
                                                       Creating an eportfolio 
 

Overview 
You can create an eportfolio for all new learners that haven’t already been added to the system. If a learner has 
already been added to the system, you should create an additional episode. 

User Restrictions 
Only Centre Managers and User Managers can create an eportfolio for a learner. Assessors with the Manage 
Learners permission will also be able to create their own learners. 

Details 
To create an eportfolio account, follow these steps. 
 

1. Click on the Users icon. 
2. Click on the Learners tab. 
3. Click on the Create new eportfolio button. 

 

A pop-up window will be displayed and you will be able to enter the details of the learner. Only the first and last 

names are mandatory but it is recommended that you also enter the learners email address. 

 

 

 

 

 

 

 

Once the details have been entered, you must select an Assessor and a Class.  

 

 

 

 

 

You can also select the learner’s Placement and Framework Template from this page. 

 

 

 

 

 

Assessors should click 

the Manage Learners 

icon on their homepage 

to create eportfolios.  

If your Class is linked to a 

Framework Template, this 

field will be automatically 

selected. 

You won’t be able to see 

this field if no framework 

templates have been 

created. 

Click here to view the 

guide on creating 

Classes.  

http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Learner_Tabs/Learner%20Episodes.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Centre_Icons/Framework%20Templates.pdf
http://helpdocs.onefile.co.uk/OneFile/Centre_Icons/Framework%20Templates.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf
http://helpdocs.onefile.co.uk/OneFile/Quality_Icons/Classes.pdf


Once all of the fields have been completed, click the Save button at the bottom of the page.  

Login details  
When the details have been saved, the account will be created and you will be presented with the user’s login 
details. 
 
 
  
 

 

 

 

 

 

 

 

 

 
 
If you click Continue you will need to follow these steps to email the log in details to the learner. 
 

1. Click the Account tab at the top of the page. 
2. Scroll to the Login details section. 
3. Click the Email button. 

 

Setting up the portfolio 
Now that the eportfolio has been created, the rest of the details should be added. The simplest way of doing this is 

by moving through each of the tabs at the top of the page from “Account” to “Portfolio”. 

 

Remember that you need to click Save at the bottom of each page to confirm the changes that have been made. 

Doing this will take you to the next tab, unless further action is required on the current tab. 

 

Getting started 
When the learner logs in for the first time, they will receive a task asking to update their profile information. They 

should also verify their email address so that they can start to receive email notifications from OneFile. 

If you want to print out the log in details, 

click the Print Details button.             

If you would rather send an email 

containing their details, click Continue. 


