
How to Log In to EVOLVE

EVOLVEvisits

EVOLVE Staff Starter Guide

Welcome to EVOLVE!

Your System Administrators will have given you your login details to access EVOLVE, and
the following instructions will enable you to log in.

Step 1

Go to www.evolve.online or evolve.edufocus.co.uk

Step 2

Choose your Establishment, Local Authority, or Trust from the drop down menu. 

TIP:  Please note that your establishment will only be listed by name if you have Premium
EVOLVE.  If you buy Standard EVOLVE directly from us, please go to www.evolvevisits.co.uk
or choose EVOLVE Visits from the drop down menu.

Step 3

Enter the username and password given to you by your System Administrator:
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Step 4

Click   to continue.

Step 5

Success!  You are now logged in to EVOLVE.

If you are unable to log in to EVOLVE, please click Reset/Forgotten your password?, and
follow the instructions on screen:

Should you have any access issues, please select the blue Contacts tab to view the details
for your internal System Administrator / Key Contact for EVOLVE.
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Introduction to EVOLVE icons
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Visit Form Icons:

 View

  Edit

  Add

 Visit Manager

 Transfer Form (by department, school, or form creator)

 Delete form

  Information

 Print

 Download Visit Form as PDF

 Clone visit form (where this module is switched on)

 Re-order

Home Page icons:
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 My Profile

 Messenger

 Contact

 Dashboard (EVC and Head Users Only)

  Visit Diary

 EVOLVEaccidentbook (Requires subscription)
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How to Research Visits
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EVOLVE contains a huge amount of information to support you in visit planning.  Whether
that is perusing previous visits run by your establishment, or searching our national
database of providers (Kaddi.com) which includes more than 20,000 provider reviews,
EVOLVE will enable you to quickly find the information you need.

To get started:

Step 1

Log in to EVOLVE

Step 2

Click [Resources]

Step 3

Use the icons to search and view further information

User Guides Change Log Search

29/01/2025, 12:36 EVOLVE Help Centre

https://evolve.edufocus.co.uk/go/help/guidebookview.asp?guideid=8&guidestep=3&categoryid=1 1/2

https://evolve.edufocus.co.uk/go/help/guidebooks.asp?categoryid=1
https://evolve.edufocus.co.uk/go/help/changelogview.asp?categoryid=1&type=t


Guidance & Document Library*
OEAP National Guidance
Kaddi - Places To Go, Things To Do - including over 20,000 reviews
EVOLVE Visit Search - Use this to find previous visit forms
Training*

*Content is added and maintained by your EVOLVE System Administrators.
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How to Add a Visit Form and Submit the Form for Approval
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Step 1

Log in to EVOLVE.

Step 2

Click [Add]: 

Step 3

Answer each section as directed clicking on the [Continue] icon as each section is

completed. Click the Information   icons for more information, where they appear.
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NB: If Outline Approval is enabled for your school (EVOLVEpremium and
EVOLVE+/standard customers only) approx 7 sections of the visit form will appear to be
completed as shown below.  These sections will need to be completed and ticked before the
visit can be submitted for Outline Approval.  

Once Outline Approval has been granted the visit form will be in the Draft tab of your Track
tab.  All of the remaining sections on the visit form will now appear to be completed so the
visit form can be submitted through the secondary approval process.

Step 4
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Attendees

In the Attendees section, you are required to select the Age Range and the Intended
Numbers. It is possible to add specific students (if you have students on your EVOLVE) by
clicking on the Edit Pencil.

This will take you to the Names page where you are able to amend Staff and Other
Accompanying Adults.

If you click on the Orange edit pencil under Participants, you will be able to select students
by name, class, gender etc. If you do not know which students will be on the trip, you can
add students at any time during the approval process.

Step 5
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You won't be able to submit the form until all required sections are complete and have ticks
showing against them - EVOLVE will tell you when you try to submit if you are missing
anything!

NB: The only sections that do not require a tick are the Attachment section and the Event
Specific Plan module (if enabled on your EVOLVE).

Once complete, click [Submit] to submit the form.

Step 6

Once submitted, you can choose if you wish to send notifications to an additional recipient
by typing in an email address.  Click [Continue] to send the standard and any additional
notifications.

NB: Do not untick the pre ticked names as this would mean that no notification will be sent
to alert the EVC that a visit form has been submitted to them for action.
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How to Track the Progress of a Visit
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Step 1

Log in to EVOLVE

Step 2

Click [Track].  Visit forms can be found under different tabs:

Active:         Lists your activities running today.

Draft:         Lists all forms in your account waiting for your action/involvement.  These may
be visits you have created, but not 
                        yet submitted to the EVC for authorisation, or they may be visits the EVC has
returned to you for further action. You can 

                        click on the Edit button  to edit the visit form, or click View to view
a printable version of the form.     

Submitted: Lists forms which have been submitted further up the chain, but have not yet
been approved. Once you have submitted 
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                        a form to your EVC, you will no longer have the option of editing the form.
Your EVC will be able to edit any details
                        if required, once they have submitted the form to the Head, the form will be
locked from editing and would need to
                        returned to either you or your EVC in order for any changes to be made. 

Approved: Lists all forthcoming activities which have received final approval.

Evaluate:         Lists any activities which have run in the last 28 days and have not yet
been evaluated.

Past: Lists activities which have already taken place.

My Visits:         Provides a summary of activities you have either led or accompanied.

Registers: Lists forms awaiting register to be taken (up to 28 days after activity date).

Step 3

Click View 

Step 4

Further information can be found in the 'Approval Chain' at the bottom of the form and in
the Notes.
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Step 5

If you are associated with a particular visit, you can also use the Visit Search box in the top
right hand corner to search for the visit form by Name or ID Number, this brings up the
below summary details including the current Status:
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How to Find and View a Visit Form
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There are several ways you can locate your visit form.

Diary

You can view your visit form by accessing the calendar from the homepage:

Track

You can locate your trip form via Track, using the different tabs to help you:
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Click on the purple eye symbol to view the visit form.

Visit Search
You can use the Visit Search tool found on the top right of EVOLVE.  You can search by
school name, visit ID, or visit name:

Should the search not return any results, you can use the Advance Search option to check
whether it has been cancelled or deleted:
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If the visit has been cancelled by mistake, you are able to return the form to yourself. 

To recover a deleted form, please contact the EVOLVE Support Team on
info@edufocus.co.uk or on 01394 775250. 
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How to Create a Register
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There are two ways to build a register.

OPTION 1)  If you already know which students will attend, you can build the register
manually within EVOLVE.  This help article will show you how.

OPTION 2)  If you the activity is available for booking and students can themselves decide if
they wish to take part, you can promote the activity to parents and students and allow them
to make bookings.  This method builds the register (or waiting list!) automatically.  Please
note that unless you purchase EVOLVEpremium this will involve the purchase of an
additional module EVOLVE Promote & Pay. To find out more regarding EVOLVE Promote
and Pay, click here.

To create a register where the students are known to be attending:

Step 1

Log into EVOLVE

Step 2

Navigate to or search for your visit form

Step 3

Click the Visit Manager   icon, or if necessary click the purple eye symbol   to view

the pdf version of the visit form and then click the Visit Manager   icon in the top right
hand corner of your screen.
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Step 4

Click [Names] at the top of the screen:

Step 5

In Participants table, click 

Step 6

Search by Student name, group, class, academic house or custom group
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Step 7

Select Student/s:

Step 8

Click [Continue]
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Step 9

Success!  Your Register has been created:
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How To Clone / Copy a Visit Form
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PLEASE NOTE - Visit Cloning is an optional feature in EVOLVE. If you DO NOT have access
to Visit Cloning, this will be because your System Administrators have chosen NOT to
enable this function. 

When you preview a form, you will see there is an extra "COPY" icon in the row at the top
(white papers on a blue background). When you click on this it will open the Clone screen. 

Once you confirm you wish to clone the form, a new form will be created on EVOLVE using
the following details from the original:

Name, Type, Purpose, Intended Outcomes, Age Group, Intended attendees (total, male and
female), destination/providers, travel method and travel companies.

The new form will be created in the user’s Staff account and can be edited as normal prior
to submission but still requires the staff member to add any accompanying staff,
volunteers, student names, attachments etc and any other custom questions you may have
built in.

1. View existing form
2. Click the clone icon (two white sheets on a blue background)
3. Confirm you want to copy form (yes)
4. Complete the remaining details (use the edit pencil to do this)
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