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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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Review and 
confirm reportLogin

Process Flow

Set up 
password

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

Only during the first access to 
this student’s account
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First Time Access
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When a college staff 
member assigns you to a 

specific student in the 
system, you will receive an 

email. Find the email in your 
inbox. Click to open it.
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The email contains a unique 
username used to access this 

student’s report. The username 
consists of the word “supervisor”, 

a number, and the student’s email 
address, separated by slashes.

Click on the link to open 
setting side



7Version 1.0 | Apr 2026

Type in your job title, set 
up the password and the 

Password Retrieval 
Question. 

Click Set Password
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Click Login to proceed
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Type in the password you 
have just set up and Click 

Loging
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You have successfully 
logged in to the student’s 

reports. 
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Returning Access
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If you have already created 
your password and want to log 
in again, use the link from the 

original email.

1st Method – Step 1
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Click HERE to login

1st Method – Step 2
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Type in the password you 
have set up and Click Login

1st Method – Step 3
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You have successfully 
logged in to the student’s 

reports. 

1st Method – Step 4
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2nd Method – Step 1

On the first day of each new month, you will 
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 
login page for that student’s reports.
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2nd Method – Step 2

Type in the password you 
have set up and Click 

Loging
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You have successfully 
logged in to the student’s 

reports. 

2nd Method – Step 3
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Confirming Report
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After logging in, you will be 
automatically taken to the 
“Monthly Attendance WPT 

Report.

Click here if you 
need to change 

the monthClick here to see 
the Daily Tasks 

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

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 

that day and the geolocation is not correct to the 
workplace.

Correct record
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Missing Geolocation 1/3

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 

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

Then scroll down and click “Confirm”. 

Check whether the number of hours is 
correct. If not, make the necessary 

changes. If everything is correct, leave 
the information unchanged.
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Missing Geolocation 3/3

After confirmation, the record shall 
change to this type. 

If it does not update, refresh the page.
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Missing logbook

This 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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Veryfing logbooks

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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Confirming Monthly 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.
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Well done, 
you 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

mailto:ryancharles@gmail.com

	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28

