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Heinemann Sure Skills Literacy and Sure Skills Numeracy are two online courses aimed at 
supporting learners who want to improve their literacy and numeracy skills. 

For learners, the courses provide: 

• step-by-step learning, using relevant resources at the right level 

• practice activities and mini-tests to build confidence  

• the opportunity to work independently and at their own pace. 

 

For tutors, Sure Skills provides 

• a comprehensive bank of learning materials and activities, mapped to the Adult Core Curricula 
for Literacy and Numeracy 

• the opportunity to build individual plans for each learner and manage different ability levels  

• a simple management system for setting work and checking progress. 

 
 
 
This guide gives brief details on the steps that you need to take so that you and your learners can 
start using Sure Skills. 
 
Full details on the Tutor’s role and the full functionality of the Sure Skills service can be found in 
the ‘Help for Tutors’ file. This can be accessed from the Log-in page under the ‘Help’ button. 
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1. Your role 
 
As a Tutor, you can: 
• view and use the Sure Skills course content 
• upload additional resources for learners to use 
• create and modify learning plans for individuals and groups of learners 
 
You are responsible for: 
• creating assignments for learners 
• tracking and monitoring learners’ progress 
 
In order to access Sure Skills, your Sure Skills College Administrator must first set up users, 
create classes and give them access to the courses that your college/organisation has 
subscribed to. Please check that this has been done. 
 
Only Administrators can set up users and classes, so if you need to carry out these functions, 
please ask your College Administrator to set up two logins for you: a Teacher login and an 
Administrator login. 

 
2. Before you begin 
 
If you are using Internet Explorer, please ensure that “Show friendly HTTP error messages” does 
not have a tick beside it. You can check this by going to the internet browser navigation bar and 
selecting ‘Tools > Internet Options>Advanced’. 
 
3. Logging in 
 
The first screen that you will see is the Log-in Screen: 
 

 
Figure 3: Log-in screen 
 

Quick Tour 
provides a high 
level overview of 
the features and 
benefits of the Sure 
Skills products. 

Help provides in-
depth information 
regarding how to 
utilise the features 
within the Sure Skills 
service. There is 
separate Help for 
Administrators, 
Tutors and Learners. 

Credits provide 
information 
regarding 
contributors to 
Sure Skills. 
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To log-in you will need to enter the College/Organisation ID, your Teacher User Name and 
Teacher’s Password. You should get these from your Sure Skills College Administrator. 
Remember that your log-in details are case sensitive. 
 
After logging in as a Tutor, you will see a page that contains 2 tabs: Classes and Tutor 
Resources.  
 
 
 
 
 

 
Figure 3a: Classes and Tutor Resources 
 
4. Viewing Content 
 
To view the Sure Skills content, click on the class name on the ‘Classes’ tab, and select the 
‘Content’ tab on the right hand side of the screen. 
 

 
Figure 4: Viewing content 
 

The Classes tab contains links to all the areas 
from which you can set assignments for 
Learners and view reports on their progress. 

Tutor Resources contains additional resources 
such as Lesson Notes and Resource Sheets.  
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Click on the course hyperlink (in blue) to take you through to the course content. 
 

 
Figure 4a: Viewing content 
 
The next few screens that you will see show the course menu structure. Click on the elements 
that you want to view. 
 

 
Figure 4b: Viewing content – sample level menu 
 

This shows 
you the level 
and the 
subject.  
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Figure 4c: Viewing content – sample main menu 
 

 
Figure 4d: Viewing content – sample main menu 
 
Click through the screens to view the content. 

This shows you the units.  

This takes you to the 
Introduction. It tells you which 
topics are covered in the Unit. 

Each unit is divided into 
Topics. Each topic has both 
learning and activities. 

The Skills Reviews gives 
Learners the chance to think 
about their learning and how 
they are doing. 

At the end of each unit is a 
Mini-test. Learners can use 
this to check that they have 
understood the learning. 
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4. Sure Skills content 
 
The content is broken down into Literacy and Numeracy courses, each covering a particular Level 
(Entry Level 3, level 1 or Level 2), and is designed to help learners refresh or improve their 
knowledge and skills 
 
The Sure Skills Literacy and Sure Skills Numeracy courses are mapped to the Adult Core 
Curricula for Literacy and Numeracy. Each course consists of between 4 and 7 Units at each 
level. The format of each unit is the same – there is an Introduction, followed by Topics covering 
specific Learning Objectives which are reinforced with Learner Activities. At the end of each Unit 
there is a Skills Review where the Learner can self-assess their progress, and a Mini-test. 
 
The content pages look like this: 
 
 
 
 
 
 

 
Figure 4: Sample content page from Literacy Entry 3 
 
 
 
 
 
Click on the ‘Classes’ tab if you want to set up assignments after viewing the content. 
For further information on the Sure Skills content, please see the ‘Help for Tutors’ file. 
 

Use the Navigation 
Controls to move from 
screen to screen, 
control the audio 
(on/off), print pages and 
use the glossary. There 
is also a calculator for 
the Numeracy content. 

The Zoom Panel lets 
you magnify the 
content pages.

The Curriculum 
Reference drop-
down shows how 
each page maps 
to the adult core 
curriculum. 

The Breadcrumb Trail at the top of the 
screen provides information on which part 
of Sure Skills you are in. It also provides a 
quick way of navigating back to the Tutor 
pages.  

Use the Audio 
Control Panel to 
play, stop and 
re-play the audio 
on screen. 

As part of the learner paced 
environment, the Flashing Hand 
points users to the next action 
they are expected to undertake 
within the content page. Until 
they click on the flashing hand 
the page will remain static. 

Use the 
Animation/Video 
Control Panel to 
play, stop and re-
play animations 
and videos.
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5. Setting up assignments (My Work) 
 
The steps below show you how to set up a basic assignment using Sure Skills content. 
You must set up an assignment for learners to be able to access the Sure Skills content. 
Before creating an assignment, please check that your Administrator has created 
accounts for all the Learner Users to whom you want to give the assignment. 
 
For full details on uploading files and other resources, please see the ‘Help for Tutors’ file. 
 
• Step 1 – Select the 'Classes' tab. 
 
• Step 2 – Click on the Class for whom you want to set the assignment. This will bring up the 

’My Work’ page for that class. 
 
• Step 3 – Click on the ‘Create new assignment’ button. 
 

 
Figure 5: Creating an assignment 
 
This will open a new screen where you will input the details for the assignment. 
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• Step 4 – Enter the name of the assignment in the ‘Name’ box. 
There are no rules regarding the naming convention for your assignment. 

 
• Step 5 – Enter the start date for the assignment in the Start date box.  

The date must be entered in the following format: dd-mm-yyyy, so to enter a start date of 9th 
May 2006, you would input 09-05-2006. 

 
• Step 6 – Enter the end date for the assignment in the End date box.  

The end date will always be pre-populated with the current date, but you can amend it to any 
date that you wish. 
The end date must be entered in the following format: dd-mm-yyyy, so to enter a start date of 
9th June 2006, you would input 09-06-2006. 

 
• Step 7 – Enter the description for the assignment in the Description box.  

There are no rules regarding the description for your assignment. You may wish to include an 
instruction to the Learner here. 

 
Having followed Steps 4 – 7 above, your assignment screen should look something like this:  
 

 
Figure 5a: Creating an assignment 
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• Step 8 – Click the ‘Create assignment’ button on the right hand side of the page. 

 
Figure 5b: Creating an assignment 
 
The screen will refresh, and the ‘Create assignment’ button will say ‘Modify assignment’. 
 
Step 9 – Now add the content of the assignment. Add Sure Skills Courses to your assignment by 
selecting the appropriate course from the drop-down list, and clicking the ‘Add’ button. 

 
Figure 5d: Adding Sure Skills course content 
 
The page will refresh, and the Course will be listed underneath the Content section.  
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• Step 10 – Now decide whether you want to include a whole course or only part of it in your 
assignment. Click on the ‘Modify’ button to the right of the listed item.  

 

 
Figure 5e: Choosing which parts of a course to assign 
 
A new screen will appear within which you can select which part of the course you want to assign. 
 
• Step 11 – Choose which bits of the course you want to assign by checking the boxes. Now 

click on the ‘Modify’ button on the right hand side of the screen. 
 

 
Figure 4e: Assigning the whole course 
 
You will be returned to the main assignment screen. 
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• Step 11 – Now select the learners by checking the box. By default all Learners in the class will 
automatically be pre-selected (pre-checked). Click ‘Set users’. 

 

 
Figure 5f: Assigning learners 
 
Click on the ‘My Work’ tab at the top of the page, or on the Class Name on the left hand menu 
and you will be taken to the ‘My Work’ page for this class. You will see that your assignment has 
been added to the list of work for that class. 
 

 
Figure 5j: Checking the assignment 
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To check the details of the assignment, click on the blue underlined assignment hyperlink. 
You will be taken to a page which shows all the details of the assignment. This is the same view 
that the Learner has when they log in and click through to an assignment.  
 
If you click on the ‘Enter’ button under Content, you can go through into the course content.  

 

 
Figure 5k: Checking the assignment 

 
For full details of how to modify and delete assignments, please refer to the ‘Help for Tutors’ file, 
where you will also find details of marking assignments (optional). 
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6. Progress Reports 
 
You can view your Learner’s progress through their assignments on an on-going basis. 

o By my work –allows you to compare the progress of multiple Learners. 
o By users – allows you to view a single Learner’s progress. 

 
6.1 Viewing Reports ‘By my Work’ 
On the ‘Classes’ Tab click on ‘By My Work’ within the Reports section. 
 
Select the assignment that you wish to check progress on by clicking the ‘View’ hyperlink. This 
will take you through to the Progress Record for that assignment. 
 

 
Figure 6.1 Viewing Reports 
 

 
Figure 6.1a: Viewing Reports 

Check the boxes 
and press ‘Set’ 
to see different 
bits of the 
record.

Click here to 
print the record. 

The key shows 
you what the 
symbols mean. 
You can only 
print the Skills 
Review. 

The activities 
and the mini-
tests shows your 
score. 

Side by side columns 
allows you to compare 
multiple Learners’ 
progress.
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6.2. Viewing Reports ‘By users’ 
 
On the ‘Classes’ Tab click on ‘By users’ within the Reports section. 
This will display a list of all the Learners within your classes. 
 

 
Figure 6.2: Viewing Reports 
 
Select the Learner whose progress you want to view by clicking on the ‘View’ hyperlink. 
 

 
Figure 6.2a: Viewing Reports 
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This will take you to a screen showing a list of that Learner’s assignments.  
Select the assignment which you wish to view the learner’s progress on by clicking on the ‘View’ 
hyperlink. 
 

 
Figure 6.2b Viewing Reports 
 
This will take you to a screen showing that Learner’s progress through that particular assignment. 
 

 
Figure 6.2c Viewing Reports 
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7. Tutor Resources 
 
Each Sure Skills course has lesson notes and resource sheets.  
 
These are automatically assigned to the class tutor at the same time as the rest of the course 
content is made available. However you need to create an assignment using the Sure Skills 
content before you can use them. 
 

 
Figure 7: Tutor Resources 

Scroll down the 
page to access 
the Numeracy 
Tutor Resources 
if your college / 
organisation has 
purchased Sure 
Skills Numeracy. 
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8. Further support 
 
For further help and support, please contact your Sure Skills Administrator in the first instance. 
 
The following help files can be found on the Login page of the Sure Skills website: 
 
• Getting Started for Administrators 
• Getting Started for Tutors 
• Getting Started for Learners 
 
• Help for Administrators 
• Help for Tutors 
• Help for Learners 
 
• Frequently asked questions 
• Accessibility Options 
 
www.heinemannsureskills.co.uk 
 
www.heinemannsureskills.com 
 


