
Tutor Guide to ECAP 
 
For instructions on how to complete the ECAP please see the Students ECAP 
Guide. 
 
1. Getting Started 

 To access the management system go to the Newcastle Routes site 
(www.newcastleroutes.co.uk) – Partners – Log in. Enter the user name 
and password you have been issued with to log in. 

 
 If you wish to change your 

password/email address or 
telephone number click on the 
properties tab. (See below) If 
you make any changes 
remember to click ‘save 
changes’. 

 
 
 
 
 
 
 
2. Looking at applications 

 Click on CAP tab to see 
summary of applications for your 
class on the overview page.  

 Green ticks indicate whether a 
student has started a form. 

 Numbers under a particular 
heading will indicate how many 
applications a student has at that 
status. 

 Clicking on a students name in 
the left hand column takes you to 
a student’s application. 



3. Caseload Tab 
 This allows you to view the username and passwords for your class. 
 If the padlock next to the students name is red it means they have 

locked themselves out (by trying the wrong password too many times). 
This can be unlocked by clicking on the password and confirming that 
you want a reset. The password will revert to the original default 
password and a student would have to create a new password. 

 
4. Information on Student applications (CAP tab) 

 Following student’s applications is done through the CAP tab. 
 In addition to the overview page you can follow each student’s progress 

by clicking on their name in the left hand column. 
 This is the ‘Learner Page’ – each learner has 3 tabs :- 

i. CAP – where applications are found 
ii. Properties – can give you access to the students password and 

additional information about the student can be inputted. 
iii. Files – this is where additional documents can be added such as 

section 140’s. 
 

 Under the CAP tab – there are 
3 sub tabs:- 

a) Overview – allows you to view the 
student’s application and password. 
b) Applications – Lists the 
applications a student has made and 
what the status is. There are 3 status 
letters L – means the form is with the 
learner, C- shows the form is with 
Connexions and P – the form is with 
the Provider. If the colour behind the letter is red, this means that action by 
Connexions, the learner or Provider is overdue.  
 
To check the form, click on the magnifying glass that appears on the 
‘Applications’ tab screen, this opens up the application form and at the top of 
the page shows you where the student has applied to and for what.  There are 
3 other tabs available including ‘History’. The ‘History’ tab allows you to see 
what has happened to the form.  
 
c) Plans – this shows what a 
students current career plans are. 
 
 
 
 



5. CAP Tab – Forms Started 
 

 
 
This allows you to see 
which pages of the ECAP 
form a student has 
completed. 
 
 
 
 
 
 

 
 
 
6. CAP Tab – NEET 
If a school wishes to monitor the 
progress of more vulnerable 
young people, information about 
them will be displayed here.  (The 
information is inputted via the 
Properties tab on an individual 
young person’s record). 
 
 
 
 
 
7. System support and Improvement 

a. On going feedback is always useful, please contact Ann Graham at 
Connexions to pass on comments. Telephone number 0191 277 1451 or 
email ann.graham@newcastle.gov.uk 

b. If you have issues/problems about the application process or admin 
system – again inform Ann Graham. 

c. If you experience technical problems with the website contact the MITAC 
helpdesk on telephone number 0191 645 4184. 


