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Centre Digital Achievement Portal Guidance Document

About the Centre Portal

The Centre Portal is where you can:

View achievement documents that have been issued to learners for your centre
Notify learners that their documents are available

Download copies of those documents for regulatory reporting purposes

Order printed copies of documents on behalf of learners.

The Centre Portal can be accessed on any device, PC, laptop, tablet and mobile phone and is via your IMI Connect
Centres Profile, located in the Systems Access tile. Please contact us using the details on the Support page for more
information.

System Access

Please click below to be taken to the individual system you need to access

=
e

There is no charge for using the Centre Portal to view or download documents.

Accessing the Centre Portal

To access the Centre Portal for the first time, you need to register.

Click on the "Register" button, then complete the requested registration details. When you have completed the
registration process, you will receive an email with a verification link. Click the link to verify your account.

If you do not receive your verification email, please check your email spam and/or junk folders as your email provider
may not have recognised the sender as a safe sender and re-directed it from your inbox. If after checking your spam
and junk folders you still have not received your confirmation email, please contact us via Centres Hub using an
Enquiry Form providing your name, date of birth and centre number

The details you enter during the registration process will be matched against the details held in the system. If these
details enter match, you will be automatically approved to access your documents.

Effective Date: Doc. Owner: Master Proc.: (Doc Ref only) Issue: | 1,2,3

© Institute of the Motor Industry, Fanshaws, Brickendon, Hertford SG13 8PQ, UK



IMI INSTITUTE or tHe

MOTOR INDUSTRY CENTRE DIGITAL ACHIEVEMENT PORTAL
GUIDANCE DOCUMENT

EST2 1920

If any of the information you supply does not match the details held in the system, your registration  will be reviewed
by an administrator for your registration to be checked. Once approved, your account will be released, and you will be
able to log in.

Please contact us via Centres Hub using an Enquiry Form if you have any queries.
Documents

Whenever new documents are available to view on the Centre portal an email will be sent to the central email address
for your organisation listing the documents that have been issued.

There are two main screens where you can view documents:

1. Jobs Issued - this shows all the documents issued in a "job". A job is a collection of documents issued
together.

Dashboard Release Notify Records Downloads Store Orders

Dashboard

Welcome to the Centre Dashboard, here you can navigate the various pages to view, notify or release you

Pending Records Pending Notifications

0 2

2. Records - you can search for individual learner records on the Records screen.

Dashboard Release Notify. Records Downloads Store Orders

Records

Regulated Qualifications

Accreditations

el Search for any term... IMI Accredited Filter! (53

Reference Candidate Number Candidate Full Name Qualification Title Actions

07171402-01-PBNA 00021124 Claire Harmmond IMI Level | Certificate in Auto

The digital documents issued on the Centre Portal are official documents of the IMI. However, by design, these
digital documents are not intended to be and cannot be printed or emailed for verification purposes. Instead, learners
have direct access to their digital documents on the Digital Achievement portal and can share their digital documents
securely via the Third-Party portal as well as purchase printed copies of their documents.

The Centre Portal allows you to access and view a digital version of a learner’'s document and enables you to
download copies of documents for regulatory purposes (e.g. to prove training has been delivered).
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Downloading documents

1. Go to the records screen, select the record(s) you wish to download documents for

Records
o Search for any term...
Reference Candidate Number Candidate Full Name Qualification Title Actions
v 07171402-01-PENA 0002124 Claire Hammond IMI Level 1 Certificate in Auto..

2. Then click the "Download" button.
3. Complete the details in the window; this will create a download zip file containing the selected documents.

Export Documents

Download Name
Description

Regulated Qualifications Certificate

Regulated Qualitications Transcript

canee!

4. Next, go to the downloads page. The zip file you have created should be available to download. Zip files are
removed from the server after 7 days.

Dashboard Release Notify Records Downloads Store Orders

Downloads

Here you can download multiple student's records in bulk

Name Description Type Status ExpirationTime Actions

31224 Download Documents Pending

Reporting an issue on a document

If you think something on a document is incorrect then use the Report function next to the relevant record in the Centre
Portal and describe the problem.

Records

el Search for any term...

Reference Candidate Number Candidate Full Name Qualification Title Actions

O7171402-01-PENA 0oo2n24 Claire Hammond IMi Level | Certificate in Auto. 1 B
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This will send a message to the Centre Services team, and this can be checked for you.

Report Document Issue - Using the below message box you can report the issue you
are having with the electronic document. This will send an email to the Team at the

IMI
below and
provide a

Issue reason I Yo ‘
Issue Description %

The following details will also be included in the email
Reporter's Name: Tom Ted

Reporter's Email: johnbi@theimiorguk

Student's Enrolment Number:

Qualification Title: 603/7606/5

Ordering copies of documents

Printed copies of documents can be ordered on the portal by

1. Clicking on the "Store" menu item and select the product you wish to purchase.

Notity

Store

Welcoma to the stare pags, here you con order copies of your centre's dacuments

im

Qualifications Accreditations IMI Accredited

£30.50 £47.00 £30.50

R O

2. Select the learner for which you wish to order

Doshboard  Releose  Notify  Records  Downloads | Store

Qualifications i Help

Start typing to select student

Regulated qualiications - 603/7606/5
2-0161

Qualifications

Price 050
Quantity 0
Total Free
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3. Tick next to the printed document you wish to order and select the reason for the duplicate from the drop-down
list and click Add to Basket

Qualifications

I Start typing to select student
Regulated Qualifications - 603/7606/5

o ed v
Add to Basket

4. Selected items are placed into your basket - see the basket icon at the top right of the screen. You can select
documents for multiple learners in a single order. When you have finished your selection, click on the basket to
view items in your basket, make any changes and then checkout.

o/  Basket

Qualifications
603/7608/5 -
£30.50 for 1 U

Sub Total £30.50
VAT £0.00
Total £30.50

5. During the checkout process you will be prompted to add or confirm the billing and delivery address.

M Biling Address
Summary
First Name* Last Name*

Details Quanty Total

Address line I Address line 2

Solloens s ’ “

{)f Deiivery, No Phone Number or Email on delivery address.
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6. You will need to complete a Billing Address, a Delivery Address and a Delivery section in the Checkout screen

M Billing Address- Sarah Trew

BB Delivery Address- saroh Trew Summary
) Delivery - Details Quantity Total
Qualifications 1 £3050
Q Intemational Courier - Worldwide £12.25 O Royal Mail Signed for Ist Class £3.95 pocument
Estir be y be
interr i
Q Royal Mail Signed for 2nd Class £0 Name Claie
Estimated 2 - § Day Shipping {Taxes may be due upon Hammond
intematio sty
Sub Total £3050
Delivery £000
VAT £000
Total £3050

7. Upon clicking on pay, you can choose to pay either by credit or debit card using Sagepay or you can select to
use your centre credits where you will be invoiced subsequently for any documents for which there is a charge.

Summary

Pay i Crectts

‘

How do you want to pay?
Institute of the Motor Industry

Order description: The IMI Verification Portal fee

'VISA Visa N
To pay
30.50 GBP VISA Visa Debi N
VISA visa Electron s
@D Mestercard N

BUEER] American Express >
Eﬂmss

<
Your payment is secured by Eldvon.

8. You will receive an email once your order has been placed. You can view the status of your order by going to
the "Orders" page, which shows a list of all orders you have placed.

Sharing Documents

The documents issued to the Centre Portal are official documents of the IMI and are equally as valid as printed
documents.
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As such, your learners can share these with another person / company, this allows that person / company to verify the
achievement conferred by the document shared. For example, if a learner needs to show a certificate to a potential
employer, rather than providing the physical certificate it is much easier for the learner to simply share their digital
document with the potential employer

Documents are shared with third parties through the Learner Digital Achievement Portal.

To do so:

e The learner creates a connection giving permission for the third party to log in and view the
qualification to verify its authenticity.

e The learner should click on the manage button under the Connections section on the dashboard and
then click “Add Connection” button (Top right).

e The learner will need to provide the name and email address of the connection and will also be asked
how long they wish to allow access for.

e  Once they have set up a connection with a third party, the third party will also need to register to use
the system and will then be able to see and verify the documents they have been given access to.

It is only the learner that can share documents - this cannot be done by anyone else, including Centre users.
A third party can also request to view a learner document by making a connection request.

e When a third party makes a connection request the learner will receive an email notifying them.

e The learner should then log into the portal and under the connections option they will have a pending
connection.

e The learner clicks on the manage button and then clicks the tick icon under the actions section to
accept the connection.

e The learner can then select the documents they wish to share with the third party.

e The third party will then receive an email notifying them that the request has been accepted and will
be able to log in and view the documents that have been shared.

e |f the learner does not want to share a document, they can decline / reject the connection request.

QR (Smart Verify Plus) code

Secure documents are protected by a Smart Verify Plus (QR) Code which provides real-time information about the
status of the document. Scan this code using the camera on a smartphone or tablet and the Smart Verify Plus portal
will launch.

Candidate Number; 00021124
Certificate Number: 98077739-01-KVHT
Date Issued: 13 November 2024

This will show the status of the document, confirm key information about the document and (if enabled) display the
digital document itself. This can be used for verification of physical documents and is a powerful way to protect the
documents that have been issued to you as a centre and your learners.
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IMI| 8T8 sttty Sm_art
@& Verify+

Please scan the QR code at the bottom of the document you wish to validate

Registration and User Account

1. If you wish to deregister from the portal, please email us via Centres Hub using an Enquiry Form and we will
delete your account
2. If you wish to change your personal details.

o Click the ‘View and Edit My Profile" button under the profile section and update the details you require,
saving them once complete. If you choose to add an address to your profile, this can be used as a
billing address and/or delivery address when ordering printed copies of documents.

IMI INSTITUTE or e .
MOTOR INDUSTRY

B Hi, Tom | TT

Dashboard Release Notify Records Downloads Store Orders Tom Ted

Dashboard

Welcome to the Centre Dashboard, here you can navigate the various pages to view, notify or release your centre’s documents; or manage your ust

My Profile

and edit my profile

Pending Records Pending Notifications Logout
Il
Profile
Personal Details
s
I I First Name® Tom
Middie narme
Tom Ted
Last Name® Tea
Personal Details
User name* 213340
Change Passwerd

Phone number

Email address johnblmtheimiorg.uk

PLEASE NOTE: Updating your contact details in the Centre Portal will NOT mean that your details are also updated
on the Centres Hub.

3. If you wish to update any of your details on the Centres Hub please contact us using the details on the support
page
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4. If you wish to change your password

Click the "Manage" button under the profile section and the change password option. Update your password as
required and click the save button.

Profile

Password

Tom Ted

Confirm password*

Personal Details

Change Password

5. If I have forgotten my password

Click on the "forgot my password" link on the log in page and follow the steps to reset your password.

Welcome to the IMI Centre Portal ‘

Use the Centre Portal to:
Login

0 @ @ | bmailaddress

& password

View pending records View completed print jobs View or manage learner Place an order for printed

and records notifications documents
Forgot my password

Support

If you need any help using the Centre Portal - please contact us via Centres Hub using an Enquiry Form.
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