RE/LECT
Tipsheet

Tip sheet: Accessing the CPD case studies proforma

Click the create new button, click more and select proforma from the menu.

REfLECT

select a proforma from the list below

1) Application for Q/ATLS

) Hewett Driver Action Research Bursary Applic
‘) IfL All Staff Day - Getting to Know the Secto
'} IfL Case Sudies Application

) IfL Professional Farmation

‘) Monthly 1:1 Meetings

create i tools
new view upload
file

This will open a list of proformas you can access. Select IfL Case Studies Application,

and click the green tick button to continue. The application form will open in a new
window, and look like this:
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maore...

Display Options

RE LECT

Institute for Learning
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Edit title & description

IfL Case Sudies Application

Case study applications for publication in IfL journals must be of sufficient rigour and interest to our
members. The publication of case studies is intended to demonstrate the quality and innovation of our
members in meeting the requirements of IFL and its stakeholders.

This form will gather some initial detail and judgement of submissions, as well as record an outline of
proposals submitted so far. This will then be used to inform future commissioning.

Personal details

Full name

Membership number
Membership grade

Please describe your job role

Complete all the fields before clicking save changes at the bottom of the form. This will

save the form to REfLECT and show you the completed asset.

If you wish to make any changes, you can click edit response. If you are finished, just
close the window to return to your REfLECT pad.

If you wish to submit your application form later, click the green tick button to save and
close it. Your form will be saved in your assets and you can also return to send it later

with these steps.

©IfL 2009



more...

(® prooma

You have '@
What w

-

gateway
) Vi .‘
(é{ = I -y blog

e Q- 4 cpd record

aa| word
2 printer
¥
00' add/e

/j tag this asset

:‘ " S ./- i,
\H _/.l

create - tools
new view upload
file

To submit the application form, you must send it to the case studies gateway. To do

this, hover over send to... and click gateways.

Click the gateway icon at the bottom right of the pad. This will show a list of all available
gateways. Select case studies, which may be a sub menu of research. Then click the

green tick button to submit. Sending your case study will subscribe you to the gateway.
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The Hewett Driver gateway will open to show you that your application form has been

successfully submitted and you will receive an email notification as a receipt.

If you make any changes from within REfLECT these changes will register immediately
on the gateway. Similarly, if you delete your application within REfLECT it will also be

removed from the gateway.
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