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The corporate administrator 

allocates coursework and 

exams to staff members 

The Corporate user guide informs company administrators how to include a staff 

member in the corporate scheme and how to allocate him or her coursework and 

exam parts. For information on how a staff member accesses coursework 

assignments or schedules exams, see the Personal user guide. 

Staff members can access 

the parts and exams that are 

allocated to them 

The corporate administrator needs to order and pay for the coursework and exam 

parts. Each paper has 5 parts. Staff members decide later which coursework parts to 

download or which exams to book. 

http://www.ableowl.com/Publications/Samples/Personal%20qualification%20user%20guide.pdf
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Figure 1 – Procedures flow chart  

Include a staff member in the corporate scheme 
The corporate administrator 

can invite staff members to 

join the scheme, or staff 

members can request to be 

invited 

There are two ways a staff member can be included in the corporate scheme: 

(i) The corporate administrator can invite staff members to be included via email 

(see 1A Invite staff members to be included in the corporate scheme below) 

(ii) A staff member can request to be included in the scheme by sending an email 

(see 1B Request an invitation to join the corporate scheme on page 5) 

 

1A Invite staff members to be included in the corporate scheme 
The administrator can invite 

a staff member to be 

included in the scheme 

The first way for a staff member to be included in the corporate scheme is for the 

administrator to invite them to be included (1 A in Figure 1). 

 (1) The administrator opens the AbleOwl website 

http://www.ableowl.com and chooses My account 

from the left-hand panel (Figure 2).  
Figure 2 – Click My account 

 (2) The administrator logs in to their AbleOwl 

account (Figure 3). 

 
Figure 3 – Log in 

http://www.ableowl.com/
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 The administrator’s 

My account page 

appears (Figure 4).  

 

 

Figure 4 – Corporate administrator’s My account page 

Go to the Corporate 

qualification administration 

page 

(3) The administrator scrolls down and clicks Go to corporate qualification page, found 

under the heading My current products.  

The Corporate qualification administration page appears (Figure 5).  Figure 5 does not 

show the full width of the page: the full page also shows the exam scores and 

number of exams sat by each staff member. 

 

 Figure 5 – Corporate qualification administration page 
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Invite a staff member 

 

The administrator sends an invitation as follows:  

(4) In the box Email address of staff member to invite, enter the email address of the 

person to invite, then click Invite staff member (see Figure 6).  

That sends the staff member an invitation email containing a link to request 

inclusion in the scheme. 

 

 

Figure 6 – Click to email an invitation to the staff member 

If necessary, create a user 

profile for the staff member 

If the staff member does not have an existing account, a Create a new user profile box 

appears (Figure 6). 

The administrator must complete all the details, as shown in Figure 7, and click the 

OK button.  

The staff member receives 

an email containing a link 

The staff member will 

receive two emails. The first 

email sends the staff member 

an invitation containing a 

link to request inclusion in 

the scheme. 

The second email contains 

their username and 

password, which are 

generated by the system 

(5) The staff member opens 

the email with the link to 

request inclusion in the 

scheme, and clicks the link. 

The link takes the staff 

member to their Personal 

Qualification page (Figure 9). 

 

Figure 7 – Create a new user profile box 

The staff member may be 

prompted to log in 

If the staff member is a new user, a dialog box will appear instead, prompting him 

or her to log in to their account (Figure 8). 
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 (6) The staff member enters their 

username and password, then clicks Log 

in.  

The My account page appears. 

(7) The staff member scrolls down and 

clicks Go to Personal qualification page 

under the heading My current products. 

The Personal Qualification page 

appears. 
 

Figure 8 – Log in to existing account 

                                 

  Figure 9 – Personal Qualification page 

 (8) The staff member enters the administrator’s email address in the Corporate 

administrator email address box (near the bottom of Figure 9). 

The staff member follows 

the email link and requests 

inclusion in the corporate 

scheme 

(9) The staff member clicks Submit request email. 

The corporate administrator receives an email, which has a link to include the staff 

member in the corporate scheme. 

 (8) The administrator clicks the 

link in the received email.  

A dialog box appears asking for 

approval to include the staff 

member (Figure 10). 

(9) The administrator clicks OK. 
 

Figure 10 – The administrator chooses to include 

the staff member 

 The staff member’s name appears in the Corporate qualification administration page as 

an assigned staff member. 

 

1B Request an invitation to join the corporate scheme 
Staff member can request to 

be included in the scheme 

The second way to be included in the corporate scheme is for the staff member to 

request to be included (1B in Figure 1).  
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 (1) The staff member opens the 

AbleOwl website 

(http://www.ableowl.com), and chooses 

My account from the left-hand panel 

(not shown). 

(2) If the staff member has an existing 

AbleOwl account, they log in. (Figure 

11). 

The My account page appears.  

Figure 11 – Log in or create a new account 

 If the staff member does not have an existing account, refer to How a staff member 

creates a new account on page 9. 

(3) The staff member scrolls down and clicks Go to Personal Qualification page under 

the heading My current products.  

The Personal Qualification page appears (Figure 12). 

 
Figure 12 – Personal Qualification page 

Staff member submits a 

request to be included in 

the corporate scheme 

(4) In the Corporate administrator email address box (shown near the bottom of Figure 

12), the staff member enters the corporate administrator’s email address. 

(5) The staff member clicks the button Submit request email. 

The corporate administrator receives an email, which has a link to add the staff 

member in the corporate scheme. 

 (6) The administrator 

clicks the link. 

The dialog box shown in 

Figure 13 appears. 

 

Figure 13 – Choose to include a staff member 

http://www.ableowl.com/
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 (7) The administrator clicks OK. 

The staff member’s name appears in the Corporate qualification administration page as 

an assigned staff member. 

 

2 Allocate coursework and exam parts to staff members 
The administrator allocates 

exams and coursework 

The administrator can allocate coursework and exam parts to staff members who 

are included in the scheme. 

 

 

 

Choose a staff member 

(1) The administrator 

goes to the Corporate 

qualification 

administration page 

(Figure 14). 

(2) The administrator 

selects the staff 

member. 

 
 

Figure 14 – Allocate a part or exam to a staff member 

Select the number of parts 

(or exams) to allocate 

(3) The administrator chooses 

Allocate part (or Allocate exam). 

The Allocate part dialog box 

appears (Figure 15). 

(4) The administrator sets the 

number of parts to allocate (1 

is the default), then clicks OK. 

 

Figure 15 – Allocate part dialog box 

 For the selected staff member, the value in the # number of papers allocated column 

increases (Figure 15). The staff member receives an email that informs them of the 

allocation, and explains how to access study materials. The email has a link to 

access their AbleOwl account. The staff member activates and downloads their 

choice of coursework part or books an exam for a part. 
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Figure 16 – The # number of papers allocated column 

3 Activate and download coursework and exams 
 Once the administrator allocates coursework or exams to a staff member, the staff 

member receives an email informing them how to access the study material. For 

these steps, refer to the Personal user guide. 
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How a staff member creates a new account 
The staff member can create 

a new account 

A staff member can create an account. 

(1) The staff member opens the AbleOwl website at 

http://www.ableowl.com and clicks My account in the 

left-hand panel. 

 

Figure 16 – Click My account 

 (2) The staff member clicks Create new account 

(Figure 17). 

The Sign up webpage appears (Figure 18). 

 

Figure 17 – Create a new account 

Fill out the details, and click 

Submit 

(3)  The staff member completes all 

the details, as shown in Figure 18, 

and then clicks the Submit button.  

The user’s Account summary page 

appears (Figure 19).  

The staff member is receives their 

username and password, which are 

generated and emailed to the staff 

member by the system. 

 

 

Figure 18 – Fill out the new user’s details 

http://www.ableowl.com/
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 The staff 

member must 

use the 

generated 

username and 

password to log 

in for the first 

time, but can 

then update 

their username 

and password 

from the Account 

summary page if 

desired (Figure 

19). 

 

Figure 19 – The new user’s Account summary page 


