning the

learner can remain in a master group.
i. Select the Learner(s).
ii. Use the drop-down menu for Copy learners to another group to find the

Group you wish to Copy them to.
iii. Click COPY.
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c. MOVE - You may have accidentally uploaded a learner into the wrong group so
this function can help assessors keep their class/exam groups in order.

i. Select the group and click MOVE.
d. ADD - Will bring up the list of learners currently in “The Corridor” (‘View

learners who are not in any group’), so if you think you may have missed a
learner from the group you do not have to leave this tab to find the missing
learner.

i. You can under column heading of Learners in the Academy type in the
name of the learner to try and find them or just go down the list and place
a tick in the box next to their name.

ii. Click on Add.

View Learners

View learners tab is great for finding a specific learner and what group they have been assigned
to.

1. Click on School Admin and then View Learners.
2. You can search with minimal information. You can type in the learner’s Forename or

Surname and click on the Search button.

The search results will include Learner ID, Full Name, DOB, Group(s), UPN, ULN, awards and
the assessor attached to each group.
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There is also the facility in this screen to see ALL learners at your centre by leaving all the fields
blank and clicking on Search.

Those learners who are in red are duplicate learners and you should contact the TLM
office to resolve these.

Group Overview

The Group Overview tab gives an overview of all requested moderation and units approved for
all learners in one place for a particular Group.
The group name will be listed next to the name of the Assessor.

1. Using the dropdown menu, select the Group you require for the groups listed below.

2. Click on the View button.

The group will be shown with the following for each learner within the group:

​ Moderation requested dates (‘Requested’ column)
​ Moderation approval dates (‘Approved’ column)
​ Grade (final examination grade)
​ Credit
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If you have selected a group to view but it remains blank, this means no actions have
been made via the Centre Management Site for this group.

To see if a moderation request has been approved in Group Overview, look for the column titled
‘Approved’. There will be a date of approval for the unit, if there is no date then moderation is
still ongoing.

Assessment

The assessment tab is found in the blue bar across the top. This is where you need to go to
request moderation for groups assigned to you.

Marksheets

1. Select the group you require
2. Select Digital Functional Skills from the Categories column
3. Select the level

4. Select either the 1st, 2nd or 3rd attempt from the Units column

5. Please change the existing 'N' to 'R' in the ‘Registration’ column.

6. Click on 'SAVE' to register the learner/s for the TLM DFSQ Practical Assessment.

The assessment will be made available to you in three working days.
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Once registered, Centres have only 14 days to complete the Practical Assessment.

Requesting Formative Sampling

Once Learners have completed the exam, you will need to request Formative Sampling. It is the
same process for registering learners.

1. Go to the Centre Management Site - go to Marksheets (under Assessment).
2. Select the group.
3. Select the qualification.
4. Select the level the learners have been previously registered for.

5. The exam column should have results in.

6. The line should change to Ready to Request Formative Sampling.

7. Using the button at the top, click on Request Formative Sampling.

It will only pick up learners that have completed the exam.

Providing Evidence

Each centre will have access to a secure, password protected folder shared by TLM. The centre
will be required to upload the following into the folder :

- Download marks spreadsheet (after submitted for moderation)
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- All the relevant evidence for the completed Practical Assessments (on request, the
centre needs to keep the evidence and make it available on request)

The Learner Assessment site

The Centre Management Site and the Learner Assessment site are two separate websites.
Assessors and Exams officers (if involved in the admin of the course) will need to create an
account on the Learner Assessment site to activate the learner accounts for examination
access.

Request assessor access to The Learner Assessment site

1. From the main website in the top right-hand corner click on the ‘Log in to Learner
Assessment site’.

2. Select ‘Create new account’.

3. Fill in the form with EXACTLY the same information you have supplied to create
your Centre Management Site account.

Information needed to complete this form -

Username.
Email Address (must be the same email you have used for the Centre Management Site).
Agree to the Acceptable Use Policy and to the Terms & Conditions.
Academy.
Full Name - This is a common mistake, please use YOUR name and not the Academy name.

4. At the bottom of the screen Complete the Captcha and click on Create New Account.
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Once you have completed the account request form for the Learner Assessment site, the TLM
support team will review the request and check the information for a match with your centre
account on the Centre Management Site. If the account is approved, an email will be sent with
confirmation. Follow the link within the email to create a password for the account.

Both your username and password will give you access to the Learner Assessment site.

My Groups

My Learners - (the menu down the right hand side) and the menu across the top.
My Groups -  are the same thing, clicking either of these buttons will get you back to the page
above.

My Account - From here you will be able to edit details for your Learner Assessment site
account. If you make changes to this account, you will need to log into the Centre
Management Site to edit your account here too otherwise the accounts will not update
with the new information.

My Assessors - Principal Assessors (PA) will be able to access the assessor's account which is
attached to their school account, from here the PA will be able to Masquerade as Assessors (log
on as though they were the Assessor), to either book exams or upload learners work.  

Ongoing Online Exams - Useful tool for all. When administering exams, you may come across
a learner getting ‘kicked’ out of the exam e.g. due to a drop in the internet signal, the mouse
being too sensitive etc. From here you will be able to Unblock learners from the exam so they
may continue from where they left off. (Same day, same exam session, answered questions’ will
NOT have been lost!!)
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Creating learners accounts on The Learner Assessment site

Adding learners to the Learner Assessment site and creating their accounts. Don’t worry, you
will not be required to input every learner onto the Learner Assessment site manually.

1. From the menu on the right-hand side click on My Learners and you will see all your
Groups.

2. Click on the name of the Group (highlighted in blue).

You will possibly be faced with this message. ‘You have uploaded your Learners to the Centre
Management Site! The Learner Assessment site will not check the Centre Management Site for
new learners without being prompted.’

3. Click ‘Check accounts’.

The following message will appear and your learners who are yet to be created on the Learner
Assessment site will be listed below the message.
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4. Click ‘Create accounts’.

You have created the Learners accounts on the Learner Assessment site.

The Learner Assessment site will only recognise 50 learners (in one group) in one
click of ‘Create Accounts’. If you are creating accounts for large cohorts, please
be aware you may have to go through this process again until they appear on the
list. You will need to click ‘Check accounts’ and ‘Create accounts’ again to make
sure the system has picked up all the Learners from the Centre Management Site
Group under these circumstances.

Editing learners details

1. Learners may change their name at any time during the chosen course(s). The first point
of call when changing a Learner's details would be to check what details have been
uploaded to the Centre Management Site then change the details there first. (please
refer to Change Learners Details (Centre Management Site) on page 14 of this
guide).

2. Then on the Learner Assessment site, you will need to click on My Learners.
3. Then click on the name of the Group.
4. Click on the learners’ Username (in the screenshot below in the red box).

1. This will open as the learners account.
2. Below My Account click on the Edit tab (in the screenshot below in the red box).
3. From here you can change the name, correct a mistake or change their password.
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4. Before you click on Save you need to enter an email address for the learner.
We do not wish to know the learners real email address as we will never need to email a
learner. TLM will only communicate with the Assessor.

5. Once you have done this, in the bottom left-hand corner click on Save.

NOTE:

If you need to change the password for a learner,
In the learners’ email address field please use the Learner ID followed by the @ and a
made-up email address e.g. @notreal.com.
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Learner Login Information

1. On the Learner Assessment site, you will need to click on My Learners.
2. Find the Group you require, click on Pupil ID Letter (the third column) for the whole

group (as in the screenshot below in the green box).

3. You will then see the screen below.
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4. Scroll to the bottom of the page - you can print these details which contain Username
and Password for the Learner Assessment site and the TLM Acceptable Use Policy.

OR

Export the learner login details to a spreadsheet and pass it on to each learner.

If you copy and paste the login details from the website/CSV, there will be blank spaces
at the start and the end of the details.

Manage Exams

Exams can be booked three calendar days after submission of the practical assessment marks
on the Centre Management Site.

Booking Exams

How do I administer the exam?

1. On the Learner Assessment site - go to My Learners, go into the Group by clicking on
the Group name.

2. Click 'Check Accounts'.
3. If learners appear, Click Create Accounts.
4. Click COPY to confirm the action.
5. Go back to 'My Learners'.
6. Click 'Manage Exams’ for the group you wish to book.

7. Click on 'Register Online Exam'.

IF WHILE BOOKING THE EXAM YOU SEE ANY MESSAGES ‘POP UP’, PLEASE READ
THEM, if you have any questions please contact any of the TLM team.
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8. Then select from the field under Available Online Tests.
9. Select either Digital Functional Skills Entry Level Award or Digital Functional Skills Level

1 Award.

10. Select which attempt it is by using the drop down menu below the exam type - First
Attempt or Resit.

11. Select the learners you wish to submit for the examination.
12. Select an Exam Date from the calendar.
13. Read the statement, ‘Please confirm you have no conflicts of interest with any

learners in this group’. Ensure you FULLY UNDERSTAND THIS DECLARATION, (if in
any doubt contact the TLM office). If you agree with the declaration, place a tick in the
box.

14. Click 'Register'.
15. The following message will pop up.

If you agree to the above, then this message will appear. (The minimum request is 3
days notice.)

16. For learner login details (please do this after 3pm, the day before the exam), go back to
'My Learners'.

17. Scroll all the way to the bottom of the screen and in the bottom right hand corner you will
see two very small icons, as in the picture below. To export the learners login details to a
spreadsheet, click on the green spreadsheet icon.
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TLM will then receive your request and then where appropriate approve the exam
request.

On The Day of The Exam

ASSESSORS / EOs - Remember to login to the Learner Assessment site on the day of the
exam to start the exam.

1. Go to Manage Exams (for the whole group).
2. Select the exam from the dropdown menu and click the ‘Start Exam’ button

(found on the top right of the list of learners). (note; the ‘Start Exam’ button will
only be available if TLM has approved the request)

If on the day of the exam due to any unforeseen circumstances (e.g. fire alarm), you need to
change the date of the exam, you can do this from the page above, click inside the Change
Date field. If on the day of the exam you have any issues with the exam itself (Online), please
call the TLM office.

The Learner POV

1. Log in to the Learner Assessment site (tlm.org.uk)

2. Using the login information from the assessor. Remember to include the "learner
xxxxxx"
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3. You must agree to the terms and conditions.

4. Using the menu bar, click on Online Exam.

5. The exam that is available will be listed under Available To Take.

6. To start the exam, click on Start in the Test Status column.
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7. Here is a reminder of the conditions of completing the exam online.
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8. You must use the tick box before clicking on the Start the Online Test button.

Trying to leave the exam window will result in the learner being blocked out of the exam.

Digital Certificates

To issue the final certificate to learners, these are found on the Centre Management Site. They
can be printed on any paper you wish to use

For Those In A Hurry
For the seasoned pros, not for the faint hearted. A very condensed step by step guide.

1. Login to the Centre Management Site.
2. Go to School Admin.
3. Create a Group.
4. Add DFSQ into the group name and assign it to the Assessor.
5. Under School Admin, click tab Add Learners.
6. Add learners either manually or via CSV - remember to include the following mandatory

fields in CSV: Forename, Surname, Gender and DoB.
7. Click Save (for manual upload) or Click Add Learners (for CSV upload).
8. Go to Assessments, then Marksheets.
9. Select the group you would like to register for the Practical Assessment.
10. Select Digital Functional Skills
11. Select either Entry Level or Level 1
12. Select Practical Assessment (only use the Resit options if learners are resitting a

component).
13. Go to the Registration column, mark all learners you wish to put forward for the

practical assessments by clicking ‘R’ on your keyboard.
14. Then ‘Save’
15. TLM will get back to you within 3 days to issue the practical assessments for these

learners/this group. The centre has 14 days to return the marks for the practical
assessments.

16. Once you have assessed the outcome of the practical tasks for the learners registered,
go to the Centre Management Site.

17. Repeat the processes 8 -12.
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18. Go to Practical Assessments columns 1, 2 and 3 to fill in the marks for each
assessment for each learner (marks out of 45 per assessment).
OR
Upload marks via CSV to the marksheet.

19. Access to the examination has been given.
20. Login to the Learner Assessment site.
21. When logged in the default page is My Groups.
22. Click on the group name to create the learner accounts on the Learner Assessment

site.
23. Click on the Check Accounts.
24. When learners are listed, click Create Accounts.
25. Go to My Groups.
26. In the column next to the group you wish to book the exam for, click on Manage Exams.
27. Click on Register Online Exams (button in yellow).
28. Using the dropdown menu for Available Online Tests, select either Digital Functional

Skills Entry Level Award or Digital Functional Skills Level 1 Award.
29. Click the empty box to select the date for your exam on the calendar. Allow for the 3

days notice period when selecting your exam date.
30. Click Register (button in blue).
31. On the day of the exam, log in to the Learner Assessment site.
32. Go to the Manage Exams for the group.
33. Select Registered Exams
34. Double-check the group, make sure all learners are booked.
35.

Baseline Site - DFSQ Diagnostic Tool

Free to use, unlimited use.
Go to baseline.theingots.org

Groups added to the Centre Management Site WILL NOT SHOW UP on My Groups on the
Diagnostic Tool Site.

FAQ - Extra Help

Multiple assessors need access to a group (CMS)

The Centre Management Site does not contain the feature to have two Assessors attached to
the same group.
You can however create a new Group which has almost the same name as the original with the
same learners in it, except you add to the name of the group the initials of the second Assessor
who requires access to it.
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1. To add a group, click on the School Admin.
2. Click on the View Groups tab.
3. In the middle of the screen is the Assessor column. Below the word Assessor is

a blank field, type in the name of the Assessor and you will see the Groups that
Assessor has access to.

4. Make a note of the Group name.
5. Click on the Add Group tab.
a) Create a new group with almost the same name as the original, but this time with

the other/ second Assessors initials at the end.
6. Go to the Assessor field and select the name of the second Assessor.
7. Click Save.
8. Then go to the View Groups tab, find the name of the original group and click on

Edit.
9. Click on Select All or select individual learners.
10. On the right select the Copy function.
11. To the right of Copy, using the dropdown menu, select the new group and click

on the Copy button.

Change Learners Details (Centre Management Site)

If a learner has incorrect learner information attached to their learner ID on the Centre
Management Site you must make sure you replace it with the correct information, as TLM
requires the learners legal name.
You MUST then change the learners’ details on the Learner Assessment site otherwise the
Centre Management Site will not be able to validate the learners’ exam results without this
information. (See Editing Learner’s Details on page 24 of this guide, on how to edit learners’
details on the Learner Assessment site)

1. Click on School Admin./ View Groups/ Edit.

2. To make a change learners personal information, please click on the blue
hyperlink ‘Edit Learners in this group’. (fig.17)

Fig.17

3. The Edit Learners screen will open into a new Centre Management tab. From
here you can edit the raw data (personal details), associated with the learners.

4. Click inside any of the fields to change the details.
5. Click Save.
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The school Centre Management account will accumulate many year groups/class groups
and exam groups throughout the academic year. We recommend Assessors create an
‘Archive’ group and those learners who have completed the course in the previous years
should be moved into this group. Please follow steps from ‘Add Group’.
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