
   Gap Analysis 

 
Overview 
The gap analysis is an area within a learner’s portfolio that details the requirements and current status of each piece 

of criteria the learner is working towards. 

 

User Restrictions 
Only users with access to a learner’s portfolio can view their Gap Analysis. 
 

Details 
Accessing the Gap Analysis 
An assessor can access their learners Gap Analysis from within the Learner Dashboard of the assessor’s homepage, 

under “Portfolio Options” 

 

 

 
Generating the Gap Analysis 
When a user navigates to the Gap Analysis, they are first presented with a filter option. To generate the Gap 
Analysis: 
 

1. Select the criteria types you wish to be displayed in the Gap Analysis 
2. Click on the filter you would like to apply from the options: 

 
Not completed – Displays all criteria that is yet to be 
completed in an assessment, including any pending 
criteria. 
 
Completed – Shows criteria that has been completed 
and signed off by the assessor. 
 
Not required – Shows criteria that does not need to 
be covered by an assessment. This is usually caused 
by a consistency rule applied to the criteria, but can 

also mean that the requirements of a selection of grouped criteria have been met. 
 
Show All – Shows all criteria, regardless of its current status. 
 

3. Press the “Apply” button 
 
 

Other users can access the Gap Analysis from the learner’s 

portfolio, in the “Progress” tab 

 



Understanding the Gap Analysis 
Now you have generated the Gap Analysis containing the information you have specified, you will see a list of criteria 
divided by Learning Aim, Unit and Outcome 
 

 
 
Note – If you are unable to see criteria listed, please ensure you have expanded the unit tabs by clicking them, or selecting “Expand/Collapse” all. 

 
Each piece of criteria has a progress indicator 
that describes its current status. The key, 
located at the top of the page indicates what 
each colour/label means. The number of these 
progress indicators signifies the number of 
times a piece of criteria needs to be covered in 
order to complete the learning aim. 
 

Creating an Assessment Plan Task from the Gap Analysis 
By selecting criteria, an assessor can generate an Assessment Plan Task directly from the gap analysis. The 
checkboxes in the left most column of the criteria table can be selected to add to the plan task. 
 

 
 

When at least one piece of criteria is checked and you are happy with 

your selection, you can click on the green “Create Assessment Plan Task” 

button, which appears at the bottom of your page. 

  



 

A new assessment plan will be created for the selected learner and the chosen criteria will be populated in a task.  

 

 

All that’s left to do is select the method 

from the drop down list and make any 

amendments to the task. 

 

 

 

 

Then, add a description of the task and press the “Save” 

button. 

 

 

 

Further Information 
If you would like any more information on the Gap Analysis or any of its features, please feel free to contact our 

support team on Support@OneFile.co.uk  

mailto:support@onefile.co.uk?subject=Request%20for%20Infomation%20regarding%20Gap%20Analysis

