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Priority Supplier Learning Pathways

Setting up, distributing and reporting

We are delighted that you would like to set up your first learning pathway. Please follow
the instructions below to register with the School, set up, distribute and then report on a
learning pathway. If you have already created an account on the School, please skip to

Step 3.

NOTE: You need administration rights to do this task — if you don't have them, speak to
your key contact at the college who can change it or contact Lucy who can give you
them.

Step 1: To access all our free, CPD-accredited, industry-led learning on the School, you
need to have an account.

To register for an account, please use this link. The below form will then appear. Please
enter your basic information and use your work/college @ac.uk email. When you are
asked to enter your trade, please select ‘Academic’. This form should take no longer than
5 minutes to complete.

> @ » ©

Your details Your preferences Your company

Create Account

All fields are required

Email address 7]

/ Password (2]
/
/

First Name

/ |

¥ Surname

| understand and agree to receiving
communications from the School as
part of my membership,

You can log in and change this any
time in your profile settings.

I have read and agreed to the terms
and conditions of the School

Terms & Conditions | Privacy Policy
If you no longer agree to the Terms & Conditions, please contact us at

infocsupplychainschool.co.uk

(-
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Step 2: The system will use your email to see if your organisation is already registered.

NB: If it is already registered, it will ask you to join the company (the college/ university)
listed in the dropdown menu. Select the button in the green box to join your
organisation’s account.

Once confirmed, you will have successfully created your School account.

& » @ » ©

Your details Your preferences Your company
Link to your organisation

Entor your company name in tho fiokt below. If your company already exists, seloct it
from the options presented

Company

if your company name cannot be found by searching the field above please create a
new company

CREATE COMPANY ACCOUNT

Waril 1o start loarning without linking to a comparny? Simply dick FINISH to procoed

Step 3: When you have logged in, navigate to your individual dashboard on the School by
selecting your PERSONAL AVATAR in the top right corner of your screen (highlighted in
green below).

D EVents O E*
ey LOG OUT

This will take you to your individual dashboard which will look as below. Use the ‘Take me
to my company dashboard’ button as indicated below.
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Us ®79

Badges Cerificatcs

Wiserwy iy prolile

Takoe ma Vo iy Comipay dashiboarnd

Switch between personal
and company dashboards
easily
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$¥ pPersonal assessments

AGEESEMENT SCOH0E
Compleie your confidential individusl assessment %] BIM
track your score, and generate your bespoke
action plan
8 Lean

L Management

o Offsite

o Sustainability 2.06 342 Rississ

Step 4: All admins and owners will have a link found on their company dashboard
entitled ‘Manage learning pathways'. Follow this link (as indicated in the green box

below).

NB: If you do not have this feature you will need to request admin rights from your
colleagues or the School team.

U3

Badges

View company profile

Take me to my personal dashboard

Administration

Manage leaming pathways

Level Progress

mplste To achieve silver, you need to;

« Complete a reassessment within 12
months

& Download your badge

83.33% on your way to silver

Your status will expire with no action on
2024-11-20

o¥ Company assessments

Step 5: On the next screen, select ‘Create Learning Pathway'.
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Manage learning pathways

u A C D E F & H | L M N O P R 5 T

Seanch

Learning patihway name

A Learming Pathwary Tor Mew Starters to the Supply Chain School

CREATE LEARNING PATHWAY
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Show |10 w | enlries

Type LPLevel  Assigned  Completions Wiew  Report  Manage

User self-anml 1 Wiew Report aF0ae

Step 6: You will be asked to fill out the following details regarding the learning pathway.
Please see below for more information on what to include for each of the sections.

femap———"— If you would like
recipton to set up “levels!
(sets of resources
increasing in
difficulty), you
can selectup to 5
levels (optional)

B30 A

Expiry darys

LP Leved

Condisonal sccess (1] Chucrss

Leave
“conditional
access” blank
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Choose “Priority
Supplier” as the
“type” of Learning
Pathway

Assign a due
date (optional)
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Notification email

We recommend you do
not alter these merge
tag fields. They will
automatically populate. You can ec_!it ‘thE_: notification
email which will be sent to
supplier allocated to the
pathway.

ame]) Mease log into your dashboard 1o view 1he activities you are to complete, long with any doadines that may

Some text has been included but
please add your own. This is a rich
text field so please add colours, logos
in line with your corporate brand.

Reminder omail
Hi [[participantiuliname].

The due date for the “fleamingpathname]J” learning pathway is one week away. Please ensure you have compieted all activities before this time

If you have set a due date,

please edit the reminder email
which will be sent ONE WEEK
prior to the completion date.

e

When you have finished filling in the relevant fields, you can scroll down to the bottom
and select ‘Save changes'.

Step 7: You will then be taken back to the ‘Managing learning pathways' menu. Please
see below image which indicates what each button does:

Downloads an

Manage learning pathways ST s Deletes the leaming
u . asleleleln = Tulols e Tsl v completed which pathway
: resources and when.

Soasch

Learning pathway nams

CREATE LEARNING PATHWAY

Choose
resources and
completion
routes

Edits the leaming

rathway settings
(e.g. name, type,
description, etc)
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As shown above, to select resources for your learning pathway, select the pen and paper
icon.

On the following screen, simply type a keyword or resource title in the search field next to
‘add resource’ and the system will auto-filter for you. You can select unlimited resources.
You may want users to complete all or some of the resources — you can choose which
resources are mandatory, and which are optional, or select which number of resources a
user must complete to achieve the learning pathway. See below screenshot for an
example of this:

Edit learning pathway

Learming pathway name Example lexming patimay
Add resource (= weicome to the Supply Chain Sustainabilty School |
v
Pathway completion
Completion (7] This learning pathway & achieved when all resources marked required are complote ¢

This learning pathway is achioved whoen all resources marked required aro comploto
This learning path & achioved whon the specifed number of resources ano complete

Welcome 10 the Supply Chain Sustainabiiity School

ez o

This loameng path i achioved whon the speciled numbDer of Posour 00s ore compiote ¢

Step 8: Your learning pathway is now ready to send out to your suppliers. Go to your
company dashboard and follow the ‘Priority Suppliers’ button.

# Cur peaple

& Company learning plan

ihoray il OIS o el MOl TN P O TS0 Dhirfaled Oofi Y0 TROPSE POCRT] S Sl il m
— Company' Aol
Uil

i P

i3 Priority suppliers

Prinity st Our events @R Our Learning Pathways
Busingss
.n.:..r- LITH pfl(}“l'}' 5“Pﬂ'"’-‘35 15 CRCR Maang 1 s SCtiwilird SiSignad b0 you
& ASended Ery oa Partngrs
Business units 535

Assessment badges

— - ===
E Ta EMBOLLED PATHWATS ¥
121

AP B HNOM-MDANANCD '3 2-6

On the following page, select the ‘Manage’ button, then select ‘Targets’ (indicated in the
green boxes).
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Manage targ Target
General
® AJd target Remove target

Target type

Audience

Time period

aa/mmiyyyy

Company s

SELECT ALUDESELECT ALL
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Step 9: You can now set the Learning Pathway as a target to individual suppliers,
business units or your whole list, assign a due date and send an email alert.

You can keep track of the targets you have set by toggling to the ‘Target list’ section.
Here, you can see the due date (if enabled), whether the target has been achieved, and

other information.
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Step 10: Send out the link to your students, along with any information you deem
necessary concerning due date, topics, etc. Please include the STUDENT GUIDE

Registration and Learning Pathways PDF in any communications you send to help
them complete the learning pathway.

Step 10: Once sent, you can easily report on who has enrolled and what is in progress by
going to the ‘Manage learning pathways' menu. To see how many students have
completed the learning pathway you can either see the figure under the ‘Completions’

tab or download the ‘Report’ (highlighted in the green boxes) for more detail on student’s
progress.

Manage learning pathways

Search

Show |10 w | enlries
Examiple Learning Pathway

Learniing pathway name Type LP Lewel BAssigred Completions WView Report Manage

User safl-enral 1 0 View | Report S - -

If you have any questions on the above, please do not hesitate to contact either Lucy or
Holly.

SUPPLY CHAIN SUSTAINABILITY

SCHOL Pa9e8


https://www.supplychainschool.co.uk/wp-content/uploads/2026/03/2.-Registration-Learning-Pathways-Guide.pdf
https://www.supplychainschool.co.uk/wp-content/uploads/2026/03/2.-Registration-Learning-Pathways-Guide.pdf
mailto:lucy.hunt@supplychainschool.co.uk
mailto:holly@supplychainschool.co.uk

