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What is a School Administrator
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chool Administrator

A School Administrator can Register Tutors and NQTs at your
school.

School Administrator Access Privileges

- Add NQTs.
- Add Tutors.
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How to log in to NQT/ECT

Manager
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NQT/ECT Manager log in

. . . You should never
Yog will need to login to NQT Ma.nager with your ol VS e G (ST
unique username and password in order to use belonging to another member
the system. of staff. This is against the
terms and conditions of using
\_ ) ngtmanager.com. If you
e Entering a Username and Password require access to NQT
\ Manager please ask an

To return to the login page from any NQT existing Tutor, Induction

Manager page you can click on the Login link

Coordinator, or Head Teacher

to add you to the system as a
from the top right corner of the screen. If this Tutor.

link is not available and your see Log Out instead

\this means that you are already logged in.
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NQT/ECT Manager log in

managen

Demo's online NQT support and induction management system Need From the Login Page you will need to:
Welcome to our paperless NQT Management system. This service allows you to register your NQTs and submit their

electronic assessments securely online.

a Click here if you don't know your login details or can't access your account

Register Your School’s Induction Coordinator

Enter your username and password.

Login
If you are from a school and your school is new to this
If you don't know or can't remember your website, your school's induction coordinator will need to E nte r 'YOU can use the ShOW Password CheckbOX to see What YOU are

username/password click here to reset it. register their details. They will then need to be authorised entering for yOul" paSSWOrd,

Username: by the Appropriate Body. eEnter the username and password exactly as you received them.
e

Password:

_— U M | o o
- Show password o= | Ceerranue® Click on Log-in to be taken to your dashboard. If you
Need some extra help? Then our user . .
manuals are here to get you up and CIICk On Cannot |Og|n tO ECT Manager please see HOW tO

running. Download them now. Retrieve a Username or Password.

*Can't access your account?



https://www.nqtmanager.com/login.aspx

How to retrieve a Username anc

Password

The password recovery page can be used for retrieving login details
for all users at your school.

Accessing the Password Recovery Page

The link to the password recovery page is below the Login Details box
on the Login page.
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Click on the ‘Can't access
your account link

This will give you three
different methods to
retrieve your login details.
You only need to enter one
and click the accompanying
continue button

If you do not have any
security questions assigned
to your account, we will
send you a password reset
link.

We've sent a password reset link to your registered email address. Click on the link and you will be

taken to a page to enter a new password. This link will be valid for one hour.

managenr

NQT Management S

Demo's online NQT support and induction management system
Welcome to our paperless NQT Management system. This service allows you to register your NQTs and submit
electronic assessments securely online.

~
d Click here if you don't know your login details or can't access your account

Register Your School's Induction Coordin(

Login

If you don't know or can't remember your
username/password click here to reset it.

If you are from a school and your school is new to

website, your school's induction coordinator will ned

register their details. They will then need to be autl

Username: by the Appropriate Body.

Password:

O User Manuals
1 Show Password

*Can't access your account?

Need some extra help? Then our
manuals are here to get you up



Reset your Password

If you have forgotten, or don't know your login details, you can reset them here. You can use one or more of the
three options below. Please ensure the details you enter are linked to the account you are trying to access.

Enter one of the pieces of information which you know and click the continue button below the text box.

Email Address

Please enter the email address that you are registered on the system with. If you are an NQT and your email
address is wrong on the system, your tutor, head or coordinator can update this for you from your overview
page. If you are a tutor, your head or coordinator can update this for you from your details page.

.

Mobile Phone

Please enter the mobile number that you are registered on the system with. If you are an NQT and your mobile
number is not entered or is wrong on the system, your tutor, head or coordinator can update this for you from

Your Email:

your overview page. If you are a tutor, your head or coordinator can update this for you from your details page.

Your Mobile No:

Username

Your username is the username that you normally use to login to NQT Manager. If you are an NQT and do not
know your username, your tutor, head or coordinator can find this for you from your overview page. If you are a
tutor, your head or coordinator can find this for you from your details page.

Your Username:

If you do have security questions assigned to
your account you can fill them out and reset
your username and password with

Reset your Password

o To be able to reset your password you will also need to answer your two security questions.

Security Questions

If you can't remember or don't know the answers to your security questions, just click here and you will be emailed
a password reset link.

What Is Your Mothers Maiden Name?

What Is Your Fathers Middle Name? ‘

? Can't remember my security questions

If you can't remember your security questions; click
the red button to have your login details sent to you.



Creating a new Tutor

1. Login to NQT/ECT Manager.

Dashboard

O
O

O

Create New Tutor

Add a new tutor,
head or coordinator
to assign NQTs to.

User Manuals

Manuals to help
guide you through
the whole NQT
process,

Availlable Courses

Courses availablefor
your NQTs to go on.

Register NQ1
Add a new NQT, or

transfer an existing
one to your school,

Helpdesk

Add a helpdesk
ticket if you are
having problems
using the site.

Booked Courses

Courses you have
already booked for
your NQTs.

2. From the top grey menu click on Tutors.

3. Click on the Create a new Tutor link.

© 00

Update My Detalls

Change your login
emall address and
your password.

Resources

See documents and
links that have been
uploaded by your
Appropriate Body.

Course Packages

Buy in for courses.
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Creating a new Tutor

You will need to:

1. Complete all of the required information. 2. Ensure that the email address is
entered correctly. NQT/ECT Manager
Crualyaum Tutee will use this email address to inform of
::zs;:l.:::Z:::i:-Lh:ﬁ;:t::;g:::;z:;o;:‘p:;-tutor‘s details, Once all sections have been completed, impOI"ta nt Informatlon Such as When
e assessments are due.
o 3. Choose a password that is not easy to
— guess
Sraes Frsse Soct ] 4. Click Save Details.
Received Tralning?: v, [3] (Not NQT Manager Traming).
Oate Received? (s [ (Ot [l 2025] 5. An email will be sent to the Tutor’s
Password: o .
e email address with the K
username and password. "\
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Register an NQT/ECT
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Register an NQT/ECT

1. From the top grey menu move your mouse pointer over NQTs. A drop down menu
will appear.

Your NQTs Assessments Tutors School Courses Resources My Account HE|D & Support
Register NQT

List of NQTs

Alerts

XL Register a New NQT

1. Select Register NQT/ECT
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Teaching Agency Registration Information

Complete all of the required information.
Please Note:

You cannot register an NQT/ECT that NQT Registration - Step One - Personal Details
does not have a Teacher Reference Thoae Gerails ot e exmeety Tac Some 25 Shbae reaietbred itk the Natanal Callent far Testhin ana Leagership,

including middle name(s) where those were registered.

Number. Contact your Awarding Body .
if you do not know what this is. First Name: | |

Last Name: [ |
Previous Surnames: I:I (if applicable)
The Last Name and Date of Birth must Emall Address: | |

Date of Birth: [15 v | August v |1996 v |

exactly match what is registered with e e N

the TeaCh | ng Agency [ This NQT did their training outside of England and does not have a TRN
National Insurance: | |

Registration Type
Please select the registration type that best suits your NQT:

Click on Save and Continue. = A new NQT, starting thelr first term of induction

 An existing NQT who has already partially completed induction at this school

0 An existing NQT who has partially completed induction at a different school

VKK

milton keynes council



Contract Details

Complete all of the required information.

NQT Registration - Step Two - Contract Details
(satt {g[DggﬁugT)Inducllonl | Please Select... Ll

Please select the term date from above. If the NQT did not start on the first day of the term, please also tick the checkbox
below and entel date that the NQT sta

The NQT started between terms:

How Many Days per week:

5 days @ week (Full Time) ¥ | (This includes release time).

Contract Type: |Please Select... v |

Year(s) NQT is to teach: To shoose multiple years, please hold down cerl
v

and click each requi

Subject(s) NQT is to teach: -] Io,fhmose multiple subjects, please hald dawn

crrl and click each required 'subje

Have references been sought for this NQT?
| Has this NQT completed the skills tests for Numeracy and Literacy?

Induction Tutor
Please select the NQT's induction tutor from the list, or alternatively, click the 'Add New Tutor' link to add a new tutor.

Induction Tutor: [ Testono Testerino - Head | Add New Tutor

4 Back

To select multiple years to teach hold down
the CTRL button on your keyboard and click
on each year.

Please Note: It is important that you select
the correct days per week as this will be used
when generating assessments.

Select an existing Tutor from the drop down
list or click Add New Tutor.

Click Next Step.
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Training Details

Complete all of the required information.

NQT Registration - Step Three - Training Details * If the teacher training institute
S — . ' is not available select Other.
| OARRRSEREETT e To select multiple qualified
subjects hold down the CTRL
button on your keyboard and
I e click on each subject.
* Click Next Step.
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Home Address

Complete all of the required information.

* Click Next Step.

NQT Registration - Step Four - Home Address

Please enter the NQT's home address below.

Street: |:|
Toun ]
county: ]
Postcode: |:|

Telephone (Home): |:|
Telephone (Work): |:|
Telephone (Mobile): |:|
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Confirm Registration Details

Confirm Registration Details

L]
Flease check each jtem of Information to ensure that It s correct. If you wish to alter any of the details then click
the modify button beneath that section. You will be taken back to that step of the registration process where you
can alter any of the INformation.

Once you are satisfied that all Information is correct, please click the button at the bottom of the page marked

Check that the NQT/ECT’s

dane matters. org. uk
Date or Birth: 1s/a/1996

Personal Detalils

Teacher Ref. Mo

= R details are correct.

e
Contract Details
BUBJECT(S) To teachs Dasign & Technology .
T s
T
A o
References Soughts Y . .
==L e I S ra I O
L ]
Training Information I l
e S
T e ° D I |t a I I sSigen t h e
e

212

registration form.

A5s1zE7s456112
a5s12879456112

- st

Previous Schools if transferred during Induction Pericd

MO previous schools added. ..

- ean

Courses

Buy 10t ves
s

Complete Reglstration

S T e i e milton keynes counci
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Digital Signature

Thank you for registering your NQT. To complete the registration process the registration needs to be digitally
signed by the Headteacher. They will need to login using their own username and password and they will be able
to digitally sign the registration.

You are currently logged in as Testono Testerino, role Head

[ View Printable Form

What Happens Next?

To complete the registration process, you now need to digitally sign the registration. Once you have digitally
signed, the NQT's registration will be submitted to your appropriate body for approval.

Digital Signature

Your digital signature is a very important part of the NQT process. Rather than using paper forms, we require you
to digitally "sign" the forms, without ever having to put pen to paper or post anything. Digitally signing the
registration is considered the same as signing a paper copy in legal terms. Only the signatory themselves must
use their digital signature.

To digitally sign this registration, just tick the box below and then click the 'Digitally Sign Form™" button.

Sign Form

|| Tick this box to Digitally Sign this Registration.

Any questions
please contact the
ECT Administrator
on ECT@milton-
keynes.gov.uk
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