
 
 
 
Frequently asked questions eDofE Leaders 
 
How do I approve a participants Programme Planner, evidence, expedition 
plans, training etc.? 
 
You can approve participants work online if they have submitted it to you via the ‘Alerts’ screen 
which can be accessed from the ‘Communications’ box on the top right of the screen. If you haven’t 
received an alert then it’s because the Participant hasn’t asked or sent it to a different Leader. You 
can also approve programme plans and evidence via the individual participant’s overview screen 
which can be accessed from the ‘Search Participant’ function on the top right hand side of the 
screen or from the ‘Participant overview’ section.    
 

When it comes to evidence what are my options and what do they mean? 
 
You can either ‘Approve’ evidence, ‘Query it’ – you will need to send a message outlining your query 
or ‘Delete’ it. If you delete it as well as needing to explain why in a message, you will have the option 
to flag the evidence as ‘inappropriate’ if you feel that it raises safeguarding issues. This will alert the 
Licensed Organisation that there is something they need to check against their own safeguarding 
policies and procedures. It will also alert the DofE Safeguarding Officer.   
 

How can I add evidence, expedition training or expedition plans for a 
member of  participants myself? 
 
Go to ‘Manage participants’ on the left hand menu and then choose ‘Add evidence’ and follow the 
instructions. You can then upload the evidence into eDofE and use the filter options to select the 
participants’ accounts you wish to add the evidence to. It is a similar process for expedition training 
and practice or qualifying expedition plans via the’ Expedition set up’ button. As you are adding the 
evidence it goes to the participants pre approved.  West Sussex have a Power point to follow to help 
with the ‘Expedition set up’ process.  Please ask the Are Co-ordinator for this or find on the 
Resources on eDofE it is called Expedition set up and was uploaded by Donna Fox. 
 
How do I get the participant to resubmit the evidence that I’ve queried? 
 
When you query any evidence you have to state your reasons in a message. The participant can 
simply respond to the message and if you are satisfied you can then approve it. Alternatively they 
can amend the evidence and resubmit it for your approval. 
 

How do I approve a participant’s section? 
When  the participant has had their Programme Planner approved and have met the minimum time 
requirements, they  can submit their sections for approval by choosing a Leader and clicking a 
submit button on their account (the Expedition section has more requirements). If you are their 
designated Leader you will receive an alert. Alternatively, if the minimum section requirements 
have been met, the ‘Directly approve section’  button will appear at the bottom of the relevant 



 
section on the individual participants overview screen. You should check the section to ensure it 
meets your Licenced Organisation standards and press the ‘Directly approve section’ button on the 
participant’s overview screen.  You can undo approval at any point to correct any errors or enable 
them to add more evidence up until the Licenced Organisation has approved the full award.  
 

How do I undo approving if I have approved it in error or the participant 
wants to add more evidence?   
 
Go to the relevant section on the participants overview page the ‘Unapprove section’ button’ If they want to 
amend their Programme Planner you will also need to press the ‘unapprove’ button at the bottom of their 
Programme Planner. I the Award has been submitted to the Licenced Organisation you can ask them to query 
the Award which will reopen it.   
 

How do participant’s Awards get approved? 
 
When the final section is approved, a warning message will appear to enable you to have a final check of all 
the sections and evidence. Once you approve the final section, the Award will automatically be sent to the 
Licenced Organisation for approval. The LO Verifier will receive an alert. The participant and their primary 
Leader  will receive a message if the LO has a query, or when the LO approve the Award.    

 
What do I do if a participant is not on the group list I expected them to be 
on? 
 
Use the search function in the top right hand corner. This will show if the participant has an account in your 
centre and what group they are in. If you are allocated to this group you can move the participant to another 
group you are allocated to via the ‘Participant overveiw’ or ‘Manage groups’ screens or on their individual 
summary screen. If they are in a group or you want to move them to a group that you are not allocated as a 
Leader to, you will need to ask a centre Co-ordinator to do this. 
 

How do I get rid of alerts? 
 
If you action them they will automatically disappear. 
 

Where can I see an easy to use overview of the participants and what they 
are doing? 
 
The ‘Participant overview’ screen includes a simple summary of where participants are at with each section, 
together with the date they last added anything to it and an indication of any outstanding alerts. An individual 
account can be opened by clicking on the eDofE ID number which is the first Item on any group list, or via the 
‘Search participant’ button at the top right of the screen. 

 
What is a subgroup, how do I set one up and what can I do with them? 
 
A subgroup is a selection of participants you can set up and save in your accounts to help you manage the 
DofE process. You can set them up via ‘Manage subgroups’ under ‘Manage groups’ on the left hand menu. 
You can then undertake a specific action (mass message, change group, change status, add evidence for, add 
expedition route plan etc.) on all (or selected) people in the subgroup. These might, for example, be an 
expedition team or a number of participants working on the same Volunteering or Skills section activity. You 
can add to, amend or delete subgroups at any time, as they are personal to you. 
 



 
How do I delete participants who have left the group to clean up my group 
lists? 
 
Go to the group summary screen and Archive them. This will close the account and move it into the archive. If 
necessary, you can reactivate the account by searching the archive reinstating them. If you need to 
permanently delete an account for data protection or safeguarding reasons please contact your LO eDofE 
Manager who can arrange this via the DofE Regional/County Office. Only centre Co-ordinators or above can 
delete groups via ‘Manage groups’ when all the participants have been moved.  

 
How do I reactivate an account for a participant/ adult I have moved into 
the archive if they come back? 
 
Go to the archive and search for them using their name and/or eDofE ID number. The search will 
only search your centre. Once you have identified the correct account from the search result you 
will need to select  and Unarchive them and for participants, choose a currently active group to put 
them in.  

 


