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Getting started with the Skills Audit system 
With an Internet connection and the skills audit system your school or LEA can begin to track 
progress in ICT skills using a number of analytical tools.  
 

Help Overview 

The skills audit system has three levels of access as follows… 
 
Teacher – can take audits, review audits and view a progress report of audits taken over time.  A 
teacher will only ever see audits they have taken. 
 
School Administrator – same as teacher but can view the individual analysis for teachers across the 
whole school and view whole school reports (i.e. all teachers in the school integrated into one 
report). 
 
LEA Administrator – can view the school administrator pages for every school in the LEA – can also 
view overall reports (i.e. all teachers across the whole LEA integrated into one report).  The LEA 
administrator can also access the various administrative screens. 
 
Your level of access will decide which parts of this help you should read. 
 
Regardless of your level of access, you should read the ‘creating an account’, ‘logging in’, ‘taking 
an audit’ and ‘reviewing your audits’ sections. 
 
 
Alternate Help 
If you cannot find the answer you are looking for within this help text – please email 
help@ictaudit.org.uk with details of your problem. 

 
Basic Setup 

In order for the Skills Audit system to run, you will need access to the following: 
 

• A Microsoft Windows PC with Internet Explorer Web Browser 
• An Internet Connection (broadband recommended but optional) 
• Access to a Printer (optional) 

 
The skills audit system is web-based which means there is no software you need to download or 
install although this does mean that the speed of your Internet Connection will affect the 
performance of the system (broadband is recommended but not required). 
 

Launching the skills audit system 
To access the skills audit system you need to open the Internet Explorer web browser.  This is 
launched by clicking the blue ‘e’ symbol on your desktop or quick launch bar: 
 

 



 
 
 
 
 
 

The address of the Skills Audit system is shown as follows: 
 
http://www.ictaudit.org.uk 
 
You need to enter the above address into the address bar of your web browser: 
 

 
 
Once you have arrived at the page, you can put it into your favourites for easy access next time. 

 



 
 
 
 
 
 

Teachers 
This section of the manual applies to both teachers and school administrators (who should still take 
audits). 
 

Creating an Account 
If you have already created an account with the skills audit system then you can skip to the next 
section (‘Logging In’). 
 
Before you take an audit, you need to tell the system a little about yourself so it can tailor the 
questions to suit you.  You only need to create an account once – every subsequent time you 
return, you can use the same details to login. 
 
Once you have entered http://www.ictaudit.org.uk into the address bar of your browser, you will 
see the login and register tabs on the home page. 
 
Click on the REGISTRATION tab to proceed to the registration form, this is shown as follows: 
 

 
A screen shot of an example registration form is shown on the next page: 
 
 



 
 
 
 
 
 

 
Example registration form for a KS3 teacher… 

 
 

School Details 

Choose your school by selecting the city/town it is in from the first drop down list.  When you have 
selected your city/town, the list of schools below will have changed and should contain your school. 
 
Once you have chosen your school, please enter its DfES number and phone number into the boxes 
provided. 
 



 
 
 
 
 
 

Personal Details 

Enter your name and your current working email address into the boxes provided.   
 
You will need a password for subsequent visits – it is best that you use a password containing more 
than 6 characters and at least one number – please note that you cannot have spaces or 
punctuation marks in your password.  Once you have entered your password, re-enter it into the 
confirm password box, this makes sure that you entered it correctly. 
 

Key-stages & Subjects 

So the system knows which questions to ask you, it needs to know what key-stages and (if 
applicable) subjects that you teach. 
 
Tick the key-stages that you teach, if you have ticked KS3 or KS4, a subject list will appear – tick 
the subjects that you teach. 
 

Acknowledgement & Submission 

Once you have completed the form, please read the statement at the bottom of the page regarding 
data protection and click the box that states you have read and agree to the statement. 
 
That’s it all done! Now you can register by clicking on the register button: 
 

  
 
If there is a problem with the registration form a message window will either alert you or the page 
will return with a red message similar to the following: 
 

 

Confirmation & Account Details 

Once the registration is complete – your account details will be returned to you on screen.  Use the 
print button to print the page for future reference. 
 
The box titled YOUR ACCOUNT DETAILS shows your username and password – you will need both 
of these to access the site again in future. 
 

 
 



 
 
 
 
 
 

Click on the LOG INTO ACCOUNT button or return at a later date and follow the LOGGING IN 
section below. 
 
 

Logging In 
So the system knows who is using it and for security you are required to ‘login’ to the system each 
time you arrive.  Once you are logged into your system homepage, you will be able to take audits 
and conduct analysis on previous audits. 
 

Login to the System Homepage 

You can access your system homepage by entering your username and password into the login 
screen on the homepage of the site.  An example is shown below. 
 

 
 
Note - ensure that CAPS LOCK is turned off when you are entering your password. 
 

Password Reminders 

If you have forgotten your password, providing you can remember your email address you can use 
the password reminder to email it to you.  Click the Forgotten Password link in the LOG IN tab 
(shown above).  This will open a small window, enter your email into the box and click the REMIND 
ME button. 
 
Providing the email you entered links to an active account within the system, your password will be 
emailed to you instantly. 
 
The password reminder window is shown below: 
 

 
 

System Homepage 



 
 
 
 
 
 

Once you have logged in, you will see the system homepage.  This is the main page for a teacher 
in the Skills Audit system and it gives you links to the following functions: 
 

• Take new audits 
• Review the answers from previous audits 
• View analysis from previous audits 
• View overall analysis in a timeline 
• Launch (and request) the administrators screens 
• Edit account details 
• Log-out 

 
A screen shot of the homepage is shown below: 
 

 
System homepage with 5 audits done in the past… 

 
The CURRENT AUDITS tab displays information about any audits that are currently underway and 
provides a link to take a new audit. 
The ADMIN OPTIONS tab provides access to edit your account details and the administrator 
screens (more later). 
 
The COMPLETED AUDITS tab displays a summary of all audits you have taken in the past, date 
ordered.  You can click Review  to review the answers in an audit or Summary  to view the 
analysis for an audit. 
 
The link at the bottom of the COMPLETED AUDITS section will launch your overall progression 
report which gives you a summary of all the audits in a timeline. 
 
There is more information on each of these sections later in the help document. 
 
 

Taking an Audit 
To take an audit you first need to login (see the LOGGING IN section). 
 

Launching an Audit 



 
 
 
 
 
 

Once you are at your system homepage, you can use the CURRENT AUDITS tab to take the latest 
audit.  Providing you do not have an unfinished audit, this will appear as follows: 
 

 
 
Click on the link and the audit window will open. 
 
If you have an unfinished audit, the CURRENT AUDITS tab will appear as follows: 
 

 
 
You can delete the unfinished audit by clicking on the bottom link or you can complete it by clicking 
on the top link (this will cause the audit window to open). 
 
PLEASE NOTE – the system enforces a minimum 2 week gap between audits.  If you click the 
launch audit button within two weeks of taking one previously, a message will be shown.  Simply 
return after the 2 weeks have elapsed and you can launch another audit. 
 
This is done to ensure that the timeline analysis has enough space between audits to represent a 
balanced progress over time. 
 
 



 
 
 
 
 
 

The Audit Window 

The audit is contained within a window with a title bar at the top, the list of questions down the left 
and the current page on the right hand side. 
 
A screen shot of an audit with all possible questions listed on the left hand side is shown below: 
 

 
 

An audit window with all questions displayed… 



 
 
 
 
 
 

Starting the audit 

The first page you will see is a short introductory message and a START button: 
 

 
 
Click the start button and you will be taken to the first question in the audit. 
 

Navigation 

The audit window contains several tools to help you get around the various questions.  The most 
important is the question list on the left hand side. 
 
This contains a colour scheme that helps you see which question you are currently on, which 
questions you have completed and what section the questions are in. 
 
The Overall Questions section is shown in the tree as follows: 
 

 
 
 

• The Orange sections represent a group of question pages. 
 

• The Grey sections represent a completed question page. 
 

• The Red section represents the page you are currently on. 
 

• The Blue sections represent question pages you have yet to complete (the red 
outline is activated by rolling the mouse over the section). 

 
 
By clicking on a question page’s title in the tree (the ones with numbers in the row) it will display 
that question page in the right hand side. 
 
You can also use the arrows on each page to move forward and backwards through question 
pages:  
 



 
 
 
 
 
 

Answering Questions 

There are a number of different style questions in the Skills Audit.  The most basic is a 1 to 10 
response to a question.  In all instances, once you have entered your information and moved to the 
next page, it is saved for the next time.  The following is an outline of the different types of 
questions you will be asked in audit: 
 
1 to 10 
These questions are asking simply how confident you feel about the issue it raises.  So for 
example, if you have inserted Clip Art into several formats of document and know where to find it, 
you would answer between 8 and 10 to the question below.  If however you were not sure what 
Clip Art is, you would answer between 1 and 3. 
 

  
 
There are no rules for what you answer to the 1 to 10 questions, simply ask yourself how confident 
you feel and click what accompanies this. 
 
Non Applicable 
Some questions may not be applicable to you if you do not have access to the right equipment.  In 
these instances questions may be de-activated until you state they are relevant. 
 

 
 
In the example shown above – the actual question remains de-activated until you tell the system 
that you have access to the required equipment.  Note that for these question pages, you can still 
select N/A for individual questions if they do not apply. 
 
Open Text 
These questions simply require you to enter any comments you feel are relevant to the question.  
They are not used in any statistical analysis but are useful as points for feedback. 
 



 
 
 
 
 
 

 
 
Usage & Frequency 
Usage questions ask you how often you use an item of equipment (if you use it at all).  If you enter 
‘I Use’ into the usage field, the frequency field becomes active and you can select how often you 
use the item of equipment. 
 

 
 
Tick Box 
These questions are usually quite simple in that they require a yes/no answer in the form of a tick 
for yes and the absence of a tick for no.  The example below illustrates this much better: 
 

 
 
Worded 
Worded questions are much like 1 to 10 questions in that they try to gauge a score – they should 
be easier to answer however because they provide worded equivalents to the number scale in the 1 
to 10 questions: 
 

 
 
 

Finishing the Audit 

Once you have answered all the questions you can use the red arrow buttons or the button on the 
tree to get to the finish page: 
 



 
 
 
 
 
 

 
 
If you still have questions to answer – you will be shown a table summarizing how many questions 
there are and in which sections they are: 
 

 
 
You don’t have to complete the entire audit in one sitting; you can close the audit (by using the 
close button  in the top right) and return at a later time to complete the rest of the questions. 
 
If you have completed all of the questions, you will see the finish audit button: 
 

 
 
Click this and the window will close finishing the audit for this sitting. 
 

Printing the Audit 

If at any time during taking the audit you want to print out the questions, you can do so by clicking 
the print button in the top left: 
 

 
 
This will take you to a page which summarizes all of the questions in the audit to print out. 
 
Use the two links to print out the audit (which will launch a standard print window) and return back 
to the normal audit window. 
 
 

Reviewing Individual Audits 
Once you have completed any number of audits – you can review the answers you gave or the 
analysis at any time. 
 
On your system homepage, you will see the COMPLETED AUDITS tab as shown below: 
 



 
 
 
 
 
 

  
 
The COMPLETED AUDITS tab gives you a history of all audits you have taken in the past. 
 
The Audit Taken column shows when each audit was started with the finished column showing 
when the last questions were completed.  These may well be on different days if you left an audit 
halfway through and returned at a later date. 
 

Reviewing Answers you gave for an audit 

To review the answers you entered into any given audit, click the Review button -  on the same 
row as the audit you want to see. 
 
This will open an exact copy of the audit window with the tree on the left and question page on the 
right. 
 
You can navigate as normal by using either the tree (as discussed in Taking An Audit) or the red 
arrow buttons:  
 
 
 
PLEASE NOTE – when you are reviewing an audit, any changes made to the answers given will be 
discarded and you will be told of this by a pop-up message. 
 
 

Analysing Individual Audits 
On the COMPLETED AUDITS tab (on the system homepage) you will see another icon in each audit 
row – the summary icon -  
 
Click this in order to open the analysis for one audit as is shown below: 
 



 
 
 
 
 
 

 
 

The target analysis for an individual audit… 
 
The analysis you will see for one audit is what’s known as the TARGET ANALYSIS. 
 
With all analysis screens – you have the option to print or close the current page. 
 

Printing the Analysis 

In order to print the analysis page, you can use the print button:  
 
The print button is located in the bar at the top of the screen. 
 

Closing the Analysis 

To close the analysis, you can use the close button:  
 

Target Analysis 



 
 
 
 
 
 

The purpose of the target analysis is to highlight to you, based on your answers in an audit, which 
areas you are doing well in and which areas might need improvement. 
 
The system takes your answers and calculates weighted averages across sections.  These weighted 
averages are what decide which part of the report the section is placed in.  The weighted average 
takes into account the importance of the section (General skills are more important than most 
other sections) as well as the key-stages that you teach. 
 
In the red side (NEED TO IMPROVE) each section is ordered with the lowest scoring at the top. 
 
In the green side (DOING WELL) each section is ordered with the highest scoring at the top. 
 
On both sides – the number of sections are limited to 5 each.  This means that if every section 
were placed into the DOING WELL side, you would only see 5 sections in the whole report (as they 
are all placed on the right – which is limited to 5 sections). 
 
You can expand or contract the individual questions in each section by using the + and – symbols 
next to the section title.  There are 3 questions shown per section in the order decided by which 
side the section is on (NEED TO IMPROVE or DOING WELL). 
 
Click on the + to expand the extra questions and the – to contract them, the two views are shown 
below: 
 

 
 

 
 

Bar Graph 

The bar graph shows the average score for each section.  If the bar appears in red, then that 
section is part of the NEED TO IMPROVE side.  If the bar appears in green, that section is part of 
the DOING WELL side. 
 
Click on Toggle Graph to show and hide the graph.  An example is shown below: 



 
 
 
 
 
 

 
 
 

The bar graph from the target analysis for an individual audit… 
 

KS3 & KS4 Analysis 

If you are a secondary school teacher and selected some subjects when you registered, you will 
have answered the KS3 & KS4 questions (ICT across the curriculum) in your audit. 
 
The KS3 & KS4 analysis gives you an overview of how many answers were given across the 4 
different types of answer (Unsure of meaning, Never, Occasionally, Regularly). 
 
You can use the + and – symbols to show and hide the actual questions in each section. 
 

 
 



 
 
 
 
 
 

Analysing Multiple Audits 
The Skills Audit System allows you to track progress made in the audits you have taken.  It does 
this by comparing the scores of audits over time. 
 
To access the Overall Progression Report, go to the system homepage and you will see a link to it 
at the bottom of the COMPLETED AUDITS tab, as shown below: 
 

 
 
Click this link and the overall progression report window will open.   
 

Audits over time 

The analysis window will show each audit you have taken in date order from left to right - this is 
shown by the following screen shot: 



 
 
 
 
 
 

 
 

The overall progression report for one teacher… 
 
As you can see – the dates of each audit are shown in blue (in date order from left to right) along 
the top of the table. 
 
The numbers in red show the average score for each audit, the numbers in black show the average 
score for each section within the audit. 
 
If you are a secondary school teacher you will have answered questions from the KS3 & KS4 
section (ICT across the curriculum).  The numbers in green show the average scores for questions 
in this section. 
 
You can see that each cell has a different colour of background; these colours have different 
meanings as follow: 
 
 



 
 
 
 
 
 

RED = lower than previous score 
GREEN = higher than previous score 
GREY = not taken in the audit 
WHITE = no previous score 
 
You can view the TARGET ANALYSIS for any individual audit by clicking on the blue date at the top 
of the column. 
 

Line Graph 

The line graph gives a graphical representation of the progress made over time.  Each point 
represents the overall average score for the audit (and if applicable, the KS3 & KS4 questions from 
it – represented in green). 
 
Click on Toggle Graph to show and hide the graph.  An example is shown below: 
 

 
 

The line graph from the overall progression report for one teacher… 
 
The dates of the audits that each point represents are shown along the bottom of the graph. 



 
 
 
 
 
 

Editing Account Details 
If you want to change your email address, password or key-stages / subjects that you teach - you 
can use the ADMIN OPTIONS tab on the system homepage, as shown below: 
 

 
 
You can use this tab to access the account details page (click on the first link). 
 
Or you can use the top menu-bar, which contains the same two links as follows: 
 

 
 
Click the Edit Account Details link to access the account details page. 
 
On this page, there is a form that enables you to change your email address, password and key-
stages / subjects that you teach.  The form is shown as follows: 
 

  
You can change your name, email address and telephone number on the left hand side and your 
password on the right hand side.  For security reasons, if you want to change your password, you 
must re-enter your existing password into the Current Password field. 
 
As with the registration form – if you teach KS3 or KS4 and tick those boxes, a list of subjects will 
appear – click the subjects that you teach. 
 

Logging Out 
Once you have finished with the Skills Audit system, you can log-out by using the link in the menu-
bar on the homepage (shown above) or simply close the window that contains the system. 


