
Keeping eDofE tidy 
 



Keeping eDofE tidy 

To make eDofE as easy to use as possible we recommend that at the start of the 
academic year you do a tidy up of groups, participants and leaders  



Keeping groups to a 
minimum 

The longer an 
organisation has been 

delivering the DofE, the 
more groups it will have 
on eDofE. It is strongly 
recommended that the 

number of groups is kept 
to a minimum by deleting 

old groups. This will 
ensure existing groups 

only include those 
participants who are 

actively working on their 
programme 

 



Keeping groups to a 
minimum 

Go through old groups 
on the ‘Participant 

overview’ screen and 
archive anyone no longer 

working on their DofE 
programme. This will not 
delete the account and 

they can be un-archived 
at any point in the future. 



Keeping groups to a 
minimum 

Before you archive 
participants you may 

want to send out an email 
asking them to get in 

touch if they would still 
like to complete their 

programme.  



Keeping groups to a 
minimum 

To archive the 
participants go to 

‘Manage participants’ 
then ‘Participant 

overview’, select the 
group from the drop 
down boxes, press 

‘Search’ then working 
through the list tick the 
participants you would 
like to archive and then 

at the bottom of the 
screen press ‘Archive 

users’ 



Deleting groups 

Once you have 
archived the 

participants you can 
delete the old 

groups. Bear in mind 
you can only delete 
groups where there 
are no participants 

in the group 



Deleting groups 

To delete a group go to ‘Manage Infrastructure’ go into your centre and 
select the ‘Groups tab’ 



Deleting groups 

Click into the group by pressing the pencil symbol 



Deleting groups 

Scroll to the bottom and press ‘Delete’ 



Creating a ‘past participant’ 
group 

If you would prefer to set up one group for past participants you can do 
so in the Groups tab by pressing ‘Add new group’ 



Keeping Leaders to a 
minimum 

Any Leader that is 
attached to a group 

will appear in the 
drop down list when 
a participant goes to 

submit their 
programme planner 

or evidence. The 
fewer Leaders on 
this list, the less 

confusion for 
participants and the 
easier it is for you to 

identify where the 
alerts are going. 



Keeping Leaders to a 
minimum 

To add or remove Leaders from a group click on ‘Manage Infrastructure’, 
go into the centre and then to the ‘Groups’ tab. Click on the pencil of the 

group you would like to amend 



Keeping Leaders to a 
minimum 

To add a Leader to the group select their name from the drop down box 
and press ‘Add’ 



Keeping Leaders to a 
minimum 

To remove a Leader tick their account in the ‘Remove’ box and then press 
‘Save’ 



Keeping Leaders to a 
minimum 

Any Leaders that have left the centre need to be removed. To do this go to ‘Adult 
overview’ select from the drop down boxes, select the adult and press ‘Archive’ 


	Keeping eDofE tidy�
	Keeping eDofE tidy
	Keeping groups to a minimum
	Keeping groups to a minimum
	Keeping groups to a minimum
	Keeping groups to a minimum
	Deleting groups
	Deleting groups
	Deleting groups
	Deleting groups
	Creating a ‘past participant’ group
	Keeping Leaders to a minimum
	Keeping Leaders to a minimum
	Keeping Leaders to a minimum
	Keeping Leaders to a minimum
	Keeping Leaders to a minimum

