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We are delighted that you would like to set up your first learning pathway. Please follow the 

instructions below to register with the School, set up, distribute and then report on a learning 

pathway. If you have already created an account on the School, please skip to Step 3.  

 

NOTE: You need administration rights to do this task – if you don’t have them, speak to your key 

contact at the college who can change it or contact Lucy who can give you them. 

 

Step 1: To access all of our free, CPD-accredited, industry-led learning on the School, you need to 

have an account.  

 

To register for an account, please click this link. The below form will then appear. Please enter your 

basic information and use your work/college @ac.uk email. When you are asked to enter your 

trade, please select “Academic”. This form should take no longer than 5 minutes to complete. 
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Step 2: The system will use your email to see if your organisation is already registered. 

 

NB: If it is already registered, it will ask you to join the company (the college/ university) as per the below 

screen. Click the button highlighted in green to join your organisation’s account.  

 

Once confirmed, you will have successfully created your School account. 

 

 

 

 

 

 

 

 

 

 

Step 3: When you have logged in, navigate to your individual dashboard on the School by 

selecting your PERSONAL AVATAR in the top right corner of your screen (highlighted in green 

below).  
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This will take you to your individual dashboard which will look as below. Click on the ‘Take me to 

my company dashboard’ button as indicated below.  

 

Step 4: All admins and owners will have a link found on their company dashboard entitled 

‘Manage learning pathways’. Click on this link (as indicated in the green box below).  

 

NB: If you do not have this feature you will need to request admin rights from your colleagues or the School 

team. 

 

Switch between personal 

and company dashboards 

easily 
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Step 5: On the next screen, click to ‘Create Learning Pathway’.  

 

Step 6: You will be asked to fill out the following details regarding the learning pathway. Please see 

below for more information on what to include for each of the sections.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you would like 

to set up “levels” 

(sets of resources 

increasing in 

difficulty), you can 

select up to 5 

levels (optional). 

Choose “Priority 

Supplier” as the 

“type” of learning 

pathway. 

If your learning pathway contains 

“levels” you can select which level 

needs to be completed before the 

users can proceed (optional). 

Assign a due date 

(optional) 

Leave “conditional 

access” blank.   
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When you have finished filling in the relevant fields, you can scroll down to the bottom and click 

‘Save changes’. 

mailto:Lucy.hunt@supplychainschool.co.uk
https://learn.supplychainschool.co.uk/local/tlactionplans/resources.php?subtopics=fairness%20inclusion%20and%20respect,?formats=event%20or%20workshop
https://learn.supplychainschool.co.uk/local/tlactionplans/resources.php?subtopics=fairness%20inclusion%20and%20respect,?formats=event%20or%20workshop
https://twitter.com/supplycsschool


 

 

PRIORITY SUPPLIER LEARNING PATHWAYS: 

Setting up, distributing and reporting  

CONTACT THE TEAM 
Lucy.hunt@supplychainschool.co.uk 

020 7697 1977 

supplychainschool.co.uk/events 

@SupplyCSSchool 

Step 7: You will then be taken back to the ‘Managing learning pathways’ menu. Please see below 

image which indicates what each button does: 

 

As shown above, to select resources for your learning pathway, click the pen and paper icon.  

On the following screen, simply type a keyword or resource title in the search field next to ‘add 

resource’ and the system will auto-filter for you. You can select unlimited resources. You may want 

users to complete all or some of the resources – you can choose which resources are mandatory, 

and which are optional, or select which number of resources a user must complete to achieve the 

learning pathway. See below screenshot for an example of this: 
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Step 8: Your learning pathway is now ready to send out to your suppliers. Go to your company 

dashboard and click the ‘Priority suppliers’ button.  

 

 

 

 

 

 

 

 

 

 

 

 

On the following page, select the ‘Manage’ button and then click ‘Targets’ (indicated in the green 

boxes).  
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Step 9: You can now set the learning pathway as a target to individual suppliers, business units or 

your whole list, assign a due date and send an email alert.  

 

You can keep track of the targets you have set by toggling to the ‘Target list’ section. Here, you can 

see the due date (if enabled), whether the target has been achieved, and other information. 

  

 

 

 

 

 

 

Step 9:  Send out the link to your students, along with any information you deem necessary 

concerning due date, topics, etc. Please include the STUDENT GUIDE Registration and Learning 

Pathways PDF in any communications you send to help them complete the learning pathway.  
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Step 10: For more in depth reporting you can navigate back to the ‘Manage learning pathways’ 

menu. To see how many suppliers have completed the learning pathway you can see the figure 

under the ‘Completions’ tab and you can also download the ‘Report’ (highlighted in the green 

boxes) for more detail on supplier’s progress. 

If you have any questions on the above, please do not hesitate to contact either Lucy or Holly.  
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