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Before You Start:

How it works?

Each supervisor receives a separate email for every assigned student. Each email contains a
unique link and username that provide access only to that specific student’s reports.

If a supervisor is assigned to multiple students, they will receive separate emails with
separate links and usernames for each student.

When opening the link for the first time, the supervisor must create a password. A separate
password must be created the first time a supervisor accesses each student.

For future logins, the supervisor should open the correct email, click the assigned link, and
enter the previously created password.

At the end of each month, the supervisor should review the student’'s attendance and
logbook tasks and approve the report if everything is correct.

Automatic reminders will be sent by the system.

Supervisor approval is required in order for the student’s payment to be calculated.
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Process Flow

—

Set up | | Review and
password confirm report

Only during the first access to ——
this student’s account

The entire process must be completed separately for each student’s account assigned to the supervisor.



First Time Access
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Access set up for supervisor of Karolina Budzinska nbox x

The email contains a unique T\
username used to access this
Dear Anne Marie Donut student’s report. The username
You have been registered on Work Placement Tracker Demo - 2026 site as the Supervisor for K= consists of the word ”SUperViSOr", Ldzinska, you
will need to use our registration for this specific user using the link below. O number’ Gnd the Studentls emCII|

address, separated by slashes. j

® Learner Profiler <helpdesk@learnerprofiler.coms>

. tome v

Your unique code/username is:
supervisor/0/

Please press "Ctrl" and the link to open.

https://manage.learnerprofiler.com//account/useraccesssetup?UserAccessLink=ne4E4F %2B%2FJ1NbzjggMabKA7Xf1fn%2FRB7pLAnwjkzSyxEwWA%2F SaKDVOFUF1FGLXizQpliCAKdSRvI
TNUEE1pcrCgpUkFESgqoq%2BMuRS5%2BOBoypfzAM7C8IWgJ0g%2BZuXAz%2BVWnG8AZEbFOYrDiSpBgBDigCnCioVhivOQY3LX%2FBgjwEd3eyp37h7uEQQREZhBUYOSb
gkCnWS60iSCfZ33HLhSkpT3rKXKxzUTIHOXpHjkJgFa7clHLSSpKmTfgOO0IR7Op

You may want to keep this email for future reference. If you have already registered for this studen emember that each student will have a different code) click here to log in. In case you forgot your
password click here to recover it.

Thanks,

Learner Profiler CIiCK On the Iink tO Open

setting side
( €\ Reply ) (ﬁ Forward>
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User access password set up for supervisor/0/

Set up supervisor password. Passwords are required to be at least 8 characters long.

Job Title

Name Anne Marie Donut

Password i@ @
Confirm password i @
Password Retrieval Question = Select your password question v

Password Retrieval Answer

/Type in your job title, set

up the password and the
Password Retrieval
Question.
K Click Set Password
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Success )

Password has been set please login using the password used.

Username supervisor/0
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Some assessments require sound turned on. Please make sure you have either speakers or headphones setup correctly. @ Test Audio

Login Forgotten your password? Create an Account

2 ‘ If this is your first time using the system please click the Register
supervisor/0/ button to create an account.

Type in the password you
have just set up and Click
Loging

I1= LEARNER
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Monthly Attendance WPT Report

Month: May 2026

Student: Lug New

Student ID : 3143142432432
Total days recorded : 3

Monthly Attendance WPT Report
SRRt POk Company: Company

Dty epod The following information is collected by a phone application that records the location of the student at the
time of usage. Data is only collected when the student gives permission.

Public Holiday (paid if not on weekends) B Weekend / Non-working day

All modules have been completed

u 01/05/2026

m 02/05/2026
& View reports [ caos02s

04/05/2026

Reports

12:10:14 49971652

07/05/2026

08/05/2026 06:34:00 Krakow 49.981306 19.878240 m 8 E

You have successfully
logged in to the student’s -

11/05/2026

reports. —
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Returning Access



Ist Method - Step 1

Access set up for supervisor of Karolina Budzinska nbox x S O
Learner Profiler <helpdesk@learnerprofiler.coms 1:10 PM (12 minutes ago) sﬁ' @ «a :
tome v

Dear Anne Marie Donut,

You have been registered on Work Placement Tracker Demo - 2026 site as the Supervisor for Karolina Budzinska. In order to sign off the Attendance and Activities worksheet for Karolina Budziniska, you
will need to use our registration for this specific user using the link below.

Your unique code/username is:
supervisor/0/

Please press "Ctrl" and the link to open.

https://manage.learnerprofiler.com//account/useraccesssetup?UserAccessLink=ne4E4F %2B%2FJ1NbzjggMabKA7Xf1fn%2FRB7pLAnwjkzSyxEwWA%2F SaKDVOFUF1FGLXizQpliCAKdSRvI
TINUEE1pcrCgpUkFESqqoq%2BMuR5%2BOBoypfzAM7C8IWgJ0g%2BZuXAz%2BYwWnG8AZEbFOYDiSpBgBDigCnCioVhivOQY 3L X%2FBgjwEd3eyp37h7uEQgREZhBUY0Sb
gkCnWS60iSCfZ33HLhSkpT3rKXKxzUTIHOXpHjkJgFa7clHLSSpKmTfgOO0IR7Op

You may want to keep this email for future reference. If you have already registered for this studen
password click here to recover it.

mber that each student will have a different code) click here to log in. In case you forgot your

Thanks,
Learner Profiler

If you have already created B

your password and want to log

(" repy ) (> Forwara ) in again‘; :s?nt::ee 2:1cl'(ilfrom the
— N g ' Y
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Ist Method - Step 2

@ Accessib iit;,f O Logout
User access password set up for supervisor/5/lugnew

It looks like you already has set up your account. Cli
If you forgot your password click HERE for recovery.

Click HERE to login J
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Ist Method - Step

e

Some assessments require sound turned on. Please make sure you have either speakers or headphones setup correctly.

Login Forgotten your password? Create an Account

‘ If this is your first time using the system please click the Register
& | supervisor/0/ button to create an account.

Type in the password you
have set up and Click Login

Version 1.0 | Apr 2026
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" Ist Method — Step 4

Monthly Attendance WPT Report
Daily WPT Report

Reports

All modules have been completed
Reports are available

& View reports

You have successfully
logged in to the student’s
reports.

Monthly Attendance WPT Report

Month: May 2026

Student: Lug New

Student ID : 3143142432432
Total days recorded : 3
Company: Company

The following information is collected by a phone application that records the location of the student at the
time of usage. Data is only collected when the student gives permission.
Public Holiday (paid if not on weekends) B Weekend / Non-working day B

=N N e = e s )

u 01/05/2026
n 02/05/2026
n 03/05/2026

04/05/2026

1210114 49971652

07/05/2026
08/05/2026 06: Krakow 49981306 19.878240

n 09/05/2026

u 10/05/2026

11/05/2026

12/05/2026

14/05/2026

15/05/2026

( n 16/05/2026
= e ——
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2nd Method - Step 1

I\ Action Required — Monthly Report(s) Not Confirmed - April 2026 inbox x

Learner Profiler <noreply®@learnerprofiler.coms Sun, May 10, 9:30 AM (3 days ago)

to None «

Dear None,

|\ Action is required.

The monthly report(s) for the students listed below have not yet been confirmed.
Please urgently review and confirm the student(s)’ attendance and daily activity so that the college can generate the monthly settlement.

@ 1. Karolina Test

/) Review & Confirm Attendance

FPlease do not reply to this email. If you experience any issues,

Best regards,
Learner Profiler

receive an email reminder to approve the
reports of the students assigned to you.
Emails will be sent automatically every few
days until the report is approved. Click on
the selected student to be redirected to the

On the first day of each new month, you Will\

\ login page for that student’s reports. j
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" 2nd Method - Step 2

e

O Accessibility @ Exit

Some assessments require sound turned on. Please make sure you have either speakers or headphones setup correctly. @ Test Audio

Login Forgotten your password? Create an Account

‘ If this is your first time using the system please click the Register
& | supervisor/o/ button to create an account.

Type in the password you
have set up and Click
Loging

I1= LEARNER
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" 2nd Method - Step 3

Monthly Attendance WPT Report
Daily WPT Report

Reports

All modules have been completed
Reports are available

& View reports

You have successfully
logged in to the student’s
reports.

Monthly Attendance WPT Report

Month: May 2026

Student: Lug New

Student ID : 3143142432432
Total days recorded : 3
Company: Company

The following information is collected by a phone application that records the location of the student at the
time of usage. Data is only collected when the student gives permission.
Public Holiday (paid if not on weekends) B Weekend / Non-working day B

=N N e = e s )

u 01/05/2026
n 02/05/2026
n 03/05/2026

04/05/2026

1210114 49971652

07/05/2026
08/05/2026 06: Krakow 49981306 19.878240

n 09/05/2026

u 10/05/2026

11/05/2026

12/05/2026

14/05/2026

15/05/2026

( n 16/05/2026
= e ——
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Confirming Report



Monthly Attendance WPT Report

Month: May 2026

Student: Lug New

Student ID : 3143142433432
Total days recorded : 3

Compary: Compary

Click here if you

The following information ks collecied by a phone application that records the location of the student at the
time of usage. Data ks only collected when the student gives permission.

2 o weekencs) B Weskan / Non-working cay B need to Chq nge
: o | | i | i | i | | o | i
Click here to see § the month

the Daily Tasks
(logbook) Reports

SRR

0 £000eo

After logging in, you will be
automatically taken to the g -
“Monthly Attendance WPT
N Report. Y,




* Correct record

i}

Monthly Attendance WPT Report

St Ib a4 05/05/2026 12:10:14 Skawina 489971652 10.834488

Total days recorded - 3
Company: Compary

The following information s collected by a phane application that records the location of the student at the
time of usage. Diata ks ony collected when the Student gives permission
Reports -
Futiic Holiday (it f n n weekencs) Bl Weekend / Nor swering oy B

s ER———— o - |
—

This type of record means that both the geolocation
and the logbook has been completed.

0 [0 oogo

Click “Show” to view the location on the map.

When you click “Edit”, the logbook for that day will
open, allowing you to change the number of hours
worked by the student if not correct.

You can also delete the record if, according to your
information, the student was not present at work on
\thot day and the geolocation is not correct to the

workplace.




Monthly Attendance WPT Report

Month: May 2026
Stuedent Lug New
3142

0 [0 oogo

i}

06/05/2026

Missing Geolocation 1/3

Geolocation missing but Daily Activity exists.

Reported working hours: 8.

This day will only be included in the payment calculation after supervisor approval.
N

This type of record, flashing in red, means that the user
most likely forgot to confirm their attendance in the
“Tracker” module while at work. However, the logbook
was completed, which suggests that the student was
present at work on that day.

If you confirm that the student was physically present at
the workplace, click “Show” — the logbook for that day

K will open. (See next page fo further steps) /
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: Missing Geolocation 2/3

Confirm daily attendance

Work Placement Daily Report

Student Name: Lug New Company Name: Company Full Name

Identity Number: 3143142432432 Company Address: Building Numger Street Postcode
City

Check whether the number of hours is e

No location saved for that day.
Work Telephone: Work telephone

correct. If not, make the necessary , .
changes. If everything is correct, leave Company Company Ful Name

Ol eliuleitieln Maranelle)e

Main areas

Persennel Training

Personnel Training

Management of training of staff (WM-02)

Personnel Training - Management of training of staff (WM-02)

Assisting with the assessment of staf performance. (WAC205)

Induction manual and relevant materials. (SE0201)

Cancel Confirm I

Then scroll down and click “Confirm”.




Missing Geolocation 3/3

Remove

The learner attendance for this day was added by :

06/05/2026 11:51:48 Anne Marie Donut

Edit

EECIr TR T e

01!05!2026
u 02/05/2026
u 03/05/2026
04/05/2026
, After confirmation, the record shall
05/05/2026 12:10:14 Skawina 49971652 19.834488

. - change to this type.

The learner attendance for this day was added by :

06/05/2026 11:51:48 Anne Marie Donut 8 - If it does not update, refresh the page.
07/05/2026
08/05/2026 06:34:00 Krakow 49.981306 19.878240 -
[ osr0sr2026
u1010512026
11/05/2026
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Monthly Attendance WPT Report

Month: May 2026
Stuedent Lug New
143

i
0 [0 oogo

i}

Missing logbook

Geolocation exists for that day, but Daily Activity is missing

13/05/2026 123737 The student must complete it for the day to count.
If absent, delete this record. /\

ﬂ;s type of record, flashing red, means that the student confirmed their
attendance on that day, but not logbook.

If that is correct and the student was actually at work, according to your
information, contact them and inform them that they must complete the
logbook for that day.

Once the logbook has been completed by student, the record will be
displayed as a correct record in this report.

If, according to your information, the student was not present at work on
that day, remove the record by clicking “Remove”.

Action is required. Otherwise, the report cannot be approved, which will
prevent the student’s monthly payment from being calculated.
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Student Name:

Working Hours: 16

Company: Company Full Nart

Main areas
Workplace Competencies

Professionalism (WMOZ

Workplace Competencies

Work Placement

Student Name:

Identity Number.

Working Hours: &

Company: Company Full Nar
Main areas
.

Work Placement Daily Report

Veryfing logbooks

Company Name:

Work Placement Daily Report

Student Name: Lug New Company Name:

Identity Number: Company Address:

Date:

Date of Report: Supervisor Name:

Location: & far this Work Telephone:
E-mail:

Working Hours: &

Company. Company Full Mame

Comgpary Full Name

Building Mumber Street Postcode
City

Supervisor Name
Work telephone

Supervisor Emai

Main areas

Labour Relations

Labour Relations

Collective bargaining (Whi-01)

Labour Relations - Collective bargaining (WM01)

Documnented members and roles, records of attendance (SE0102)

Human Resources

To verify logbooks, click “Daily WPT Reports” in
the menu on the left.

A list of all available logbooks will appear.

Scroll down to review them to make sure that
the information reported by the student
matches the actual situation.

If something is incorrect, ask the student to
correct the logbook by completing the
appropriate module for that day again.

Once updated, the new information will appear
here automatically.

If the number of hours reported for a specific
day is incorrect, you can change it in the
“Monthly Attendance WPT Report” section by

clicking “Edit” next to the relevant day.
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n4
ﬂ o
n 1Tsae
u nev,
ﬂ o
g
u 0%
Supenvisor Sign-Off

Supervisor Sign-Off
Supervisor : Anne Marie Donut

Job Title : Dr

| confirm the Monthly Report.

Final confirmation of the report

\

Once you have verified the logbooks and completed all required
actions in the “Monthly Attendance WPT Report” section (e.g. for
“Missing Logbook” or “Missing Geolocation”), the system will allow
you to approve the report.

At the bottom of the screen, in the “Supervisor Sign Off” section,

enter your comment and click “Final Confirmation of the Report”.

A comment, even a short one, is required for the green button to
become active. /

27



Well done,

vou have successfully verified and confirmed

Student’s monthly attendance and activity report.

If you have any questions contact us on:

ryancharles@learnerprofiler.com or +27616802706

J8®  EARNER
11l PROFILER
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