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Screener  

 
 

 

A learner can take a 
screener before they 
have an account on WEST 
as a registered learner. 

If you want your learner 
to do this, direct them to 
click on the ‘Take a 10 
minute screener’ link on 
the WEST start page. 

 

 

 

 

 

 

You may need to advise 
them of the brief details 
(Organisation, Centre and 
ID) they need to enter. 

Remember that a 
screener is a short test 
(15 questions) giving a 
rough guide to the 
learner’s current skills 
level. You can use the 
result to help you set the 
appropriate initial 
assessment start level for 
the learner (see page 6 of 
this guide). 
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Choose your language  

 
 
 

On the first screen of 
WEST, you can choose 
the language you want to 
use to sign in and view 
the website. 

 

 
 

 

Once signed in, you can 
change the language in 
which you are viewing 
the website at any point 
by using the language 
switcher button in the 
top toolbar. 

  

Sign in  

 

When you sign in with 
your username and 
password, you will also 
need to choose your 
organisation from the list. 

If you’re not sure which 
option to choose, contact 
your administrator. 

When you sign in, you will 
see your list of learners 
straight away. You can 
browse through your list 
of learners; search for 
learners whose records 
you want to edit; or 
create new learners from 
this screen. 

Before creating a new 
learner you’ll need to 
establish what group the 
learner will belong to. 
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Creating a new group Tutor view 

 

A group is a simple and 
flexible way of associating 
a set of learners with one 
or more tutors. 

Both tutors and learners 
can belong to as many 
groups as required. 

Learners need to belong 
to at least one group. 

If learners are registered 
before groups are set up, 
learners can be allocated 
to the system’s ‘default’ 
group and moved to the 
correct group later. 

Press the New group 
button to create a new 
group. 

 

Type the name of the 
group and press the Save 
button. 
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Creating a new learner Tutor view 

 

Press the New learner 
button to create a new 
learner account. 

(Alternatively, multiple 
learners can be created 
by administrators using 
the ‘bulk import’ tool.) 

 

  

 

Complete each of the 
fields in the ‘Learner 
profile’ form. Make sure 
you note the username 
and password you assign 
to the learner. 

Learner passwords must 
be at least 4 characters 
long, are case sensitive, 
and must not be the 
same as another field, 
e.g. name, username. 

All fields that show an 
asterisk by their names 
must be completed.  

Remember that a learner 
can only be sent a 
reminder of their 
password if their email 
address is recorded on 
the system. (They can add 
this to their own profile 
later on.) 

Select the group that the 
learner will be in.  
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Check the courses that 
you want the learner to 
complete and choose an 
assessment start level for 
each one from the 
dropdown list. 

The default start level for 
each course is Entry 3. 
You can choose to set it 
to Entry 2 or Level 1 
depending on what is 
appropriate for the 
learner. Note that this 
only sets the level of the 
first set of questions in 
the initial assessment: 
after that the assessment 
routes the learner 
according to their 
answers. 

Press the Save button at 
the bottom of the screen 
to finish. 
 
You can edit a learner’s 
profile later on by clicking 
on their name in the list 
of learners and pressing 
the Learner profile 
button.  
 
Please note that 
usernames cannot be 
changed. 
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Initial Assessment Learner view 

 

When a learner logs in, 
after clicking Start on a 
course in their ‘My 
courses’ list, they arrive 
on this screen and can 
begin the assessment. 

Press this button to 
launch the practice 
assessment. This helps 
learners to understand 
how the assessment 
questions work and how 
they need to be 
answered – for example 
by multiple choice, drag 
and drop, fill the gap, 
select words, and so on. 

The learner presses this 
button to start the 
assessment proper. 

An assessment does not 
need to be completed in 
a single session. If need 
be, learners can exit and 
log out, and then later 
pick up from where they 
left off in another session 
or on another day. 
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Example questions from 
the Communication 
(English) Assessment and 
Application of Number 
Assessment. 
 
The learner can press the 
Settings button to change 
various settings.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The learner can navigate 
through the assessment 
using the previous and 
next arrows. If they get 
stuck, they can skip a 
question and come back 
to it. However, once a 
question has been 
answered, the answer 
cannot be changed. 
 
The progress bar 
indicates to the learner 
how far through the 
assessment they have 
progressed. 

 

In the ‘Settings’ panel, 
the learner can choose 
to: 

 Turn audio narration 
on or off for each 
question (it is set to 
play unless they turn 
it off). 

 Change the colour 
scheme of the 
assessment pages, for 
example to a high 
contrast view (see 
below). 
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On some questions in the 
Application of Number 
Assessment there is a 
calculator button which 
opens an on-screen 
calculator. 
 
Learners may use their 
own calculator if they 
wish, but only for 
questions that show a 
calculator button on-
screen. 
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The final page of the 
assessment shows the 
result and gives an overall 
appraisal of the learner’s 
current skill levels. 

This symbol represents 
the highest level at which 
the learner has shown 
some skills.  

This symbol shows that 
the learner already 
displays a firm grasp of 
skills at this level. 

Some skills are not 
defined at lower levels (or 
are not assessed at all). 

 

  

 

When the assessment has 
been completed, the 
‘Learning plan’ and 
‘Learning record’ tabs 
become available. 
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 ‘Learning record’ tab 

 

Selecting the ‘Learning 
record’ tab at any time 
allows the learner or 
tutor to see the initial 
assessment result, as well 
as diagnostic ‘Skills 
checks’ results and any 
subsequent learning that 
has been completed. 

Selecting the Questions 
and answers option 
underneath the Initial 
assessment heading 
shows which questions 
the learner got right and 
which ones were wrong. 

Clicking on a question 
number opens a window 
to show a ‘greyed-out’ 
(read-only) version of the 
question that was asked. 

  

 
 

The ‘greyed-out’ question 
screen also shows the 
actual answer that the 
learner gave. (If no 
apparent answer is seen, 
then the learner skipped 
the question without 
answering it.) 

If the learner got the 
answer wrong in the 
assessment, you will also 
see a ‘Show correct 
answer’ button on this 
screen. 

Press the button to see 
what the answer should 
have been.  
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Selecting the Skills checks 
option shows the results 
of the diagnostic ‘Skills 
checks’ that the learner 
has completed (see 
‘Learning plan’ 
information below). 

 ‘Learning plan’ tab 
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The ‘Learning plan’ tab 
shows the learner which 
areas they need to work 
on to reach their target 
level. 

The Learning plan is 
generated automatically 
on completion of the 
assessment, with learning 
activities assigned based 
on the learner’s current 
level in each category. 

Categories with the 
largest gap between the 
learner’s current and 
target levels are listed at 
the top of the Learning 
plan. 

Some activities include 
short tests; some of 
which are marked and 
recorded in the Learning 
record immediately 
without requiring any 
input from the tutor. 

The icon to the left of an 
activity link indicates 
whether a learner has 
visited that activity or 
not. 
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As the learner works 
through their activities, 
they will be prompted to 
take short, diagnostic, 
computer-marked tests 
to check their skills in 
each category when they 
are ready to do so. 

The Learning plan will 
automatically update 
following each of these 
skills checks to show a 
Red, Amber or Green 
rating and a revised 
current level for a 
category. In addition, new 
learning activities will be 
listed. 
 
The Red, Amber and 
Green ratings show the 
learner’s ‘strength’ in a 
category at their current 
level, so indicating where 
skills are strong and 
where they need 
improvement. 
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Managing an individual learner Tutor view 

 

Select the Users option to 
manage your learners. 

For learners assigned to a 
particular group, you can 
choose the group from 
this dropdown menu – 
the learners you are 
responsible for will 
appear below, together 
with the courses they are 
undertaking. 

Click on a learner’s name 
to find out about their 
learning. 

  

 

This screen gives an 
overview of a single 
learner who is assigned to 
you as a tutor. 

Click the View learning 
plan link next to the 
course title to find out 
more about their 
learning. 

This box shows the 
learner’s login history and 
the amount of time they 
have spent online.  
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Managing the learner’s learning plan Tutor view 

 

Each learner has a 
learning plan which 
shows them which areas 
they need to work on to 
reach their target level. 

The learner’s assessment 
result is shown here. (For 
full details of assessment 
results, tutors can refer 
to page 10 of this guide.)  

The tutor can change the 
learner’s overall target 
level, and current level 
for each category.  

Learning activities are 
automatically assigned 
based on the learner’s 
current level in each main 
category. 

The tutor can see which 
learning activities the 
learner has started and 
which ones they have not 
looked at yet. 

Press the Select activities 
button next to a 
subcategory heading to 
change which activities 
are assigned to the 
learner in that area. 

  

 

Learning materials in the 
right-hand column called 
‘Allocated resources’ are 
at the learner’s current 
level in the selected area.  

Clicking on one of the 
titles opens up a ‘Details’ 
window with further 
information about the 
resource. 
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Click the Preview this 
resource link to have a 
closer look. You will see 
the activity the same way 
the learner sees it – the 
only difference being that 
any answers given in 
‘preview mode’ are not 
stored on the system. 

After closing the ‘Details’ 
pop-up, you can choose 
whether to add a target 
completion date to the 
activity by clicking on the 
date fields next to the 
title in the ‘Allocated 
resources’ list. 

You can also add dates to 
several items at once by 
checking all the boxes to 
the left of the required 
titles and clicking the  
Add dates to selected 
items button. In the dates 
pop-up, simply add dates 
using the calendar icon 
and press Save. 

To remove an activity 
that has been allocated, 
check the box to the left 
of the required title and 
press the Remove from 
Learning plan link. The 
item then moves over to 
the ‘Available resources’ 
list. 
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Learning materials in the 
left-hand column called 
‘Available resources’ are 
also at the learner’s 
current level in the 
selected area. However, 
you can see resources for 
this skill area at other 
levels by choosing a 
different option from this 
filter dropdown. 

Again, an item can be 
previewed by clicking on 
its title. 

If you consider the 
resource appropriate, 
check the box to the left 
of the title and press the 
Add to Learning plan 
button. Add an end date 
if you wish, using the 
calendar, and save. The 
item then moves over to 
the ‘Allocated resources’ 
list. 

  

 

By default, WEST will 
automatically assign a 
skills check to a learner 
for a category once they 
have visited at least one 
activity in each 
subcategory (for example 
in this screenshot, 
‘Alphabetical order’ and 
‘Find information’ are the 
subcategories). 
 
The learner will be 
reminded every seven 
days (via a pop-up 
message when they visit 
their Learning plan) that 
they can complete the 
skills check when they 
feel ready to do so. 
 
If you wish to override 
the system and assign a 
skills check when you 
consider it appropriate, 
click the Assign ‘Check 
your skills’ link for the 
relevant category and 
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press the Save changes 
button at the bottom of 
the page. 
 

  

 
 

 

 

To add a record of an 
Essential Skills activity 
completed by the learner 
outside of WEST, go to 
the ‘Learning’ section of 
their Learning record and 
press the ‘Add offline 
activity’ button. 
 
 
 
 
 
 
 
 
 
In the form that opens, 
complete the details 
about the activity and 
press ‘Save’. A record of 
the activity will be saved 
alongside the learning 
activities that the learner 
has worked on within 
WEST. 
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Searching for resources Tutor view 

 

View the ‘Learner 
resources’ screen and 
select the WEST course 
you want to preview 
resources for. 

  

 

Each resource indicates 
its level and main focus. 

Click on the title to 
preview the resource. 
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The resource list can be 
searched by level, 
section, type or keyword.  

Once you have set your 
search filters, press the 
Apply filter button. 



22 

 Types of resources 

 

’PDF’ resources are 
paper-based. 

Instead of opening an 
interactive activity, the 
link opens a ‘portable 
document format’ file 
(PDF). This can be printed 
out for the learner to 
complete while away 
from the computer. 

Note: To view PDF files, 
you may require Adobe® 
Reader® (or another 
compatible viewer) on 
your computer. 

 

 

Online and interactive 
resources are structured 
in three parts: the 
teaching element – 
Learn; an activity to 
practise the skill – 
Practice; and finally a 
short test of your 
understanding – Check 
your skills. The scores 
attained here appear in 
the learner’s record. 

While these resources are 
designed to be used by 
learners on their own, 
many are excellent as the 
focus of a classroom-
based discussion. 

 

 

 

  

 

Some items are links to 
free internet-based 
activities provided by 
third parties. (Because 
these are external to 
WEST, neither times nor 
scores can be recorded in 
the Learning record.) 
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Reports  

 

There are a variety of 
reports you can run as a 
tutor to track the 
progress of your learners. 
 
View the ‘Reports’ screen 
and select the report you 
want to run. 
 
 

 

Most reports include a 
section at the top with a 
pie chart summarising the 
information. Click on a 
segment of the pie chart 
to filter your report. 
 
Click on the ‘Export as 
CSV’ button to export 
your report as a csv file. 

  

General information  

For the following please see the information pages on the WEST website: 

 FAQs 

 Minimum system requirements 

 Accessibility 

 Contact us 

 

 


