PD:Verified

professional recognition

Welcome to PD:Verified!

We're really pleased to welcome you to our register for faculty team members training the professionals of
the future!

This document will guide you through the membership process and explain about all the various areas you will
have access to once you are approved.

You will be able to create a public Profile page, where you can display images, video or audio; create a Gallery
of images to show more about yourself; and detail your experience and achievements.

You can add your contact details or not, whichever you prefer, and we will only show the general location of
where you operate on our searchable map in line with our data protection policy. You can, however, choose to
display your full address if you prefer, but at your own risk.

You can contact us with any questions or feedback about PD:Verified:

e pdverified@pdapproval.com
e (+44) 03335770908

We look forward to welcoming you as a PD:Verified member.

The PD:Verified Team
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The Application form

PD:Verified is open to anyone with a recognised tutor, assessor, internal quality assurer or external quality
assurer qualification. Check your certificates against our criteria or give us a call if you are unsure.

First Name* Last Name*

Email Address (this will also be your User Name)*

Password* (at least & chrs, upper and lower case letters and numbers) Confirm Password*

Address Line 17 Region®

Your region is required
along with your city to
pinpoint only your general
local on the search map, in
line with data protection.

City*

Country*
United Kingdom

Zip/Postal Code™

Date of Birth*
dd/mm/yyyy m]

Membership Type (Choose 1 or more)*
[ Presenter [ Assessor [ Intemnal Quality Assurer
[ Tutor Level 6 (ProfGCE) O Tutor Level 7 (PGCE)

O External Quality Assurer ) Tutor Law: Tutor Level 4 [ Tutor Level 5

Sectors (Choose 1 or more)®
[ Health and Fitness [0 Hair and Beauty [ Other - please specify

Your Public Profile™

Visual

-
-~
o
i
lih

Paragraph » B I = =

w — AvE QO QE

Delete as appropriate or write your own version.

About me:

I (am newly qualified to) (have been working in) the education sector as part of a faculty team for (years/months/weeks) asa
(tutor/assessor/internal quality assurer/external quality assurer) within a (school/college/university/ private training company)

My professional experience:
I have worked (in or across) (insert sector) delivering training in (insert qualifications).

DIV

Disciplines® (new line each)

Please list the discipline{s) you are able to teach, assess and/or quality assurer, and the level if applicable (for example, Level 3 Personal Trainer, Level 4

Barbering etc)

™~

If your sector is not listed
here, you can add it by
selecting Other so that it
appears on your profile.

Use the pre-populated
text to guide you in
writing your public
profile, which will go
live as soon as you are
approved. Anything in
blue must be updated,
and you can add any
other relevant
information you wish.
Use the slider on the
right to ensure you
have completed each
section.

Text

Add the disciplines you teach in, and the level you are qualified to. As well as
being visible on your page, this information will also help in the search function.

©PD:Approval 2021 PD:Verified User Guide 260v1.3/091



PD:Verified

professional recognition

Either upload five individual
documents or Zip them
together.

cates” (max 5 uploads, max 10MB each; uplead in a Zip felder if more)

Upload your Curriculum Vitae and Releva

Choose Files | No file chosen

Add Another

Make sure you read the Code
of Conduct and Terms and
Conditions before you agree
to them.

| agree to the Code of Conduct® [ Yes

| agree to the Terms and Conditions® [ Yes

Apply Promo Code

If your training provider is one
of our partners, they will be
able to give you a promo code
for a discount.

I'm not a robot <=

You will be directed to our
PayPal Gateway to make
payment either through your
PayPal account or by card, and
to add any promo code

Once you have submitted your application and we receive your payment, your evidence will be reviewed and

we will contact you by email to advise you of your approved status.
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Approval

Once approved, go to www.pdverified.com and check out your personal Profile page using the Search tab. Log
in and make any changes if necessary — these must be submitted and will be checked before they go live.

PD:Verified
.

Hoine Search for your
public profile here.

Username or Email Address

Password
o — e

Click on Login to enter your
details to access the site.

,l KA ,n\ A

Once you enter your login details, you will have the option to go direct to your Account page or to your Public
Profile.

PD:Verified R 0 0 )

ome

Click on the avatar to open the options:

e Account: go straight to your Account page
e My Public Profile: go straight to your Public Profile page
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The Public Profile tab

This is what your pages will look like once you log in.

Your tabs:

Public Profile: your live profile that you can edit.
Media: where you can store images and videos to add to your profile.
Account: your details which are not live

This takes you back

- to the public website. ~—, oot
PD:Verified

Public Profile Media Account

Public Profile
1 item
Title Sectors Skills Disciplines Date [tem Author Featured
Example name - . R = . ; . . Published . -
Fllates, Yoga As58550r, lutor Level D (FrotulC gcarbenng Level £, barbenng Level 5, Level 5 Fersona ainer 2021f06;0? arco Folo yes
Title Sectors Skills Disciplines Date Item Author Featured

Double-click on any of this hyperlinked text to
take you to your pre-populated Public Profile

Under your Public Profile tab, you will see a profile has already been created for you using the information you
provided in your application. You can edit it with more information as well as pictures and video, then submit
to us for review using the Update button.
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Your Public Profile
First work your way down the lefthand side of the screen.

l Public Profile Media Account

Edit Public Profile

Test Test /

Permalink: https://pdverified.com/item /test-test, m

This will be your
name as submitted
on your form.

By add Media Text for public profile viesal |
15U3! &)
Paragraph ¥ B I £ £ 6 = = = £ = 2 = ol
e — A v g O € = (2]
4
About me: «

My professional experience:

Continuing professional development (CPD):

Other information:

Word count: 11 Draft saved at 8:03:34 am. Last edited on 3 June 2021 at 3:07 pm
Labrador Sea Hl
Unitgd 0enmere ot w..!\
- <. Kingdom ) ~vBelarus,
Ireland J + Poland ) 3,
Germany | lEu = ey
N . e
e Ay -~ AR i £
L Bustnial_ "3-.. T o~ e +
o e LR fans
ok =
SETG A .
" Spain e F
3 Greece. Turkey 1Y Turk
Go gle i Portugal Map dst= 2021 Google, INEGI | Terms of Use

Brief overview of Public Profile (max 20 words)

| — 4

Word count: 0

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual excerpts

Profile Image

Options

Subtitle for public
profile name
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Check the
information is correct
and add more text if
required — remember
to use the Update
button on the right of
the text to send it to
us to approve once
you’ve finished.

Populate this field
which will appear as
a brief overview on
the Search page.

Upload a head and
shoulders shot, which
will show up in the
Search page and on
your Profile page.

This subtitle will
appear under your
name on your Profile

page.
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Telephone
Telephone number )

related to item

Additional telephone

numbers No ltems Defined
Additional

telephone numbers

related to item

Email

Email address
related to "Contact
owner button

< 

Add your telephone
number if you wish. You
can add more than one.

Add your email address
here — you can choose
to display it on your
Profile page or link it to
the Contact Owner

button.

Show Email m Display or hide email address on page
<

Contact

bg;:rf owmer Eu Create contact form on page

SOCIAL MEDIA

Show m Display or hide Secial lcons section
<

Open links in new

window m

No ltems Defined

GALLERY

Show m

Display or hide

- - No ltems Defined
Gallery section

To add links to your
social media, turn Show
to On then click on New
Item to add the web
address — always start it
with http://

You can choose to
display a gallery of
images by using Add
New Item to enter a
title for your image and
select an image from
your Media tab.

From here, scroll back up the page to the tick boxes on the righthand side. In the Disciplines box, Sectors are
listed with the relevant disciplines underneath them. First find your Sector, then

tick the disciplines you are qualified in.

The sector you selected on your application form will
automatically be populated here.

/'

The skill/s you selected on your application form will
automatically be populated here.

\

Your sector and disciplines will be populated here based
on the information you have provided — check them to
ensure they are correct.

4
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Sectors -

All Sectors

Health and Fitness
[0 Hair and Beauty
[ Pilates

C] Yoga

skills a
All Skills

Assessor

C] External Quality Assurer

[ Internal Quality Assurer

C] Presenter

C] Tutor Level 3

[ Tutor Level 4

() Tutor Level 5

() Tutor Level 6 (ProfGCE) -

Disciplines -

All Disciplines

[ Fitness
C] Agqua
() Back Pain

[ cancer Rehabilitation

[0 Chronic Respiratory Disease
() Disability -
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Updating your Profile
If you add or amend information in your Profile page, you must submit it for approval. Any changes you make
to the text on your page must go through our review process
before going live.
Publish i

At the top of the page on the righthand side you will see

the Publish box. 9 Status: Published

Use the Preview button to see what your Profile page will @ Visibility: Public

look like before submitting it to us.
¥T) Revisions: 3

All the revisions made to your /
Profile page are recorded here

Once you have submitted your page for approval using the

Update button, you will not be able to make any more

amendments until the page is either approved or returned Example message from the administrator
by the administrator because action is required.

If the administrator is unable to publish your amendments
it is because there is something missing or incorrect in the
information you have submitted. You will receive an email 03/05/21 Thank you for submitting your
telling you that your changes have not been published and profile page however you have ficked any

2 ) disciplines or added a profile picture. Please
to visit your account so see more details. All the update your page and resubmit. If you need
information about the actions required will be recorded in any help, please contact the team on 0333
the Member Admin Notes at the top of the page. 377 0908,

Member Admin Motes &

Once your changes are approved and live, you will be
notified by email to let you know.
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The Media tab

The Media tab contains your Media Library where you can upload any documents, images, video etc that you
would like to display on your Profile page, or evidence of continuing professional development (CPD) that you
have achieved.

Simply select Add New to drag in or upload files. If you upload images whilst in your Profile page, they will be
saved here also.

= %
Public Profile Media Account

Media Library  [[ZIEE

Drop files to upload

or

Maximum upload file size: 256 MB.

H | All media items v | | All dates v | Search

Thumbnails of your uploaded media will be displayed making it easy to locate, and there is also a search
function to help you.

= %
Public Profile Media Account

Media Library |21

All media items

All media items
Images
Audio
Video
Documents
Spreadsheets
Archives
Unattached
Mine

s
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The Account tab

The Account page is populated from your submission form and doesn’t require you to change any of the
details. Nothing on this page is shown on the Public Profile.

t ] ‘
Public Profie Meci fecount _| Open your Welcome Ietter

which includes links to useful
information.

Account

Download your membership
ownload certificate here.

Welcome letter

Membership Certificate

Use this link to submit
details of your CPD for

Log your continuing -
professional development i

Language Gy ‘ Site Default ~ |

St Your username will be the
Name / email address on your

application form.

Username beccywalls@yahoo.co.uk Usernames cannot be changed.

First Name [ ]

These details are pre-
Last Name [ ] populated from your
submission form and do not
appear on your Profile page.

Display name publicly as ‘ ~ ‘ \
This is only displayed in your

account details.

Nickname (required) [ ]

None of these details are shown on your Profile page.

See overleaf for help on the rest of the page.

©PD:Approval 2021 PD:Verified User Guide 260v1.3/091 11



PD: Verified

professional recognition

About Yourself
Account Management

MNew Password

Sessions

Account

Membership Number

Expiration on

Update

Generate Password

Log Out Everywhere Else

You are only logged in at this location.

PDV-000013

20/07,/2022

©PD:Approval 2021 PD:Verified User Guide 260v1.3/091

You can generate a new password
here — save it on your computer
before using the Update button at
the bottom of the page as it will
disappear once you do!

Your membership number and
your renewal date.
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