‘Leader Recorded’
A guide to effective ‘Leader Recorded’ use for Directly Licensed
Centres (DLCs)

Contents
Section one: Introduction

2

Section two: Managing groups and creating participants

3

Creating a group
Purchasing participation places
Creating participants
Participant overview
Section three: Using the Leader Recorded function
Individual participant
A whole group
Adding timescales for a whole group
Adding programme plans for a whole group
Adding programme plans to the Expedition section
Approving sections
Section four: FAQs

5
6
8
10
11
11
14
15
16
18
21
22

1
Version SW 1.0

Section one: Introduction
What is ‘Leader Recorded’?
To ensure the DofE is accessible to all, functionality has been developed on eDofE to
allow Leaders to input data on behalf of participants who are unable to engage fully in
the system. This includes those who have special educational needs, or are in a secure
establishment and therefore unable to access the internet.

As a Leader/adult, how do I get the ‘Leader Recorded’ function?
Groups, centres and Licensed Organisations can apply for permission to use the
functionality known as ‘Leader Recorded’ by contacting either their Operating Authority
or the South West Regional Office.
The permission can be applied to individual participants or to a DofE group and
specific adults who work with them. eDofE will then allow an adult with the functionality
to access a ‘Leader Recorded’ participant account via their own adult account and
have the full functionality that the participant would have. They will also be able to
perform some mass actions on selected participant accounts that currently only the
participant themselves can undertake.
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Section two: Managing groups and creating
participants
Creating a group
Before you create participant accounts, you will need to create a new group to put them
in (unless you have an existing group). Once you have created the group, please
contact the Regional Office to ensure the ‘Leader Recorded’ functionality has been set
for your new group.
If you are creating participant accounts and adding the participant to a group that
already exists (and has the ‘Leader Recorded’ functionality), then the ‘Leader
Recorded’ functionality will automatically be allowed for this participant.
To create a new group, you will need to:


Click on the ‘Manage Infrastructure’ button on the left-hand side of the screen.



Now click on the grey pencil icon.



Next, click on the ‘Groups’ tab towards the top of the screen.



Scroll to the bottom of the page and you will see the ‘Add new group’ button. If
you are going to assign a new Leader to the group but have not created them
yet, then please click on the ‘Create leader’ button.
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Once you have clicked ‘Add new group’, you need to enter your group name
(level and year is always a good starting point) and choose who the Primary
Leader will be. The Primary Leader is the individual who will receive the alerts
for young people within that group and is a compulsory field.



Once you have clicked ‘Save’, the group will appear under the ‘Groups’ tab in
your ‘Manage infrastructure’ screen.



You are now in a position to be able to create your participant accounts.
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Purchasing participation places
As a DLC, once you have collected all your enrolment forms, you will need to purchase
online accounts (participation places) and create an individual eDofE account for each
participant. If you have a Leader level account, then you will not be able to see places
above group level.
Before you purchase any new places, first check to see if you have any places left over
from last year (once purchased, participation places will remain on your account until
used). Please keep the Welcome Pack for each online account in a safe place for
future use.
Log in to your eDofE account and select ‘Participation Places’ from the left-hand side
menu. Participation places can be allocated to the Licensed Organisation.

If you do not have any participation places in your account and you need to purchase
some more, then you will need to take the following steps:



Select ‘Essentials’ on the top right hand side of the screen or in options on the
left of the screen.
Next, click on ‘Welcome Packs’. Please note that you can also add
‘Certificates and Badges’ to your order – by including them, you will also save
on postage.
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Then, add the levels you wish to purchase to your basket (shown at the bottom
of the page).



In your basket, adjust the quantity for the number of packs you would like and
click ‘Next’.



You will then be asked where you would like the places allocated. Please set
the selection so it reads as below and click ‘Next’.
Region:
LO:
Centre:
Group:



South West
The name of your LO
(Use LO)
(please select)

At the next stage, ensure the delivery and invoice address are your
organisation’s rather than a home address. If your address is incorrect, do not
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change it here – instead you can do this through ‘View/Edit my profile’ button
at the top left-hand side of your account. Any changes can be made by clicking
‘Contact details’.


At this stage you have the option to include a Purchase Order number (preauthorisation) if it is required by your organisation. If you do not have/need one,
simply enter either your name or the date. Click ‘Next’.



This is the final stage before the order is confirmed. Simply check the details
are correct and then click ‘Confirm’.



Participation places will automatically be added to your Licensed Organisation
account – click on ‘Participation Places’ on the left-hand side menu and you
should now be able to see your order.
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Creating participants
With regard to creating participant accounts, please remember that if a participant
already has a Bronze or Silver eDofE account, you’ll need to select ‘Add next level’
rather than ‘Create participant’. This is so they only have one log in and username, and
all levels are within the same account.
To create a participant, you need to:


Click on ‘Manage participants’ and then ‘Create participant’.



Select the centre, if it’s not already selected, and the group you’d like to put the
participant in.



Click on the level you would like to enter, i.e. Bronze, Silver or Gold, so the box
is highlighted.



Enter their first name, last name, gender and date of birth.
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Enter the enrolment date (you can backdate this up to eight weeks if you need
to, depending on when you received their enrolment forms/they started). Make
this date the same for the whole group.



The username will automatically be generated (if an account in that name
already exists, it will include a number after the name). There is no need to
enter an email address as you will be able to manage the participant’s account
using the ‘Leader Recorded’ function. The system will automatically set the
participants passwords as their date of birth in the format DDMMYYYY.



Simply click ‘Create participant’.
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Participant overview
Once created, a participant will appear in your ‘Participant overview’ screen. From
this screen you can access participant profiles as well as seeing the status of their
account.
To access ‘Participant Overview’, you need to:


Click ‘Manage participants’ and then ‘Participant overview’.



Next, you will need to select the group you want to look at using the ‘Location’
box. Alternatively, you can look for individual participants using the ‘User
details’ option.



To find out more about what the individual icons mean next to a young person’s
account, use the key option at the top of the screen.
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Section three: Using the ‘Leader Recorded’
function
Individual participant
The ‘Leader Recorded’ function allows you to go in to an individual participants eDofE
account so that you to access things such as timescales and programme planner
information for an individual.
To access an individual’s account, you first need to check that the participant has been
granted ‘Leader Recorded’ permissions. Please be aware that any account created in a
group with the ‘Leader Recorded’ functionality will automatically have ‘Leader
Recorded’ permissions. To find out whether an individual has permissions, you will
need to:


Click on the ‘Select participant’ option and then search for the participant
using the ‘User details’ box.



If a participant has been granted ‘Leader Recorded’ permissions, then they will
appear with a key icon next to their account.



Clicking on the key icon will sign you in to the participant’s account as the
participant.



If the account is new and has not been accessed before, you must complete the
mandatory fields on the participant’s behalf with their details, such as home
address, emergency contact, new password, ethnicity, and so on, at the
beginning. Ensure you have agreed with your Manager and the participant what
you should be entering in to their account. This only needs to be done once.
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Once you have accessed the account (and added mandatory information if
necessary), you will now need to add the participant’s timescales. To do this,
click the pop up message. You will then be taken to the ‘Overall timescales’
tab at the top of the screen.



Select your chosen timescale option and then click ‘Save’. Once you have
clicked save, this will set the timescales for each of their sectional activities



After the timescales have been set, you can add programme planner
information to the Volunteering, Physical and Skills sections of a participant’s
account. To do this, click on either the speedometer wheel or the ‘Edit section’
button. There is no need to add information to the participant’s Expedition
section as this can be done through the ‘Expedition set up’ function for the
whole group in one go.



Add information into all of the fields that have a red asterix (*) next to them.
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Once you have completed the required fields, you can then click the ‘Submit
for approval’ button.



Any work you submit to the nominated Leader (which may be yourself) also
needs to be manually approved through your own Leader’s screen.
Top tip: As you have submitted all the work in the participant’s account
yourself, just use your own ALERTS screen and ‘mass approve’ the work to
save you checking it twice.



eDofE will keep a record of which participant accounts you have accessed and
when.



To go back to your adult account, simply click the top right ‘Go back’ button.
Do not use the top-left back button in your browser. There is no need to close
your browser.
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A whole group
If a group has been tagged as ‘Leader Recorded’, all the participants’ accounts in the
group are accessible to the Leader using the ‘Leader Recorded’ function (a small key
will be visible under the sign in heading). The ‘Leader Recorded’ menu function allows
you to complete mass actions for a number of participants in the group at the same
time.


Click on ‘Leader recorded’ and then ‘Select participant’ – you can now use
the location box to select a group or use the filter to list participants who have
been tagged.



If the account is new and has not been accessed before, you must complete the
mandatory fields (such as address, emergency contact, new password, and so
on) in each of the participants’ accounts before being able to add mass actions
(see the ‘Individual participant’ section of this guide).
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Adding timescales for a whole group
You may have several participants in your group who are at the same point in their
DofE programme and have chosen the same timescales. You can select the
timescales for multiple participants instead of going in to each account separately,
saving you time.


Go into ‘Leader recorded’ and click on ‘Add timescales’.



Select the ‘Award level’ you are adding the timescales for.



Select the relevant timescales for your group of young people and click ‘Next’.



Use the filter to select the relevant participants. Remember, if an individual or
group isn’t tagged or if timescales have previously been selected, then the
participants will not show up in the list and you will be unable to select them.
Select the participants and click ‘Add timescales’.



The system will confirm that the timescales have been added to the
participant’s account.
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Adding programme plans for a whole group
You may have several participants in a group who plan to undertake a group activity for
a section, or choose the same activity. The ‘Add programme plans’ function enables
you to add the details to one sectional programme planner and allocate it to multiple
participants. This will save time by removing the need to retype the same information
into each account separately. There is no need to add expedition information through
this portal as this can all be added through the ‘Expedition set up’ function.


Go into ‘Leader recorded’ and then click on ‘Add programme plans’.



Select the section you will be adding the programme planner information to, and
click on the coloured icon or the drop down bar to the left of the screen.



Now enter the programme planner information for your group of participants.
You will need to fill in all of the fields that have a red asterix (*).



Once you have completed the relevant fields, click on the ‘Next’ button.
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You can now use the location box to select a group or use the filter to list
participants who have been tagged.



Select the relevant participants and click ‘Add plan’. Remember, if an
individual or group isn’t tagged for ‘Leader Recorded’ or the section start date
you entered is too early, then you won’t be able to add information for these
participants. Please be aware that this function will allow you to overwrite
information for a participant.



Once you have added the programme planner information to the participants’
accounts, the system will confirm the action. To check whether the information
has been added correctly, go in to the ‘Participant overview’ screen and
review the icons next to a young person’s account.



If the information has been added correctly, the relevant section will now show
as an orange arrow icon next to the young person’s account. If there is an issue
with the information being added, then an error message will appear at the top
of the screen.
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Adding programme plans to the Expedition section
Leaders are able to add all of the information required in a participant’s Expedition
section using the ‘Expedition set up’ function. The information for each of the
headings can be added in advance of the actual completion date (apart from the
expedition training).


Click on ‘Manage participants’ and select ‘Expedition set up’. Choose the
group you want to add the expedition information to and their Award level, and
then click ‘Search’.

Expedition training


Click on ‘Training’ and then type the training completion date into the box. Tick
those who completed the training and then click ‘Approve training’.
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Practice expedition


Click on ‘Practice and Qualifying expedition’ and make sure you have
selected the ‘Practice’ tab.



Input the required information into the mandatory fields and then tick the
relevant participants. Click ‘Add expedition to participants’.

Qualifying expedition


Click on ‘Practice and Qualifying expedition’ and make sure you have
selected the ‘Qualifying’ tab.



Input the required information into the mandatory fields and then tick the
relevant participants. Click ‘Add expedition to participants’.
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Expedition presentation


Click on ‘Expedition presentation’ and then fill in the mandatory fields. Once
all the information is added, tick the relevant young people and then click ‘Set
up presentation’.
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Approving sections
As a Leader with a ‘Leader Recorded’ group, you may have entered the same sectional
details into the accounts of several participants. This functionality enables you to mass
approve selected sections from one screen, rather than manually having to go into
each participant’s account to approve them.
Note: This works in the same way as the directly approve function, where you can
approve sections even if they are draft/just submitted as long as the programme plan
and Assessor’s report are in place and the minimum timescales have been reached.


Click into ‘Leader Recorded’ and then select ‘Approve sections’. Select the
filter to find the relevant participants. Remember, if an individual or group isn’t
tagged, then the participants won’t appear on the list.



Tick the relevant approvable section and then click ‘Approve’.



The system will summarise all the section approvals in this grid below. If the
system indicates a ‘failed’ section, then place your cursor over the number and
it will inform you of why it failed.
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Section three: FAQs
Q. After selecting the filters in ‘Leader Recorded’, none of my participants have
shown up in the list. Why is this happening?
A. This has happened because either the participant or the group was not tagged.
Contact your DofE Manager first to find out if the application to switch on the ‘Leader
Recorded’ tag was approved and actioned.
Q. Why can’t I see the ‘Leader Recorded’ functionality?
A. This functionality is restricted to those who might need it. Regions make LOs aware
of its existence so that they can propose groups who might require it.
Q. What happens if I move a participant into a tagged group?
A. They will automatically become a ‘Leader Recorded’ participant as the permission
goes with the group.
Q. What happens if I move a participant out of a tagged group into another group
without ‘Leader Recorded’ permission?
A. They will automatically retain the ‘Leader Recorded’ permission until it is specifically
removed by a designated Regional user. However, unless an adult connected to their
new group has the ‘Leader Recorded’ functionality, then they will not be able to access
it. The same logic works when a participant moves from one LO to another, or centre to
centre. Inform the participants’ new Leader that their account is ‘tagged’ or ask the
participant to remind their new Leader as they will need the permission to access the
functionality.
Q. Can the participant still access their own account?
A. Yes – if they have their username and password. The participant may wish to see
their progress or use some of the functionality, for example with help from a parent.
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