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Learner Digital Achievement Portal Guidance Document

About the Digital Achievement Portal

The digital achievement portal is an online portal on which you can view achievement documents that have been
issued to you, share those documents electronically with others and order duplicate printed copies. The digital
achievement portal can be accessed on any device, PC, laptop, tablet and mobile phone.

There is no charge for using the Digital Achievement Portal to view or share documents. There may be a cost
associated with ordering printed duplicate copies of documents via the portal.

Accessing the Digital Achievement Portal

To access the Digital Achievement Portal for the first time, you need to register. The key steps to register and
further access the document(s) are as follows:

1. Click on the Register button and fill in the requested registration details.

Welcome to the IMI Digital Achievement
Portal

Use the Portal to:

Login or Register

5 S N
a8

Keep your personal details
up to date by managing
your profile.

First, let's check if you are eligible to register

Your Personal Details

Canidate er Membership Number®

Telephone Number

10 Agree and Continue | oo

AMGREE AND CONTINUE
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Thank you for registering with The IMI!

Finally, create your username and password Your registrations status is: Pending
Log In Details
® Your candidata or membership number is missing/incorrect!
S Verify Email
fonfim pommeond” :.:j:;[:;::(;Sf:::d(i\:ggrtz;OrE registered, but won't be able to log in until you provide us with the additional details
For an administrator to activate your account you must:
« provide the additional information requested in the email,
* select the Verify email address link contained in the email
The email link will expire in 24 hours
1. Once the registration process is completed, verification link will be sent to your email.
2. Click the verification link to verify your account. The details you provided during the registration

process will be compared with the system records.

3. Once details are matched, you will be automatically approved to access your documents. If any of
the information you supply does not match the details held in the system your registration will be reviewed by
an administrator before access is granted.

If you had an account on the old eModule or veri.theimi.co.uk website, then you will need to use the forgotten
password route on the new Digital Achievement Portal.

If you haven’t received the email to confirm your email address after completing the registration process, 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 on
cas@theimi.org.uk or call 01992 511521 providing your name, date of birth and IMI candidate or membership
number.

During the registration process the information you provide is matched with the information we hold for you. If any
part of the information provided does not match, we will send you an email saying your account registration must be
checked and approved. Once the account has been checked your account will be released and you will be able to
log in.

Once you have registered and created an account, you can log in using your username and password. Note: you will
need to register to use the portal before you can log in.

Documents

Once logged in you should be able to view your achievement documents.
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Welcome to the IMI Digital Achievement

Portal

Documents

— B A
View and share documents and badges.
Order official printed documents. a

Connections

You have 0 active connections
and 1 pending connections

Dashboard Documents Store

Orders Connections

S L

Orders

View previously placed orders.

Profile

social media and addresses

Manage your personal details,

Documents

CH

Mame  Claire Hommond

Email johnbs @theimi org uk

603/7606/5

Reference

Candidate Number

Candidate Full Name

Qualification Title

07171402-01-PENA

00021124

Claire Hammond

IMi Level 1 Certificate in

Automotive Maintenance

Issue Date

2024-1-13

Documents

A report issue

If you cannot see any documents, this can be for one of two reasons:
1. You have created the wrong type of account (e.g. a third-party account instead of a digital achievement
account)
2. There are some errors in your account information.

Either way, please contact us at cas@theimi.org.uk

Whenever a new document is available to view on the Digital Achievement Portal you will be sent an email informing
you that the document has been issued.

The digital documents issued on the Digital Achievement Portal are official documents of the IMI and are equally as
valid as printed documents. The portal allows you to access and view a digital version of your document and enables
you to share that document with any other person. By design, these digital documents are not intended to be
downloaded or printed, and if printed or downloaded are not valid documents outside of the portal.

If you wish to order printed documents, the key steps are as follows:

1. Either navigate to Document tab and click the Order button relating to the relevant qualification
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Dashboard | Dosuments store  Orders

Documents

CH

s03jareafs

135u8 Dote 2024-1-13

T
—

Or navigate to Store tab and select the product you wish to purchase.

Dashboard Documents Store Orders Connections

Store

n first, please be aware that there may

Q Search for a product..

L0

Qualifications Accreditations IMI Accredited

Dashboard Documents Store Orders Connections

Qualifications

on your document is accurate before finalizing your order. If you have any questions or require assistance, do not hesitate to contact

Regulated Qualifications - 603/4182/8

26567186-01-PIPC

Qualifications

Price £30.50
Quantity 1
Total £305

Add to Basket

2. Once products are selected, they will be displayed in the basket icon located at the top right corner of the
screen.
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IMI L«Ng:rrgrlzylrrfl:;ag?nv ~_'>u g2 Hi Claire | CH

Dashboard Documents Store Orders Connections

3. Select the basket to view your items, make any necessary changes, and proceed to checkout.

' Basket

Qualifications E
603/4182/8 - ' I
roder  £3050 for | tate t

Sub Total £30.50
VAT £0.00
Total £30.50

4. During checkout, confirm or add your billing and delivery address.

Dashboard Documents store Orders Connections

urate before finalizing your order. If you have a

d click pay. f this is

oduct, you

W) Billing Address- 29 Upper Kincraig Street "

-

@® Kunal Mhadgut W

M Delivery Address- 26 Upper Kincraig Street

£ Delivery

i Billing Addr

W Delivery Ad. Summary
Details Quaniity Total
@ xunal Mhadgut =W
) Delivery
i Billing Ac
W Delivery Address- 26 Upper Kincraig Straet Ssummary
< Delivery Quaniy Total
1 £3050
O International Courler - Werldwide £12.25
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The available options for delivery, based on the delivery address will appear in the delivery section.

5. Make payment via debit or credit card.

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

Order description. The IMI Verification Portal fee

VISA ve=a N
To pay
42.75 GBP VISA Visa Deoi .
VISA vsa glectron N
@) resercan N

Aeveican Express >

6. Once order is placed, you will receive an email notification.
7. You can check your order status on the "Orders" tab, where all your orders are listed.

Dashboard Documents store Orders Connections

Orders § Help

Shows a list of orders previously placed
Q Search for any term... m

Created by user
type

Full name status Delivery Type Total Created by Creation time Actions

Sarah Yeoman Paid Royal Mail Signed £6100 sarah Yeomnan 18/12/2024 student

If you think something on your document is incorrect then use the Report function (yellow button) in the view
documents section of the Digital Achievement Portal and describe the problem. This will send a message to the team
and can be checked for you.

603/4182/8

Reference 29567186-01-PJPC
Candidate Number ooo2n24
Candidate Full Name Claire Hammond

MI Level 3 Award in Heavy
Qualification Title Electric/Hybrid Vehicle System
Repair and Replacement

Issue Date 2024-11-13

The documents issued to the Digital Achievement Portal are official documents of the IMI and are equally as valid as
printed documents. As such, when you share these with another person / company, this allows that person /
company to verify the achievement conferred by the document shared. For example, if you need to show a certificate
to a potential employer, rather than providing the physical certificate it is much easier to share your digital document
with the potential employer. This is termed ‘Connections’ in the portal

Connections
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The Digital Achievement Portal allows you to establish a connection with a third party, this can be an employer,
university or industry auditor. When you create a connection with the third party, you can share your documents with
them for them to verify electronically.

The key steps to create a connection are as follows:

1. Navigate to the Connections tab and select Add Connection

Dashboard Documents

Connections  Help

Share your documents with other d Connection” butt

arty. You simply ne
wn on the ‘Int

Q Search for any term...

Active  Inactive

0 add their name and email address, and
" tab.

ndicate until when they should ha

2. Enter the third-party name and email address

Add Connection
Name*

Email*

Expiry Date

Message

caneel m

3. Add a date on which you would like the connection to expire (optional). If left empty, it will set the date to be
a month after the connection is initiated

4. Select Send

5. Use the checkboxes to select the documents you want the third-party to have access to
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Share Documents  connections

Control the documents you wish to share with the other party by selecting the specific documents you wish to share below

Records

603/7606/5 - 07171402-01-PENA

| Regulated Qualifications Certificate - Regulated Qualifications Certificate (00021124 - NDO0031/24) - 98077739-01-KVHT

| Regulated Qualifications Transcript - Regulated Qualifications Transcript (00021124 - NDO0031/24) - 85117600-01-Y9E4

6. Select Share Documents

Once the third party accepts the connection, the status will change from Pending to Active.

If the third party has not accepted your connection, please contact them directly. Please share full name and
email address of your account, so they can easily locate you on the Service.

When you create a connection, you can specify an expiry date for the connection or if left empty, it will set the
date to be a month after the connection is initiated. In case the connection has expired, you can extend it by following
the steps below:

1. Navigate to the Connections tab / select Manage next to Connections menu on the Dashboard

Connections

L]
You have 2 active connections

and 0 pending connections

2. Locate the third party for whom you want to extend the connection

3. Click on the Extend Connection icon (clock icon) under Actions
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Connections

Add Connection fi Help

and

Q Search for any term...

Active  Inactive

Third party name Third party email

Status Initiated By Documents Shared Expires Actions
Ted Trew tedtrew@outlook.com =3 ThirdParty a
om Tre temtrew@outlook.com m ThirdParty 4 24/0[2025

4. Select a date and click save

If you have established a connection with a third party, but they cannot see any documents, or you want to
change the documents that are visible to them.

You can edit the documents that each third party has access to at any point by:

1. Navigate to the Connections tab / select Manage next to Connections menu on the Dashboard

Connections

You have 2 active connections
and 0 pending connections

2. Locate the third party for whom you want to share the documents

3. Select the edit permissions icon under Actions

Connections # neip
Q | seaenoranytom
-
ame Thisd party emil Stotus dBy  DomumentsShared  bxpies ac
=

4. Check or uncheck documents

Share Documents  connections

Records

AS-LVSMT-EPA-APO3 - 0005112411 - 42121928-01-5KNO

| ¥  Reguiated Quailications Cenilicate - Regulated Qualifications Certificate (0005112411 - NDOOD3E/241) - 004B6970-01-UEOC

| @ oo omstcoions vrnscro

seript (000512411 - NDODO35/241) - DBI04076-01-2VUX

AS-LVSMT-GW

3 - DDOSN2411 - 2

30
| @  Reguiated Qualifications Transcript - Regukted Quafications Transcript (0005112411 - ND00O34/241) - 16133239-01-VsH

Effective Date:  20.12.24 Doc. Owner:

Centre Engagement Manager Master Proc.: (Doc Ref only) Issue: | 1

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



IM I INSTITUTE oF tHe

LEARNER DIGITAL ACHIEVEMENT PORTAL
i 115 GUIDANCE DOCUMENT

EST? 1920

5. Select Share documents

Registration and User Account

The date of birth section does not allow users to manually type in their date of birth. To select your date of
birth easily, without too many clicks, please click on the month to change the view to year and then decade. You will
then be able to navigate to your year of birth without too many clicks. If you cannot manage this, please set it to the
correct date in the current year and then email us at cas@theimi.org.uk with your full name and date of birth.

If you cannot find your candidate number, which you need to register, please email us at cas@theimi.org.uk with
your full name as it was when you were a learner, date of birth and the course you studied.

If you wish to de-register from the portal, please email us at cas@theimi.org.uk and we will delete your account.

If you wish to update your personal details on your account, please click the "Manage" 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. PLEASE NOTE: Updating your contact details in the Digital Achievement Portal will NOT mean that your
details are also updated on your learner record. If you wish to update any of your details, please contact us using the
details on the support page

If you wish to change your password, please click the "Manage" button under the profile section and the change
password option. Update your password as required and click the save button.

If you forget your password, click on the "forgot my password" link on the log in page and follow the steps to reset
your password.

Support

If you need help using the Digital Achievement Portal, please contact us via call 01992511521 or email us
at cas@theimi.org.uk
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