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[bookmark: _Toc16050223]Creating Activities/Journals
To create a new Activity/Journal, the administrator chooses the ‘Manage’ option under the ‘Activities’ menu item.  
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Selecting ‘Create new activity’ opens the Activity/Journal Builder tool. 
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Each Activity/Journal requires a valid name and description. The colour is an optional field for use within the Myshowcase.me user interface wherever Activities/Journals are displayed.
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In the example below, the Activity/Journal has been named ‘Review meeting notes’ and a token colour has been added.
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Utilising a drag and drop approach, activity fields are added onto the Activity/Journal Builder panel. These are all date input/capture fields. These form the basis of how you want to design your Activity/Journal records.
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In the example below, the administrator has added some fields to the Activity/Journal: Meeting date (Date Picker), Attendees (Text input) and a yet unnamed Text block.
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Hovering the mouse over the untitled gives the administrator the option to either ‘Edit’ or ‘Remove’ the item.

Choosing to edit the item gives the administrator a modal containing he detail of the text block. 


[image: ]
Giving the Text Block the name ‘Notes’ is immediately reflected back on the display of the Activity/Journal record.
[image: ]
The administrator continues to work through adding the required Activity/Journal Fields onto the panel, building up the how they want the Activity/Journal record to look. At any point, the administrator can save their work as a ‘Draft’, returning later to complete it.
 [image: ]

There are logging and views rules that can be set against each Activity/Journal. They define who can view, add and modify the Activity/Journal records.
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When the administrator is happy with the Activity/Journal set-up, they can ‘Publish’ it.
Once published, it immediately becomes available for sharing with any number of groups and organisations. Members of these groups and organisations will have the Activity/Journal available within their Myshowcase.me personal space for them to use.  
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[bookmark: _Toc16050224]Sharing Activities/Journals
When a learner was working with a framework, there had a ‘My Frameworks’ menu option available to them.
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[bookmark: _Toc16050225][bookmark: _Hlk15929748]Adding Activity/Journal entries 
An admin can add records into an Activity/Journal if the permissions allow them to: “Admins can log for users”. 

[image: ]
The ‘Add entries’ option under the ‘Activities’ menu item presents the administrator a listing of Activities/Journals they can add entries to.

In the example below, Gillian can add entries into the ‘Review meeting notes’ Activity/Journal. 
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From the group ‘Nursing Associate Students 2019 Group E’ the administrator selects the Activity/Journal of Jill James to add an entry into.

If required, the admin could select multiple users to add the same entry into. 
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After completing the ‘Review meeting notes’ record, the administrator simply clicks the ‘Submit’ action button to add the record into Jill’s ‘Review meeting notes’ Activity/Journal. 



[bookmark: _Toc16050226]Viewing Activity/Journal entries 
An administrator can view Activity/Journal records for the groups and organisations they administer. The area to view these Activities/Journals is found under the ‘Activities’ menu item.
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An administrator uses the user interface to select the user they are interested in. From there, they can see the users Activities/Journals they are eligible to see. Choosing an Activity/Journal will display the recorded entries.
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[bookmark: _Toc16050227]Personal user: working with Activities/Journals
When an Activity/Journal is shared with a personal Myshowcase.me user, an Activity/Journal icon appears on the Myshowcase.me menu bar. Clicking on the icon displays the Activity/Journals the user can work with. These is no limit to the number of Activities/Journals a personal Myshowcase.me user can have.
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Viewing an Activity/Journal displays its contents to the user. Based upon the Activity/Journal permissions, the user may be able to modify some of the entries and add new entries.  
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Adding a new entry is straight forward. The user completes the required Activity/Journal record fields and ‘Submits’ the entry. 
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2

image2.png
= 0 [ System Administrator -3

Activities
B Activities 2]

Gillian Peters Create and manage activities for use within your Myshowcase.me admin space. Once defined, they can be allocated to recipients to log entries against.

em

Name & Description & Created & Status $ Updated ¢ Actions

Activities

Manage





image3.png
= 0

Activities > New activity

Bty bulder Ancay can nlybepublshes s conirs oot [, FRETETRY oo o IR Y T TS

G‘”ia'} s Activity Detail Chosen Activity Fields
Drag & drop activity fields here
to add them to your activity
p
R Activity Fields:
Drag an rop any ofthe fllowing ilds on < the panel o th igh 0 ad them o your
acity

= Text input
i Date picker © Time picker
14 Number = Choice

Activity Rules:
Define the entry interaction rules admins and users have on this activiy.

Note: all permitced admin users according to their allocated role can view activity entries.





image4.png
Activity Detail

Name:

Give your activity a name

Description:

Give your activity a description

Colour:




image5.png
=0

Activities > New activity

B Actiity builder

Activity Detail Chosen Activity Fields

Review meeting notes

Review meeting notes

Activities
Manage
< Activity Fields:
Drag and crop any of th following fields on © the psnel on the ight o add them o your
sty
—Textinput = Text block
i Date picker © Time picker
14 Number = Choice

Activity Rules:
Define the entry interaction rules admins and users have on this activiy.

Note: all permitced admin users according to their allocated role can view activity entries.

Targets:

naciiy conorly b publshed i concins e Q) (BT s s e (NI

Drag & drop activity fields here
to add them to your activity

8 System Adminisuraor g1

prry—




image6.png
Activity Fields:
Drag and drop any of the following fields on to the panel on the right to add them to your

= Text input

i Date picker © Time picker

13 Number





image7.png
=0

8 Sysem Adminisaor @

Activities > New a

Bty bulder naciy comonly b publshed i concins ot J) Y o os o (SRR APubich | Publshand alocare

Activity Detail Chosen Activity Fields

Meeting date

Review meeting notes

Attendees

Review meeting notes

i Untitled

a
[edrica

Activities )
Manage
& Activity Fields:

Drag and drop any of the following felds on o the panel on the right to add them 10 your

acivy.
= Textinput Text block
i Date picker © Time picker

13 Number = Choice
Activity Rul

Define the entry interaction rules admins and users have on this activiy.

Note: all permitced admin users according to their allocated role can view activity entries.





image8.png




image9.png
=0

Activities > New activity

B Actiity builder

Activity Detail

Review meeting notes

Review meeting notes

Activities
Manage
< Activity Fields:
Drag and crop any of th following fields on © the psnel on the ight o add them o your
sty
= Text input
i Date picker © Time picker
14 Number = Choice

Activity Rules:
Define the entry interaction rules admins and users have on this activiy.

Note: all permitced admin users according to their allocated role can view activity entries.

Chosen Activity Fields

Meeting date

Attendees

Notes

i aciiy conorly b publshed i concins e ) (BT s s o (SR

 System Administrator





image10.png
.me ) [ System Administrator :

- Activities

qa
L= B Activities P

Gillian Peters Create and manage activities for use within your Myshowcase.me admin space. Once defined, they can be allocated to recipients to log entries against.

Name & Description & Created & Status $ Updated ¢ Actions
@ Review meeting notes Review meeting notes. 02 Aug 2019 02 Aug 2019 (]

B Activities

Manage





image11.png
Activity Rules:
Define the entry interaction rules admins and users have on this activiry.

Note: all permitced admin users according to their allocated role can view activity entries.

i Admins can log for users

@ Users canview

@ Users canlog.

Users can modiy




image12.png
Q

Activities > Rey

meeting notes

B Actiity builder

Activity Detail

Review meeting notes

Review meeting notes

Activities
Manage
& Activity Fields:
Drag and drop any of the following felds on o the panel on the right to add them 10 your
acivy.
= Textinput Text block
i Date picker © Time picker
13 Number = Choice
Activity Rules:

Define the entry interaction rules admins and users have on this activiy.

Note: all permitced admin users according to their allocated role can view activity entries.

8 System Adminisuraor g1

An activity can only be published if i contains  vaic [N (RSN, and at least one (TR Apubiish | e Publish and allocate
iy lybe p pt ity

Chosen Activity Fields

Meeting date

Attendees

Notes




image13.png
‘me o B System Administrator €8

- Activities

aq
| F B Activities 2]

Create and manage activities for use within your Myshowcase.me admin space. Once defined, they can be allocated to recipients to log entries against.

reate new activity

Name & Description & Created & Status $ Updated ¢ Actions

02 Aug 2019 [#]=]x]

@ Review meeting notes Review meeting notes 02 Aug 2019

Activities

Manage





image14.png
P Allocate ac y 'Review meeting notes'

Allocate individuals

tions.





image15.png
A Allocate activity ‘Review meeting notes'

You can publish an activi nbination

elect to make the activity available to the members of tho:

rganisations and gra published
organisations and group

me avalable for administrators of

w and make u:

Make activity ava

Groups  Organisations

Group name

2 Dispensing Optician Apprentices 2019
2 Dispensing Opticians

2 Health Care Assistant Practiioner Sudents
2019

2 Health Care Assistant Students 2019 Group |

12 Health Care Assiszant Students 2019 Group K

2 Nursing Associate - NMC 2018 - Group F

2 Nursing Associate Students 2019 Group £

Regiscered Nurse - Degree NMC 2010 Group.

18 Groups

ble to users: [ Ves, | would like to make this activity availsble to users that are members of the organisstions and/or groups | have selected.

Group description

Dispensing Optician Apprentices 2019

Dispensing Opticians

Health Care Assistant Practiioner Students 2019

Health Care Assistant Students 2019 Group |

Health Care Assistant Students 2019 Group K

Nursing Associate - NMC 2018 - Group F

Nursing Associate Students 2019 Group £

Registered Nurse - Degree NMC 2010 Group R

Avalabilty date:

You can select a period of time during which the actvity
will be available to people to choose and complete.

< August 2010

.
m- -

o [os 06|07 | | 0| 0

n 2 |nu s 6|

PRI

= PEERERE]

< Juy 2020 >

o - -

os [0 o7 0 w0 n

123 us 6w

v w0 2 = u

BRI

Selecting no available from’ date will make the published
activity available from the published date. Selecting no
“available to' date will make the published activity
available indefinicely.

Cancel





image16.png
‘me =0 B System Administrator €8

- Log Activity

qa
=5 B Log Activity

Gillian Peters You have published the following activities. You can log an entry for a user on an activity by first selecting an activity and then selecting a user.

Name & Description & Created & Updated ¢

@ Review meeting notes Review meeting notes 02 Aug 2019 02 Aug 2019

B Activities

Add entries





image17.png
.me

= Q0 [@ System Administrator -3

LogActivity > Review meeting notes

& Select users + Log Review meeting notes
By adding this entry for selected users, you are also allocating the activity to those users if they haven't already Fill in the activity below and then choose the users you would like to push this to.
been allocated
Vieeting date
a Nursing Associate Students 2019 Group E v
elect a date [
Users

Wendy Adams

Jack Badge

Activities
sally Blue

Add entries sally Jackson

tri

Jill James

20993

5Users





image18.png
.me

Gillian Peters

Activities

Add entries

Ia)

Log Activity

& select

> Review meeting notes

users

By adding this entry for selected users, you are also allocating the activity to those users if they haven't already
been allocated

Users &

20993

5Users

Nursing Associate Students 2019 Group E

Wendy Adams

Jack Badge

sally Blue

sally Jackson

Jill James

1 User selected

[ System Administrator

+ Log Review meeting notes

Fill in the activity below and then choose the sers you would ke to push this to.

Meeting date
05 August 2019
Attendee:

JillJames, Gillian Peters

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore
et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut
aliquip ex ea commodo consequat.|

-3




image19.png
= 0 @ system Administrator %

View entries

B View entries

Gillian Peters Here you can report on 2 user's activity entries for 3 selected activity. Use the organisation/group drop down to filter the users list, select a user tnen one of their activities they've interacted with.

& Selecta User

B Nursing Associate Students 2019 Group €

& Wendy Adams
’ Jack Badge
sally Blue
View entries

JillJames

e sally Jackson





image20.png
= 0 @ system Administrator %

View entries
B View entries

Here you can report on a user's activity entries for a selected activity. Use the organisation/group drop down to filter the users list, select a ser then one of their activities they ve interacted with.

@ View entries

& Selected User: Jll James

Jill James

Select an activity to see Jill James entries. Optionally, filter the entries using 2 date range and search for entries using the keyword input.

Activity: | Review meeting notes Date:  2019.01-01-20200101  Keyword:

Completed  Date Meeting
by completed ~ date Attendees Notes Actions
Gillian 02Aug2019 05 Aug Jill)]ames, Gillian  Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation [ 2] =]

Peters 2019 peters ullameo laboris nisi ut aliquip ex ea commodo consequat.





image21.png
myshowcase
me Eshowcases W Progressview ~ @Reports  BiForms  # Apprenticeship v
.

+) Create showcase

Here are your allocated activities

@ FReview meeting notes





image22.png
myshovcase
& Stuff Eal st e~ @ Reports A
.me ?

Daterange:  2019.01-01 - 2020.01-01 Keyword
Date
added  Meeting
¢ date  Attendees  Notes Actions

Added by

Gillian Peters
9 eniam, quis





image23.png
@® MyShowcase > View activity entr X+

=

c

@ https://app.demo.myshowcase.me/#!/viewactivityentries

Q




image24.png
Progre: pprentic

@ Vie + Add activity.
Daterange:  2013-01-01 - 2020-01-01 Keyword:
Date
added  Meeting
Added by s date Attendees  Notes Actions

ﬂ Jill James

B Gillian Peters





image1.png
-
myshowcase

«me




