Trainer's guide to the PTS e-learning system
Overview of process
As a trainer, you will be able to log in to the e-learning system and check your
learners' progress through the PTS course. You will need to check that they have
passed the e-learning before they attend the practical day.
You will also be able to mark attendance for your users on your practical classroom
days.
You will then be able to unlock the Final Assessment. You will be able to review the
learner's attempt, and override a mark if required.
This document explains how to do these activities. It also explains what the learner
will see in the system, so that you can see it from their view too.
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Log in to the e-learning system
Note:
The login that you have been provided with is unique to each individual.
The person named in the login username is responsible for the
management and use of the account.
Click on the link: https://elearning.networkrail.co.uk/
Enter your own username and password. (Note: your username will be in the form
of an email address.)
Tip:
If you forget your password or need any assistance, please click on the
appropriate link on the login screen. The 'Need help' section of this
document explains more.

Type in
your login
details

Help with
logging in
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When you login in you will see the Home page. This shows you the courses you
have access to.

Make sure that you have selected the right version of the course.
The course is archived every 3 months.
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List of
courses
you have
access to

How to check if a learner has completed the e-learning
Learners must complete and pass the e-learning before they can proceed to the
practical event. To check if they have, go to the PTS course page.

Click on the
e-learning
module link
in Step 1.

At the top of the screen are two tabs called Info and Reports. Click on the Reports
tab to view a list of the learners which have completed the e-learning.
Click on
‘Reports’

Page 4 of 14

Search for a specific
learner using the
first name and
surname filters
To view the
progress of the
specific learning,
click on the attempt
link.

The status column shows
whether or not the
learner in question has
completed the e-learning.
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To confirm a learner's attendance at a practical day event
When a learner completes and passes the e-learning, 'Step 2 Practical Training Day'
will 'unlock' on their screen.
If you are using the online version of the final assessment, you will need to track
your learners through the practical day event by confirming that they have
completed and passed the event. This will then automatically give them access to
the final assessment.
If you are using the written version of the final assessment, you do not need to
track your learners through the practical day event or unlock the final assessment,
as described on the following pages. However, you may still use this part of the
system if you wish, as a means of tracking your classroom events.
At the end of the practical event, you can confirm the learners' attendance. You
will need to do this in order to unlock the Final Assessment.
Note: You must only do this step at the time when the learner is scheduled
to carry out the Final Assessment.
Go into your course, and click on your Session attendance, where you will be able
to confirm the learners' attendance at their practical event.

Click on
‘Session
attendance’

Within the session attendance module, click on the ‘View/grade all submissions’ link
under Grading summary.
Click on
‘View/grade all
submissions’
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Click on ‘Quick
grading’ at the bottom
of the form, in order
that you can grade all
users at once.
For each attendee,
click on the ‘No grade’
dropdown and select
either ‘Attended’ or
‘Not attended’.
'Attended' means that
they have passed the
practical day and are
ready to proceed to
the Final Assessment.
Click on 'Save all quick
grading changes ’.

Tip:
Setting a learner's attendance to ‘Attended' unlocks Step 3 Final
Assessment.
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How to give learners access to the Final Assessment
Your learners must have their Practical Training Day attendance set to 'Attended'.
This will automatically unlock the online Final Assessment.
If you do not wish to use the online format of the final assessment, you can use the
written format, which is available in your trainer packs.
Note:
You must only set the attendance to 'Attended' at the time the learner is
ready to undertake the Final Assessment. Learners must not be given
access to the Final Assessment at any other time.

Conducting the assessment online: briefing your learners
Before your learners start the online assessment, you may wish to let them know
the format and how to complete it.


The learner has 40 minutes (the assessment is timed).



They can move forward and back through the questions, if they need to
review or change their answers.



Some questions require an answer to be typed in.



At the end of the assessment, a summary screen will show a list to confirm
which questions the learner has answered.



The learner then clicks on 'Submit all and finish'. The Assessment will not
be complete until this step is taken.
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The learner can then review their assessment, and which questions were
answered correctly (green highlight and tick) or incorrectly (red highlight
and cross). Typed-in answers cannot be marked by the system, so a tick or
cross will not show for these. The trainer must assess these manually.
The 'Quiz navigation' pane shows a summary of correct and incorrect
responses.

The learner clicks on 'Finish review' (beneath the final question or in the
'Quiz navigation' pane) to end the Assessment.

Tip:
The learner’s Final Assessment status on their course page will not change
to ‘Complete’ until you have manually marked the three written questions.
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How to check the Final Assessment and override a question
score
You can check a learner's response to each question in the Final Assessment.
Some questions require the learner to type in an answer, and you will need to
check these yourself, as the system cannot mark them.
If required, you can override a question score if the learner selected the wrong
answer, but on further interrogation you determine that they know the correct
answer.

Click on
‘Final
assessment’

Click on the
‘Attempts’
link.

Click on
‘Review
attempt’
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You can now
scroll through the
questions and
view the learner's
answers.
If they answered
a question
incorrectly, their
answer is shown
with a red bar
and cross.
To override an
incorrect answer,
click on 'Make
comment or
override mark'.

A new window
will open,
showing you the
question and
learner's answer.
In the Comment
box, write a note
of why you are
changing their
mark.
If you wish to
pass the learner
on this question,
change the Mark
from 0.00 to 1.00
Click on Save.
The window will
close and your
comment will be
shown against
the question.
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The learner's view of the system
Once a learner has logged in, they see a similar Home page to the one you see.
However, they will not have the same options in the navigation pane.
When they select Personal Track Safety from the list of My Courses, they will see
the course screen. From here they can launch the PTS e-learning module in "Step
1". On successful completion, their trainer will be able to unlock Step 2 (Practical
Training Day). On completion of the practical day, the trainer will be able to unlock
Step 3, the Final Assessment (if they are using the online format).
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The learner's view of the assessment
From the course screen, the learner clicks on Step 3 Final Assessment to take the
assessment online.

Click on
'Attempt quiz
now.
Click on Start
attempt.

Questions are presented in blocks of 5 at a time. The learner can use the Next
button to move between blocks on questions. After answering all questions, a
summary screen will show which questions they have answered.

When they have finished, the learner clicks on 'Submit all and finish'. The will then
need to confirm that they wish to submit the assessment. They can not change
their answers after this point.
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Need help?
We want your experience of the system to be as straightforward and easy as
possible, and the following help is available if you need it.
Forgotten password
If you forget your login password, please use the "Forgotten your username or
password?" link on the login screen. This will ask you for some information about
you (your username or your email address) and will email you a link so that you
can get back in.
Any other help?
If you need further help, there are answers to commonly-asked questions on the
system. On the login screen, click on the "Need any assistance?" link. If you are
logged in to the system, click on the Help button at the top of any screen.
A Service Desk (email or phone) is also available to answer any other queries about
using the system. Please click on the "Need any assistance?" link or the Help
button and scroll to the bottom of the screen for details of the phone number, email
address and hours of support.

Links on the
login screen
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