
 

 

 

 

 

 

 

 

 

 

 

ProPortal – Guide for Access (Parents / Guardians) 
 

 
ProPortal is a platform which allows registered users the opportunity to view key information 
about their son/daughters progress at College including tracking of assessments and attendance. 

 
This document provides an explanation on how to register an account on ProPortal and login. It 
also shows the key sections of ProPortal and what they can be used for. 

 
Please Note: Throughout this document you will see some blocked out areas as we have used 
actual example pages from ProPortal. This has been completed in accordance with data 
protection. 
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REGISTERING AN ACCOUNT 

1. To access ProPortal, go to the College website at www.southessex.ac.uk. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. From the drop down select ‘Parent Portal’. 

 
4. You will see the following screen, Click ‘Submit account request’. 

 

2.  Click on ‘logins’. 

http://www.southessex.ac.uk/
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5. You will be presented with the following screen. Please complete the form below in full 
and click submit request at the bottom of the form. Please make sure you keep a copy 
of your username and password as you will need these to gain access to ProPortal. 
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6. You will receive an email asking you to validate your email address by clicking on a link. 

Please check your email inbox including your SPAM and clink on the link. 

 
7. We will complete some checks before providing you with access. You will receive a 

confirmation email when all is complete. 
 

8. To access the account go back to the parent portal which can be accessed from the 
College website (steps 1 - 3) and then enter your username and password that you set up. 
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LOGGING INTO PROPORTAL 

1. Once your account request is approved, enter your username and password and then press 

the green ‘Log In’ button. 

 

 
2. Once you have logged in you will be presented with the following page. Make sure the 

current academic year is selected in the highlighted drop down next to the ProPortal logo. 

 

3. Click on the area where the students name and picture which appear. 
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4. You will then be presented with this dashboard screen. 

 

 
5. From this screen, you can access a range of information using the TABs at the left side of the 

page. The rest of the guide will provide you an overview of each section. 
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LEARNER DETAILS 

This is accessed by clicking on the ‘Information’ and ‘Learner Details’ Tab and will provide an 
overview of the course(s) the student is enrolled on and the tutors who teach them. 

 
 
 
 
 
 
 

 
This will take you to the following page 

 

 

Alongside this information, you will also see the different parts of the study programme the student 
is enrolled upon. This will include English and Maths and any work experience. 
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MARKBOOK 

This is accessed by clicking ‘Markbook’ in the information drop down. The Markbook is used to 
track assessment progress. You will also be able to view the assessment schedule. 

 

When you view the markbook, you will see is a drop down that asks you to select a student 
group. Click on the drop down and select the student group as the image below shows. Select 
the student group which includes ‘Main Aim’ in the title and the current academic year. 

 

 
 

 
A new page will appear. This allows you to see a summary of assessment progress on the 
selected course as well as a breakdown by units, assessments and tasks. You will also be able to 
view the assessment schedule. 
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You will be able to access the assessment schedule from the tab called ‘assessments’. This will 
list the assessments and date the assessment is due in called Date Expected. 
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Learner Journey 

This section can be accessed by selecting the ‘Learner Journey’ Tabs. 

The learner journey section is where a student will go to record their plan for successfully 
completing their course. The various sections allows students to review their targets and record 
their career aspirations and what they feel their strengths and areas for development are. Their 
tutor will help them complete the required sections including their Intended destination, whether 
that is moving to a new course at the College or progressing into employment on completion of 
their programme. In this section you can also view attendance. 

 

 
MY TARGETS 

This can be accessed from the ‘Learner Journey’, and ‘My Targets Grades’ tabs. 

This section shows a Target grade which has been set based on GCSE qualifications and a 
currently working at grade set by their tutor. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The currently working at grade will be set by the tutor based on work that has been assessed 
completed. 
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MY ATTENDANCE 

This can be accessed from the ‘Learner Journey’, and ‘Attendance’ tabs. 

 
This is an area which displays a student’s attendance for the various components of their study 
programme. It includes a % attendance for the different elements of a programme and any late 
marks. 

 

 

 
SMART TARGETS 

 
This can be accessed from the ‘Learner Journey’, and ‘My SMART Targets’ tab. Each student 
will be set a minimum of three targets and these will be displayed in this section. Each student will 
have a target set on personal development, numeracy and literacy. 
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INTENDED DESTINATIONS 

This can be accessed from the ‘Learner Journey’, and ‘Intended Destinations’ tabs. 

We like to ask students what they intend to do on completion of their programme. This could be 
either to progress onto another course in the College, University, apprenticeship or seek 
employment. This section allows us to capture this information. 

 

MEETING AND COMMENTS 
 
This can be accessed from the ‘Meeting and Comments’ tab 

 
 
This section provides a list of any meetings which have taken place between the student and their 
tutor. 

 

 


