Adult Learners’ Week campaign website
Step-by-step guidance for providers

#changeyourstory

This step-by-step guide will walk you through the following...

How to create your
account
Once your account has been created, you
will be able to log into it anytime, to keep it
updated. Add your learning content
throughout the year, as well as Adult
Learners' Week!

How to update your
own provider profile
Your provider profile will include up to date
contact information & brief details about
your organisation which can be updated
throughout the year. Please note we
require bilingual information on the
campaign website.

How to add, edit &
delete your learning
content
You can add and promote a whole range
of courses, events and resources that are
online or in-person. Please note we require
bilingual information on the campaign
website.

You can add online or in-person
courses, resources, and events to
the campaign platform, such as:
Courses
Resources & Videos
Advice & Guidance content
Open Days
Taster sessions & Tutorials
Webinars & Conferences
Events
Learning Fayres

Creating a login
If your organisation is not listed as a provider on our
website and you are new to the campaign, please
complete our Adult Learners' Week proforma and
return to: alwevents@learningandwork.org.uk - once
the proforma has been reviewed by a member of the
Learning and Work Institute team. an account will be
created for you so that you can log in - please keep
your login details safe.
If your organisation is listed and you cannot locate
your login details to access your account, please
email: alwevents@learningandwork.org.uk and a new
password and username will be generated for you.

Logging into your account
Once you have your log in details, visit the campaign
site. You can decide which language you want to view
the website in - either English or Cymraeg.
Click on ‘Provider Login’ which is accessible via the top
right-hand link that is present on all pages.
Once on the login page, please enter your username
and password in the relevant fields.
If at any point you have forget your password, please
click on ‘Forgot Password?’ and a prompt to create a
new password will be sent to your email address
(please check your junk folder in case the email doesn’t
arrive in your inbox). Please also note: there can only be
two contacts per organisation.

Updating your provider profile
The purpose of your provider profile is to give people
who are looking to engage in learning and skills more
information about your organisation and the learning
programmes that are on offer, including up to date
contact details. Once logged in, you will be directed to
your Account page.
On the left-hand side you will see a button called ‘Edit
Profile’ click this and from here you will be taken to
the edit page - this is where you can update your
provider information. Fill in the relevant information
the fields marked with a * are mandatory.

Updating your provider profile
On the provider profile page, you will be asked for
contact information for Learning and Work Institute
and for learner enquiries. We recommend that you
keep your profile updated with the correct
information. Further down the page you can add a
video or image that best represents your
organisation for example, a logo or promotional
video (file type: .jpg, jpeg, .png, .mp4)
You will be able to add a description about your
organisation - please note: we require this
information in English and Welsh - if you don't have
the information in Welsh, you can click 'Save' and
return to the page again to add it in later. Once
you’ve updated all your information please click
‘Save’ - this will be updated on the website.

Adding your courses & events
On the right-hand side of your account you will see
what activities you've uploaded. You can add, edit,
delete and copy your learning content. Each of your
courses & events must be listed individually. Click on
the 'Add New' button which will take you to the form.
Complete all fields with the relevant information. You
may also add a specific event image (file type: .jpg .jpeg,
.png, .mp4), the date and time, (if relevant) subject area,
learning style and type, region (if applicable) and a link
to the course or event or an email address for bookings.
You will see fields for both English and Welsh language
for completion, as this information will appear bilingually
on the front end of the website. Be as creative and clear
as possible when describing your activities. If you don't
have the information in Welsh at the first stage, you can
click 'Save as Draft' and return to it later.

Adding your courses & events
Once you've completed all fields with your course
or event information you have four options:
‘Delete your Event' if you need to.
'Save as Draft' and return to your listing later for
completion.
'Preview Page' to see what your listing will look
like on the website before you send for approval.
'Send for Approval' and a member of the L&W
team will review and publish it.

Once you’ve added each of your courses & events
you will see their status in your account - by
clicking on the ‘Status Filter’ drop down.

The description box can be
expanded by dragging the corner of
the text box outwards.

Logging out of your account
Once your listings have been published:
Your courses, events and resources will
be listed here.
Your organisation will be listed here.
To log out of your account, you can either
logout through your account or via the
'Logout' link on the top of every page or the
Logout button under the provider section in
your account.

If you have any queries or need assistance, please contact:
alwevents@learningandwork.org.uk
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