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STARTER guide
This presentation will 
show you how to get 
the most out of EQUAL, 
our powerful and award-
winning online learning 
platform.

Throughout this tutorial, 
we will explain and 
demonstrate how to use 
the fundamental tools 
of EQUAL. There will 
also be more information 
available via our online 
help and support manual.



About equal

about 
equal using 

equal Key
Features

Moderation
Types of 
Reports
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WHAT WILL YOU LEARN?



What is EQUAL?
EQUAL is The Skills Network’s 
innovative online learning platform. 
Developed to provide interactive learning 
content, and supported by an intelligent 
learner management system, it suits the 
needs of any organisation.
 
Using our expert knowledge and 
experience, we have created a system 
that is flexible, efficient and cost-effective, 
which most importantly, delivers results at 
a time when the FE sector must harness 
technology in learning.

Integrate into any 
system or use 
as a stand-alone 
product

Cross-platform 
accessibility

Cost-effective

Intelligent learner 
management 
system Gives an organisation

the edge over 
competitors

using equal
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Administrators

Learners

Using EQUAL has never been easier. 

tutors
• Other users, such as moderators and specific 

administrators, can be added to oversee 
specialist tasks, for example tutor feedback. 

who uses equal? 

other users

Our system enables easy access for both administrators and tutors 
to manage internal processes for learners, while learners are able to 
access and complete their courses through a personal dashboard.

• Administrators are able to review reports, 
retrieve information and search data 

• Learners have the ability to complete their 
courses online in a user-friendly platform 

• Tutors have the ability to mark and view online 
assessments, whilst fully supporting the learner
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+
User or Contact Create or Add Assign or Write Delete or 

Deactivate

Email or Send List or Tasks Search or 
Explore

Return or Log 
out 

Click or Select Next or Log in Question or 
Problem 

Correct or Tick 

Download 

Icon Key
Throughout all of the help and support materials you will see ‘Action’ icons displaying the 
stages of the tutorials on the flash cards. Each one represents a separate action that needs 
to be completed before moving on to the next one. 

The ‘Action’ icons are only used for the help section purposes: 
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THE ONLINE help section
Throughout this presentation there are brief 
demonstrations that are supplementary to 
the online help section. The help section 
can be accessed by logging into EQUAL. 
Your homepage will be displayed, and by 
clicking the ‘Help’ tab in the main menu 
you will enter the Help section. The online 
help section provides users with detailed 
breakdowns of internal and external 
processes of EQUAL.

www.equal-online.com/help

Each article example shows users how 
to interact with an active part of EQUAL: 
inductions, adding learners, completing the 
course, submitting work, assigning a tutor to 
a learner, assigning a moderator to a tutor, 
and giving feedback.

online article example

Help Section Topic 
with Video drop 
down

video tutorial

Article Instructions

related article topics



Help Section Articles



Log in as admin

Go to: www.equal-online.com/login

to see more, go to the online EQUAL help Section.

To log in, you should enter your 
email address into the email cell, 
and type your chosen password into 
the password cell. 

www.equal-online.com/help
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Setting up a project

Manage learners by 
creating projects. Add a 
‘Project’, and complete 
and save the form.

Assign 
courses 
to a ‘Project’ 
using the cog.

EQUAL > Administration Menu > Select Projects

to see more, go to the ONLINE EQUAL help Section, or refer to the 
Equal user manual: Section 2 Page 7.

www.equal-online.com/help

+
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create learner

www.equal-online.com/help

Fill in the 
learner 
contact 
and course 
information.

EQUAL > Learners > New Enrolment

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 2 Page 6.

www.equal-online.com/help

+
Add 
enrolment 
for new 
learner. 

Search for 
existing 
enrolment.
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www.equal-online.com/help

creating a tutor and assigning them to  
assess a course

EQUAL > Administration Menu > Tutors

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 5 Page 28 & 29.

Add a ‘Tutor’ 
using the cog.  

Select 
courses you 
wish the tutor 
to mark.

+
Fill in the 
learner contact 
and course 
information.
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Assigning a learner to a tutor

EQUAL > Learners > New Enrolment 

to see more, go to the online EQUAL help Section.

www.equal-online.com/help

After searching 
for a learner in the 
‘New Enrolment’ 
drop down from the 
‘Learner’ tab.

Select the tutor 
by choosing one 
from the drop 
down list and 
clicking ‘Save’.

Click the learner’s 
name, then their 
‘Submission tab’, 
before clicking on the 
‘due date’ of their 
submission.
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www.equal-online.com/help

adding other users

To add a user, select ‘Add user’ from the 
cog’s drop down list. Select the type of 
user and fill in all of the information.

EQUAL > Administration Menu > Users

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 2 Page 6.
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What a learner sees

to see more, go to the Online EQUAL help Section.

EQUAL Learner > Log in > Home

Once the learner has logged in and 
their account is set up, they can 
begin to explore their EQUAL profile 
and get the course underway.

www.equal-online.com/help
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submitting work as a learner

Learners must complete 
the assessments and 
check over their work.

Only then can 
they click the 
‘Submit’ button.

EQUAL Learner > Assessment > Submit

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual.

www.equal-online.com/help

STARTER guide



Log In AS A TUTOR

EQUAL > Login > Tutor Home page

to see more, go to the online EQUAL help Section.

www.equal-online.com/help

Log in with 
tutor details.

Then, search 
learners and 
send feedback.

+
Tutors can add 
absences.
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www.equal-online.com/help

assessment and returning assessed 
work to a learner

EQUAL > Tutor > Submissions

to see more, go to the online EQUAL help Section.

Select ‘Learner’ 
and complete 
feedback form.

Save feedback 
and send to 
learner.
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How a learner resubmits work

EQUAL Learner > Profile > Resubmission

to see more, go to the EQUAL online help Section.

www.equal-online.com/help

Click the 
‘Assessment’ 
tab in the 
EQUAL learner 
dashboard.

The 
resubmission 
will be sent to 
the tutor for 
marking.

Answer the flagged 
resubmission 
questions and 
select the ‘Submit’ 
button.

STARTER guide



Moderation
EQUAL allows the quality team the moderation of 
learners’ submissions, and provides support in the 
registering of learners with an award body and in 
managing the certification process.

The quality team are provided with a dashboard to 
facilitate their daily tasks, as with other users in the 
system. The dashboard shows an overview of tutors 
(by project and course) for whom the current rate of 
moderation does not meet the proposed rate, the 
moderation jobs which have been outstanding for the 
longest period, submissions which have actions (following 
moderation) that have been outstanding for the longest 
period, and learners who have been achieved but not yet 
certified.



CreatING a moderator

EQUAL > Administration Menu > Moderators

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 6 Page 34.

www.equal-online.com/help

Select the ‘cog’ 
and add a 
Moderator.

Complete all mandatory 
information, and select 
the appropriate courses 
for the moderator to 
work on.

+
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Being a moderator

EQUAL > Moderation  Dashboard

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 6 Page 35 - 37.

www.equal-online.com/help

Moderators have access to 
‘Moderation Overview’ and 
‘Tutor Reports Outstanding’.

Here Moderators can 
view learner’s work, 
tutor feedback and run 
a report on a tutor.
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Assessment Decision

EQUAL > Administration Menu > Moderators

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 6 Page 38 - 41.

www.equal-online.com/help

Moderators can choose from 
a selection of assessment 
criteria, report, and sign off 
moderation reports.

The results can be 
sent to the learner and 
tutor regarding their 
feedback.
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Quality Tab
training guide

EQUAL > Quality Dashboard

to see more, go to the online EQUAL help Section or, refer to the 
Equal user manual: Section 6 Page 42 - 43.

www.equal-online.com/help

The quality tab allows 
moderators to pull samples of 
tutors based on many filters.

The filters 
allow the data 
to be analysed.



Assigning and Removing Moderation

EQUAL > Administration Menu > Moderators

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 6 Page 44 - 45.

www.equal-online.com/help

Select ‘Actions’ on the 
Moderation screen and choose 
the appropriate Moderator or 
deselct to remove.

Assign the Moderator 
a submission by 
selecting a due date.
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Amend a tutor’s personal details

EQUAL > Administration Menu > Moderators

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 6 Page 46 - 48.

www.equal-online.com/help

Search for a tutor, and 
select their name.

View the tutor’s 
personal details, 
amends the details, 
and click ‘Save’.

STARTER guide



forgotten your password

to see more, go to the online EQUAL help Section.

EQUAL > Log in > Forgotten password

Click the ‘Forgot your password’ 
link on the login page and follow the 
instructions in the email you receive.

www.equal-online.com/help
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Deactivate a user

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 2 Page 9.

EQUAL > Administration Menu > Users

To deactivate a user, select ‘inactive’ 
from the drop down bar from the status 
field.

www.equal-online.com/help
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Automated emails

to see more, go to the online EQUAL help Section, or refer to the 
Equal user manual: Section 2 Page 10.

EQUAL > Administration Menu > Email Templates

Administration 
members can edit and 
control the functionality 
of each email template.

Administration 
members can use a 
pre-defined list of tags 
to add information.

www.equal-online.com/help
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www.equal-online.com/help

Reporting on the auto-marked courses

to see more, go to the online EQUAL help Section.

EQUAL > Reports > Learner Scores > Run Reports 

To retrieve a learner’s score data, 
first search for their ‘Learner Scores’ 
by entering into the fields within the 
‘Reports tab’.

Select the auto-mark 
course and select 
the ‘Run report’ to 
download the data.
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EQUAL allows administrators, tutors 
and moderators to search and 
review data through a sophisticated 
reporting tool regarding learner 
scores and progression, course and 
college overviews, learner contact 
information and delivery reports. 

These reports can all be accessed from 
the EQUAL homepage, and filtered to 
suit your needs. They can also be saved 
and printed for future reference. 

reports



College summary

EQUAL > Reports > College Summary > Run Report
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Course overview

EQUAL > Reports > Course Overview > Run Report
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delivery report

EQUAL > Reports > Delivery Report > Run Report
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Learner Contact

EQUAL > Reports > Learner Contact > Run Report
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Learner Progress

EQUAL > Reports > Learner Progress > Run Report
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Learner Scores

EQUAL > Reports > Learner Scores > Run ReportEQUAL > Reports > Learner Scores > Run Report
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