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Peer Review Training Tool 
User Access Guidance

Summary

The Economic and Social Research Council (ESRC) and the Engineering and Physical Sciences Research Council (EPSRC) are running this Peer Review Training in collaboration with the Science and Technology Facilities Council (STFC). 
We would appreciate any feedback via the ESRC peer review mailbox: (peerreviewcollege@esrc.ukri.org). 
This document aims to provide guidance to users on the following subjects:
· Accessing the learning management system (LMS)
· Registering an account
· [bookmark: _Accessing_the_learning]Accessing mandatory courses

Accessing the Learning Management System (LMS)

To access the Peer Review Training users can create a new account by following the below link to the STFC learning management system (LMS):
STFC Learning Management System: Log in to the site
At the log-in screen, you should find a link at the bottom right of the page to create a new account, click this to sign up to the LMS.

[bookmark: _Registering_an_account]Registering an account

At the registration page complete the form with accurate information about yourself, this will help ESRC and EPSRC locate your training record so we can ensure you have completed the training required.
When registering an account within Totara, you must select one of the following options when completing the ‘Relationship to STFC’ section. This will ensure you are provided access to the relevant training. 
· ESRC College
· ESRC Other
· EPSRC College Member
· EPSRC Other
Once you have completed the form, click the “Create my new account” button to continue. 
Try to complete as many fields as possible as this will help us find your account should you need assistance in the future. Required fields are marked with a red asterisk.
You will receive a confirmation email with a link to enable you to access the training.
Please note: Gmail users may not see the email appear in their inbox because the email is categorised by Gmail as a “Promotion” email, you should be able to find the email by navigating to “All Mail” or through “Categories” > “Promotions”.
On clicking the link, you will be taken to a page that will confirm your registration is complete. 
[bookmark: _Accessing_mandatory_courses]Clicking the “Continue” button will log you into your new account.

Accessing mandatory courses

Once logged into the system you should see the STFC Totara home page. You can find the Peer Review Training under the “Course Search” function on the top left and searching for “UKRI Peer Review Training”.
If required, to enlarge the training tool you can minimise the navigation bar on the left of the screen.
You can pause the training at any point, log out and return at another time and it will let you resume from where you left off. 
You can exit the course on the top right-hand side of screen.
Once registered, the login page is the same for internal and external users.
The course will now be available from the Totara home page at the bottom left corner.
If you need help accessing Totara, please contact: DIServiceDesk@stfc.ac.uk
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