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Why OneFile – Scoping &
Due diligence

You are 
here!



Version 5.0 – Workflow



Workplace Roles & Responsibilities

• Very little “on the ground” has changed
• We’re using a different tool - the training isn’t different!
• Your candidates still need the same support and guidance

• This is a new system for everyone, but remember when:
• You first used a mobile phone…
• You got your first social media account…
• You got Sky TV…



Apply for verification

Activate account

Getting started…

Apply for portfolio (e-mail)

Issue training plan
Activate account

Accept training plan

Submit evidence
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Mark evidence

Verification



Getting started…

www.ibms.org/education/onefile/user-videos/
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The
Roles

Perspectives on OneFile



Functionality as a Trainer 



Functionality as a Trainer 



Functionality as a Trainer 



Functionality as a Trainer 



Functionality as a Trainer 



Issuing a Training Plan



Functionality as a Trainer 

• Starting from the trainer dashboard…



Functionality as a Trainer 

• Scroll to the bottom and click “Training plan templates”



Functionality as a Trainer 

• A list of prepared templates is presented



Functionality as a Trainer 

• Choose who you want to release the training plan to…



Functionality as a Trainer 

• Select “remote session” and uncheck “Set planned visit”



Functionality as a Trainer 

• This will be a loooong list! You can edit dates here, but that’s it!



Functionality as a Trainer 

• Sign the plan (tick the box!) and hit “Assign”
• OneFile will confirm what you have just done!



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 



Functionality as a Candidate 

• DO NOT USE!!!
• Witnesses don’t get a OneFile Login
• They can’t see what the candidate has uploaded/submitted
• You would be vouching for the witnesses assessment of the SoP’s

• The IBMS is deprecating this feature…



Functionality as a Trainer 



Functionality as a Trainer 



Functionality as a Trainer 

Check / uncheck 
to suit evidence

Powerful gap analysis…



Functionality as a Trainer 

The candidate sees…



Functionality as a Trainer 



Functionality as a Trainer 

Save; task
NOT completed

Save; task 
completed

Put it back
on task list

DO NOT 
PRESS!

Only tick when 
happy to sign-off



Functionality as a Trainer 



Functionality as a Trainer 



Functionality as a Verifier 



Functionality as a Verifier 



Functionality as a Verifier 



Functionality as a Verifier 



Functionality as a Verifier 



Functionality as a Verifier 

OR



Functionality as a Verifier 



Functionality as a Verifier 

Starts like this…

You select criteria to confirm you agree…



Functionality as a Verifier 

You select criteria to confirm you agree…



Functionality as a Verifier 



Functionality as a Verifier 

Verifier Trainer Candidate



Thank You!

Any Questions?

?
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