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user Learners explained

You can access a full list of the registered learners for your 
centre at: asdan.org.uk/member/learners
Here you can add new learners, search, view and edit existing 
learners and remove learners.

Add new learner
Use the form to add learner details. Forename, surname, 
gender and date of birth are mandatory fields. The rest are 
optional. 
Once a learner has been added here, you can add them to 
cohorts, moderations and request certificates.
You can also FILE-UPLOAD upload new learners from a spreadsheet, by 
downloading and using the template provided. We recommend 
using this feature for 50 or more learners.
exclamation-triangle ASDAN has systems in place that try to prevent duplicate 
learners, but please check you are not adding the same learner 
twice.

View and edit learners
Click to view and edit the details for individual learners. You 
can also view their previous ASDAN achievements.
You must not use the edit learner functionality to swap a 
registration to a different learner. You should only use this 
button to edit details for the specific learner (eg change in 
surname).

Remove learner
The remove learner function will permanently delete the 
selected learner from the centre learners. 
exclamation-triangle ASDAN cannot transfer or refund learner registrations that 
have been deleted or have units added to them.

For information and guidance  
on adding learners to cohorts and 
managing units, please see the 
users-rectangle Cohorts explained and LIST-UL Units 
explained guides, found at: asdan.
org.uk/member/help-and-support
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� Cohorts explained

A cohort is a group of learners working on 
the same ASDAN course towards the same 
approximate completion date

Learners Cohort

ASDAN requires members to create cohorts at the start of a 
course. This is how you register your learners, purchase learner 
books or registrations and select student books.
Create and manage your cohorts at: asdan.org.uk/member/
cohorts
Once you have created a cohort, you can log your learners’ 
progress on the course and book moderation or request 
certificates as appropriate.

Creating a cohort
When creating a cohort, you must provide the following 
information:
• Course – the ASDAN course you are delivering.
• Coordinator – the person who will have overall 

responsibility for the administration of the cohort, 
including booking moderation and entering learners 
and units.

• Cohort title – this can be anything that will help you 
differentiate cohorts. 

• Expected completion date – when you expect the cohort 
to complete the course. 
� This date is not a commitment or a moderation 
booking.

• Learners – the learners in your cohort. You can edit 
learner details and add new learners to your cohort.

• Outcomes – the outcomes your learners are working 
towards. This can be the same for all learners, or 
different. 
� This is not a commitment. You can confirm actual 
outcomes when you enter details for moderation.

• Products – books or registrations you need for your 
learners.

�
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Not sure what to click? Hover over the � help icon next to a 
button to find out what it does.
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� Units explained

Within your cohort, units are the course or the 
part of a course your learners have completed.
Identifying units is a key step in preparing for certification 
and moderation. Once a cohort is created, you can update 
completed units. Managing units throughout the course helps 
to track learner progress and relieve administrative burden at 
the end of the course. 
Manage units for your cohorts at: asdan.org.uk/member/
cohorts

Managing units during the course
Use the manage units tab in your cohort to add units. 
You can copy units to all learners using the copy copy icon and 
remove units using the � remove icon.

Assigning units for moderation
You must add all units using the manage units tab before 
claiming certificates or by your moderation deadline (ie four 
weeks before your moderation date). 
When you assign learners to a moderation, you can choose 
which units should be assigned to that moderation and see the 
status of previously submitted units.

Units refers to the course or parts of a course your learners 
have completed. 

Course Units definition

AoPE, CoPE, PSD, 
Employability and Personal 
Progress qualifications

Individual qualification units, eg 
Problem solving, Maintaining 
work standards

Personal Development 
Programmes Bronze, Silver and Gold

Towards Independence Individual module book titles, 
eg Starting Out, Yogacise

Workright Course modules, eg Health and 
safety at work

New Horizons Course modules, eg Personal, 
Health, Relationships

Transition Challenge
Course modules, eg Knowing 
how, Making choices, Cognition, 
Physical

Short Courses Individual Short Course titles, 
eg Expressive Arts, PSHE

Accelerating Progress Individual course titles, eg 
English, Mathematics

Not sure what to click? Hover over the � help icon next to a 
button to find out what it does.

Not sure what to click? Hover over the QUESTION-CIRCLE help icon next to a 
button to find out what it does.
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