Sign up process for My Advance HE

1. Visit My Advance HE https://my.advance-he.ac.uk/ and click on Log in, top right.

My “AdvanceHE

Welcome to My Advance HE

View and manage your profile, book
programmes and events and apply for
Fellowship.

View our events
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2. To create an account, click on either the Sign up now link in the blue text or on the Sign up now link
beneath the purple Log in button

L)
My “AdvanceHE
If this is yqm y MMy Advance HE
pleas If you are a

previous N aerermyor My LF user you
can use the email address associated
with your old account to 'Sign up now’
and activate your My Advance HE
account.
If you already have a My Advance HE
account please log in.

phil.dunseath@advance-he.ac.uk

Forgot your password?

. -

Daon't have an account?  Sign up now

MNeed help to sign up or log in? Please see our
guidance notes, visit our support page or email
mysupport@advance-he.ac.uk
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3. Enter your email address and click Send verification code

< Cancel

My “AdvanceHE

To =sign up please enter your email address and click
the Send verification code button. Then enter the code
from the email you receive from Microsoft on behalf of

Advance HE to complete the sign up process.

Email Address

Send verification code

Mew Password

Confirm New Password

Forename

Surname
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4. You will receive an email from Microsoft on behalf of Advance HE. We use Microsoft portal
technology to securely host My Advance HE. The email will come from
msonlineservicesteam@microsoftonline.com

The email will look similar to that below and will contain a 6 digit verification code specific to you.

+ + g AdvanceHE account email verification code - Message (HTML)
Acrobat Q Tell me what you want to do...
(T Ignore x E ) j (E -\ﬂ E ) 2 EL Meeting | (¥ Mgveto: 7 £ 7o Manager ¥ = Rules - E Eﬂ;‘ ==I | artz £ Find
e - Ie . ad ’:{.‘JIM' E Team Email v Done % _@DneNote o T & e ] ot [ Related -
Junk - elete eply Reply Forwar _ ove . ign arl ategorize Follow  Translate
8@ un Al E‘@ Mare ~ =] Reply & Delete # Create New v . 2Actlons' Policy - Unread . Up~ . [+ Select~
Delete Respond Quick Steps [P Move Tags [P Editing

Wed 08/07/2020 12:34
Microsoft on behalf of AdvanceHE <msonlineservicesteam@microsoftonline.com=

Verify your email address

Thanks for verifying your phil.dunseath@advance-he.ac.uk account!

AdvanceHE account email verification code

To [

Your code is: SNFND

Sincerely,
AdvanceHE

This message was sent from an unmoenitored email address. Please .‘Advance HE
do not reply to this message. y
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5. Copy paste the code into the My Advance HE screen you were on and click Verify Code.

< Cancel

My “AdvanceHE

To sign up please enter your email address and click
the Send verification code button. Then enter the code
from the email you receive from Microsoft on behalf of

Advance HE to complete the sign up process.

‘ Lferi"iczticn code ‘

Mew Password

Confirm Mew Password

Forename

Surname
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6. Enter a password and confirm the password. Enter a Forename and Surname and click Create

< Cancel

My “AdvanceHE

To sign up please enter your email address and click
the Send verification code button. Then enter the code
from the email you receive from Microsoft on behalf of

Advance HE to complete the sign up process.

i\ew Password
Confirm New Password
Forename

Surname
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7. If you see the screen below just click on Sign In and you will be taken to your Profile Page.

&« c @ my.advance-he.ac.uk/Account/Login/External AuthenticationFailed

QETUEND

M 9 *AdhviancraHE

. Privacy Notice | Sign In

M Y “Agvancennc

charity, England anc

ales 1101607

2

egistration number GB
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8. If you do not have one already you will be required to create an Employer Relationship to be able to
use the portal. You can create multiple employer relationships but you will be asked to confirm which
one you wish to use each time you sign in.

For identity verification purposes you will also need to provide a Date of Birth as part of completing your
Profile.

& C & my.advance-he.acuk/Portal/my-profile/ahe-profile-page/ % / f'. &n 2] B Q 5 2 % -

My Profile Programmes and Events  Fellowship  Support Institutional Contact  Sign out

My ..AdvanceHE My Certificates  Update Profile  Invoices

Profile Details

Need Help?

The Update Profile page enables you to check your account and contact information is accurate and up to date including your
current employer relationship(s).

You can also update your Profile Preferences page to indicate which Themes and Disciplines interest you most in your role in HE
and choose to stay up to date with our latest sector news, blogs, Key resources and reports and information on our services and
upcoming events.

Update Profile Profile Preferences

Title
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9. To set up an Employer Relationship click on Create new employer relationship on the Profile Details
page.

You don't have any current employer relationships - you must have at least one current employer relationship to use My
Advance HE.

Employer Relationships

Account 4 Job Category Start Date End Date

There are no records to display.
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10. To check if your institution, organisation or company name is already listed click on the spy glass
search icon.

& Create x

Organisation

If your Organisation is not listed. please click the checkbox enter the Organ
[J Organisation not Listed

Job Category ~*

Job Title

Start Date ~
14/09/2020

End Date
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11. Enter your institution, organisation or company name and click on the spy glass search icon.

If you find a match then click on the entry and click Select

Lookup records

Newcastle Upon Tyne NE1 85T England

Morth Tyneside General Hospital Northumbria
Heathcare NHS Trust Rake Lane, Morth
Shields NE2%9 8MH England

Morth Tyneside General
Hospital

Morthumbria Healthcare NHS
England
Trust
MNorthumbria Learning Newcastle Technopole
Morthumbria Learning Kings Manor Business Park Newcastle upon
Tyne NE1 6FA England

Middle Engine Ln Wallsend Tyne & Wear

Northumbria Police MEZ8 ONT

Ellison Building Ellison Place Newcastle
Upon Tyne NE1 85T England

Morthumbria University
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12. If you cannot find a match after searching for your institution, organisation or company name then
click Cancel and tick the box next to Organisation not listed. This will enable you to manually enter the
name of your organisation.

& Create X

Organisation

If your Organisation is not listed, please click the checkbox enter the Organisation name below

[J Organisation not Listed

OO CATEYOTY

Job Title

Start Date
14/09/2020

End Date
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13. Next click on the spy glass search icon to the right of Job Category.

Organisation

Morthumbria University

If your Organisation is not listed, please click the checkbox enter the Organisation name below

[l Organisation not Listed

Job Category ~

Job Title

“AdvanceHE
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14. Type in your job role and click on the spy glass search icon. Choose the closest option from the
results list and click Select.

Lookup records

flecturer

J Name 4

v Academic - Lecturer / Assistant Professor

Academic - Principal / Senior Lecturer / Associate Professor

“AdvanceHE
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15. You can also add your job title. Click on Submit to add the organisation, job category and job title
information to your profile.

If your Qrganisation is not listed, please click the checkbox enter the Organisation name below
[J Organisation not Listed

Job Category *

Academic - Lecturer [ Assistant Professor _
=
£

Job Title

Start Date *
14/09/2020

End Date
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16. Next choose your email preference, confirm you agree to the My Advance HE Portal Privacy Notice
and click Submit

You don't have any current employer relationships - you must have at least one current employer relationship to use My
Advance HE.

Employer Relationships

Account 4 Job Category Start Date End Date

Northumbria University  Academic - Lecturer / Assistant Professor 14/09/2020 °

| agree to Advance HE keeping me updated by email
# Allow () Do Not Allow

| have read and agree to the My Advance HE Portal Privacy Notice
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17. You will be returned to Profile page where you can then navigation to other sections of the portal
including Programmes and Events and Fellowship. You can also choose to update your Profile
Preferences where you can select the Themes and Disciplines that are of most interest to you in your
role.

My Profile  Programmes and Events  Fellowship  Support  Institutional Contact  Sign out

My ..AdvanceHE My Certificates Update Profile Invoices

Profile Details

Need Help?

The Update Profile page enables you to check your account and contact information is accurate and up to date including your
current employer relationship(s).

You can also update your Profile Preferences page to indicate which Themes and Disciplines interest you most in your role in HE
and choose to stay up to date with our latest sector news, blogs, key resources and reports and information on our services and
upcoming events.

Update Profile

Profile Preferences ‘

[rour profile has been updated)
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18. On the Profile Preferences page you can select the one or more Themes (Teaching and Learning,
Leadership and Management, Governance and Equality, Diversity and Inclusion) and Disciplines that
are of most interest to you in your role.

My Profile  Programmes and Events  Fellowship  Support Institutional Contact  Sign out

My “AdvanceHE

Need Help?

“AdvanceHE

Profile - Preferences

The Profile Preferences page enables you to indicate which Themes and Disciplines interest you most in your role in HE. You can
also choose to stay up to date with our latest sector news, blogs, key resources and reports and information on our services and

upcoming events

Update Profile Profile Preferences I

We want to ensure you hear about the subjects that are most relevant to your role in HE. You can choose how you hear from us and
can also select one or more themes and disciplines that are of interest to you from the lists below

Keep up-to-date with the latest from Advance HE

Let us do the hard for work for you and keep you updated with services such as: the latest news, reports and research from around
the sector, information on Advance HE services and awards that can support you in your role.

Themes

Select one or more theme interests | I

Name ¥

There are no records to display.

Disciplines

Select one or more discipline interests | I

Name +

There are no records to display. 1 8



19. Help and Support — if you experience any problems using My Advance HE you can click on the

Need help? button and submit a customer support form. One the Advance HE team will be in contact to
help resolve your issue.

Report an issue

We're here to help

If you are experiencing any issues using
My Advance HE, please complete the form
below and one of our support team will be
in touch to help.

Need Help?

Please provide a brief summary of
your issue

Which area of My Advance HE are you
having difficulty with?

Please describe the issue you are
experiencing
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20. Returning visits — you can bookmark My Advance HE https://my.advance-he.ac.uk/ as a favourite
to return to later or you will also find the My Advance HE portal linked directly from the main Advance
HE website. Just click on Login in on the top right of the home screen and you will be directed to our
platforms My Advance HE, Connect and My VLE.

*AdvanceHE

—

Transforming Governance for a
new normal

-20 2020

With a key focus on embedding inclusivity, our virtual conference includes a
keynote by Lord Simon Woolley CBE, Director and co-founder of Operation Black
Vote, on Diversity and inclusivity. The governance imperative.

— Find out more

‘ Sign in to or register for,

Important changes to o

d Advance HE account

er portals - My Advance HE has replaced My Academy and My LF

Our new customer portal My Ad Dlaces the old portals from our legacy agencies (My LF and My Academy). Find out more here.

Log in to Connect Log in to myVLE

Log in to My Advance HE

Book programmes and events, apply for fellowship The online network exclusively for higher Please log in to view your courses, communities

education. and e-portfolio.

— Log into Connect — Log into myVLE

and manage your profile.

— Log into My Advance HE
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