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How to Add an Assessor or Educator to Your Service’s Profile

To add an Assessor or Educator record to your service, you need to go to Hosts on PEP

Dashboard | Hasts Practice AssessorsiEducators | Help

Log Out |

and click on the ‘Start PEP Edit’ icon next to the service/area that you need to add to:

Start PEP Edit
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Go to the Supervisors/Assessors tab and it will bring up Assessors/Educators already added (linked).
To add a new Assessor or Educator, click on the “Link Practice Assessors/Educators to host” button

Trust Info General Placement Info SupervisorsiAssessors Procedures Profile of Learning Students Capacity Reports Documents Audit Tracking

FEF Log

Link Practice Assessors/Educaiors to host

Linked Practice Assessors/Educators

The following Practice Assessors/Educators are currently linked to Wear Recovery.

Practice
Assessor/Educator &l Host needs to be chacked in for link/unlink to be completad

Name Profession Role Status Checked out to

Heatheote, Katie Murse (MH} Practice Assessor  Active Unlink
Rowell, Victoria Active Unlink
Stewart, Stephanie Murse (Adult] Practice Assessor Active Unlink
Wilkinsen, Judith Active Unlink

Enter criteria to search for the Assessor or Educator in this box and press Search
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Link
When you find the Assessor or Educator, press the Link button next to their name

e Please note that if you have just created the Assessor or Educator record, it may not immediately
appear when you search for it.

e If your search is unsuccessful, you will need to create the Assessor or Educator. Please follow the
How to Create an Assessor or Educator record guide.

When you have linked the Assessor or Educator, you need to save your changes by checking in your
profile. To do this, click on the ‘Hosts’ button in the top right-hand corner of the screen:

Dashboard | Haosts Practice Assessors/Educators Help

Log Out |

You will be taken back to the main screen. You must now click on the green Check In icon next to the
service to check in your service profile and finalise the changes.

Start PEP Edit Undo Check O Check In
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Then click on the Check In button on the screen below to fully check in your service profile.

You are about to check-in_

This will save all the information

Are you sure you want to check this PEP in?

Mo, | do not want to check in.
Take me back to the host list.

' Check In. )

Failure to do this will mean that any changes you have made are not saved.

A message will appear at the top of the page confirming that the record has been checked in successfully

To view that the Assessor or Educator has been added, click on the View button next to the service

Start PEP Edit Undo Check Out 1
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Go to the Supervisors/Assessors tab and it will bring up Assessors/Educators already added (linked).
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