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Carbon Literacy: Knowledge
‘Organisation Monitor' User Guide
You are receiving this user guide because you have been enrolled as an Organisational Monitor (Org Monitor) within your organisation. This allows you to be able to log in to the learning management system (LMS) and view your learners’ progress ‘behind the scenes’. As an Org Monitor you are able to: -
1. Monitor learners progress
2. Send a learner a password reminder
3. Print a learner’s certificate
4. Run reports (to view your learners progress as a spreadsheet).
You should have received an email from Virtual College containing your username and password. If you haven’t received this, please contact CLK@carbonliteracy.com and we’ll issue another for you.
To Log On:
1. Visit https://www.vctms.co.uk/ 
2. Enter your username and password and click ‘Login’. You will then enter the Dashboard.
1. Monitoring learners progress
· From the Virtual College website Dashboard, click View Users
· Select the user and click View User
· Click View Progress Report
· Choose an extension (XML or Excel) and click Export and the file will be downloaded 
2. Sending a password reminder
· From the Virtual College website Dashboard, click View Users
· Select the user and click View User
· Under ‘Quicklinks’, click Send Email
· It is possible to edit the body of the message by clicking Edit
· After any required editing, click Done, and then Send.
3. Printing a certificate
· From the Virtual College website Dashboard, click View Users
· Select the user and click View User
· Under ‘Quicklinks’, click Print Certificates
· Click on the Available Certificate link (it will only be available if the learner completed the course)
· Click the printer on the right hand side to print the certificate
4. Running a report
· From the Virtual College website Dashboard, under ‘Quicklinks’, click on Reports 
· The most useful report for you to run is the ‘Learner Progress Summary’. This allows you to download an excel spreadsheet of all your learners, find out how who hasn’t yet logged in, see far they have got in the course and see who has passed the test. To run this report click Detailed Reports> Learner Progress Summary> Enter the relevant details of what you wish to see> Tick ‘include expired logins’> Select ‘Format for Excel > Download the file as Excel or Word.
If you have any questions, please get in contact via CLK@carbonliteracy.com
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