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Quick Review

• Jamboard for GuidingLIGHT
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https://jamboard.google.com/d/1GkiDRZVMnF6bIeqze6FzuKVx0V6dZjZeCTZc_-KmK9E/edit?usp=sharing


About GuidingLIGHT

4



About GuidingLIGHT

• From 2019, GuidingLIGHT replaces the physical 
handbook. 

• It is an online handbook where:
• Brownies/Guides:

• can refer to for information regarding the 5-point 
program

• will complete their assessment/reflection task in the 
5-point program,

• will be awarded Golden Bar/Golden Hand OR 
Bronze/Silver/Gold Award,

• are awarded their proficiency/interest badges,

• Guiders:

• are awarded the Skills Badge, and

• can track the progress of their girls.
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What is GuidingLIGHT?

• A learning management system (LMS), based 
on KoollabTM, is a software application
• for the administration, documentation, tracking, 

reporting and delivery of educational courses, 
training programs, or learning and development 
programs.

• An LMS delivers and manages all types of 
learning content
• including videos, courses, and documents.



Super Administrator

Admin Super Designer

Designer

Learner

• All Guiders should have

• Sub-Admin

• Designer

• Learner Roles

• Girls only have Learner role

Roles

Sub-Admin



Roles

Sub-Admin

• Creation, 
Editing, 
Deletion of 
Accounts

• Password 
Reset

• Generate 
Reports for 
entire Pack / 
Unit

Designer

• Marking & 
Assessing of 
assessments

• Award 
Badges

• Generate 
Reports

Learner

• E-learning 
platform 
with access 
to all the 
courses / 
modules the 
girls have



Default Log-in (For Guiders)
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Toggle Between Roles

*Default login will always show the highest 
hierarchy role.

• Click account name dropdown.

• Role > 
• Sub-Admin

• Designer

• Learner



5-Point Programme
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12

Personal & Social 
Development

Home Community Outdoors International Awards

Physical 
Development 
: Healthy Me

Home 
Duties

Know More 
About 

Singapore

Discovering 
Nature

My Globe Golden Bar: 
Complete 5 

Modules; 1 Module 
from each Point

Emotional 
Development
: Courteous 

Me

My 
Neighbourhood

My 
Guiding 
WorldHome 

Safety
A Green 
World

Golden Hand: 
Complete the rest 
of the remaining 8 

modules.Social 
Development
: Cultured Me

Emergency 
Preparedness

My 
Guiding 
Friend

- Updated 5-Point Programme
- Old handbook syllabus no longer valid

5-Point Programme (Core Programme) - Brownies
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Personal & Social 
Development

Home Community Outdoors International Awards

Physical 
Development 

Home Knowledge of 
Community

Outdoor 
Experiences

My Globe Bronze Award:
Completing 5 

Modules: 1 Module 
from each of the 5-

Points

Emotional 
Development
: Emotional 

Quotient

Household Emergency 
Preparedness

Understanding 
the 

Environment

My Guiding 
World

Silver Award:
Completing 10 

Modules: 2 Module 
from each of the 5-

Points

Social 
Development
: Social Skills

Thrift Service to 
Others

Outdoor 
Pursuits

My Guiding 
Friend

Gold Award:
Completing all 

Modules: completed 
all clauses from all 

the modules.

- Updated 5-Point Programme
- Old handbook syllabus no longer valid

5-Point Programme (Core Programme) - Guides



5-Point Programme Overview
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- Modules are known as Courses in 
GuidingLIGHT

- Clauses are Courselets in 
GuidingLIGHT.



5-Point Programme Overview
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Assessments
1. Pass
2. Fail
3. Mark Pending 

(Guider hasn’t 
marked)

4. Not Started
5. In Progres

E-Learning Modules 
(Scorm12) – video file formats
1. Incomplete
2. Completed
3. Not Started



5-Point Programme Overview

Brownies Guides

13 + 1 (Courses) Modules
36 (Courselets) Clauses

All Courselets are broken into:
1. E-Learning (Scorm12)
2. Assessment
3. Survey (Reflections)

Additional Resources for all 
Courses available

15 + 1 (Courses) Modules
48 (Courselets) Clauses

All Courselets are broken into:
1. E-Learning (Scorm12)
2. Assessment
3. Survey (Reflections)

Additional Resources for all 
Courses available
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Course

• A Course is made up 
of one or many 
courselets

• Aka Module in the 5-
Point Programme

Courselet

• A courselet:
• a short, 10 to 15 

minutes module

• Can be: 
• Traditional SCORM 

training, 
assessment, 
survey (reflection)

Course-Courselet Concept



5-Point Programme Course Structure
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Sample Course-Courselet Concept

Course: Physical Development / 
Personal Care 

Courselet:
1.1 Hygienic Me

E-learning: G1.1 -
Hygienic Me

Assessment: 
G1.1 

Assessment -
Hygienic Me

Reflection: G - Personal1 -
Reflection Qns

Courselet: 
1.2 You Are What You Eat

E-Learning Assessment

Reflection



Learner Interface
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Learner Interface

2020



My Courses

2121

To Filter
(Use A-Z/
Z-A to show 
Brownie/
Guide Courses)



Recent Completed Courses
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My Courses: All existing Courses

23

All 
existing 
Courses



Current / Completed / Expired Courses

24



My Gradebook
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Bronze / Golden Bar: Completion of  5 Modules (1 module from each of the 5-Point)
Silver: Completion of another 5 Module
Gold / Golden Hand: Completion of all modules.

Guides/Brownies: 90% Completion for the overall



My Gradebook (E-Learning)
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E-Learning
1. Completed
2. Not Started
3. In Progress



My Gradebook (Assessment)
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Assessments
1. Pass
2. Fail
3. Mark Pending 

(Guider hasn’t 
marked)

4. Not Started
5. In Progress



Log Out
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Administrative 
Matters for Guiders
Timeline

Creating, Editing, Graduating of Accounts

Password Reset
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Timeline for Guiders

Mar – Apr

• Creating of 
Accounts (for 
new girls)

• Graduate girls

Anytime

• Marking of 
GuidingLIGHT 
Modules.

• Suggested: Just 
do once a Sem.

Nov – Dec

• Generate Badge 
Reports

• Purchase Badges in 
Guide Shop
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Accessing the GuidingLIGHT

• Clear browsing history/ browser cache

• Go to https://guidinglight.org.sg

• Key in the last 3 digits and letter of NRIC as 

username (some users will have unique 

username e.g 000X_a)

• Key in the default password GGSpp1917

• Change your password as required

• Log-in with your username and new password

• You will be able to access the GuidingLIGHT
31

https://guidinglight.org.sg/


Annual Administrative Matters

Accounts Management

• Graduate graduated girls

• Delete girls who left

• Deactivate Guiders who left
• No action required if your Guider moved schools

• Creation of Accounts for New Members

• Suggested: start with deleting & graduating 
old girls before creating new accounts

32



Accessing the GuidingLIGHT

1. Access via GGS website: https://girlguides.org.sg/

2. Enter guidinglight.org.sg in your Browser’s URL

33

https://girlguides.org.sg/


Accessing the GuidingLIGHT

• Once the Guider/Girl has accessed the 

GuidingLIGHT, she should go to her profile to 

check that her personal details are correct. 
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Guider Creates

Create their own 
GuidingLIGHT Accounts

• Edit

- Graduate the girls.

Please do not delete 
the girls’ accounts 
when they graduate.

HQ Creates

• Send particulars of 
new girls / Guiders 
and graduated girls 
to HQ

• At least a 2 – 3 
weeks’ required

• Ensure that all 
particulars are 
password protected

35

Creation of Accounts



1. Guider Create Accounts

• Role: Sub-Admin

• User Management

• Create New User / Mass Create
• To create 1 new user: key in information 

individually

• To create mass users: download excel, fill in 
information, upload.

• Email will be sent to the email account 
that is tied to account.

36



2. HQ Create Accounts

• All files sent to HQ to be Password 
Protected
• Saved as an excel workbook

• Named e.g. Jurongg_Lake Secondary_School).

• Password for the file should be sent in 
separate email.

• Email completed form to 
Jalilah.Johar@girlguides.org.sg

37

mailto:Jalilah.Johar@girlguides.org.sg


Creation of New Accounts

• Ensure that all data provided are 
complete and correct.

• An email confirmation generated by 
GuidingLIGHT upon creation of the 
new account
• Remind girls / Guiders can check their 

SPAM email for GuidingLIGHT Online 
Handbook creation confirmation

38



Creation of New Accounts

•What if girl misses email?

•Guider can just reset her password for 
her to go in and check.

39



Creating New Accounts (Individual)
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To Create Individual Accounts, click on “Create”



Creating New Accounts (Individual)

41



Creating New Accounts (Mass)
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To Create Individual Accounts, click on “Create”



Creating New Accounts (Mass)
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Click to download and fill in the form.



Editing New Accounts
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Graduating Girls’ Accounts
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Click here to Graduate the girls.

Please do not delete their account 
after they graduate.



Password Reset

Three ways of resetting your password:

1. Self Reset 

A. If account is registered with student’s email–

immediate; sent to student’s email

B. If registered with Guider’s email- immediate; 

sent to Guider’s email

Check Your Spam

2. Through HQ Staff – needs 2 - 3 working days

3. Guiders reset for girls

46



1. Password Reset-Self Reset Email
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Password can be 

reset by clicking the 

forget password on the 

GuidingLIGHT site. 

An email will be sent to 

the account holder to 

reset the password



2. Password Reset through HQ Staff

• Guiders can also submit request to reset 
password to jalilah.johar@girlguides.org.sg
with the name and userID.

• Password reset will be done within a working 
day.

• HQ Trainers are also able to reset password in 
Jalilah’s absence. 
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3. Password reset through Guiders
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• Toggle to “Sub-Admin” Role

• Click on User Management

• Click on User

• Click on View under user name

• Choose either

• Reset 2FA

• Reset to default: GGSpp1917

• Reset – Send Email



Reset Password
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Choose either: 
- Reset to default password or 
- Reset – Send EMmil



Manual Marking of 
Assignments / 
Modules
- Adjusting of Marks to allow girls to complete Modules 
and earn award badges

51



Myths To Debunk

• Girls MUST go onto GuidingLIGHT to complete 
modules at their own time.
• Yes or No.

52

No. This is not true.
Guiders can just get girls to complete the 5-Point 
Programme modules through hands-on activities 

during Brownies and Guides. 

Guiders will then go onto the backend to adjust the 
grades for the girls.



Myths To Debunk

• Girls MUST get 100% for all e-learning and 
assessments before being awarded the Golden 
Hand / Golden Bar.

53

The overall percentage is 90% for the module to 
become “Completed” or “Pass”. However, girls do 

not need to redo her assessments until she gets the 
100%.

Guiders can adjust on the backend.



Steps to take

1. Decide which Modules your girls need to 
complete for the year

2. Conduct relevant activities in CCA meetings 
OR get girls to complete modules on 
GuidingLIGHT

3. ‘Mark’ the assessments on GuidingLIGHT

4. System automatically award the relevant 
awards to the respective girls
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Award Badge Assignment

55

The system keeps a 

record of the progress 

completed by the 
Brownies/Guides.

Each Course has at least 

1 compulsory 

Assessment

(Submission OR Short 

answer) which requires 
Guiders to mark.

Course: Physical Development / 
Personal Care 

Courselet:
1.1 Hygienic Me

E-learning: G1.1 -
Hygienic Me

Assessment: 
G1.1 

Assessment -
Hygienic Me

Reflection: G – Personal 1 
- Reflection Qns



Award Assignment
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Course: Physical Development / 
Personal Care 

Courselet:
1.1 Hygienic Me

E-learning: G1.1 -
Hygienic Me

Assessment: 
G1.1 

Assessment -
Hygienic Me

Reflection: G – Personal 1 
- Reflection Qns

After Guider has 
completed marking that 
Assessments, system will 
automatically assign the 
Award Badges to the 
respective Brownie / 
Guide.

Purpose: to allow Guiders 
to have the final say to 
girls’ receiving the Award 
Badges



Email Notification about Assessments
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Disable Email Notifications
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My Gradebook
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Bronze / Golden Bar: Completion of  5 Modules (1 module from each of the 5-Point)
Silver: Completion of another 5 Module
Gold / Golden Hand: Completion of all modules.

Guides/Brownies: 90% Completion for the overall



My Gradebook (Assessment)
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Assessments
1. Pass
2. Fail
3. Mark Pending 

(Guider hasn’t 
marked)

4. Not Started
5. In Progress



Manual Marking of Assessments

• There are 2 types of assessments for 
girls

1. Automatically Marked Assessments

2. Guiders Need to Mark

For every Course, there will be 
compulsory Assessments Guiders need to 
mark
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Manual Marking of Assessments

62

Click on 
“GradeBook”
to access



Manual Marking of Assessments
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Entire List of 
Gradebooks 
available for 
your marking



Manual Marking of Assessments
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User View:
Viewing individual 
girl’s work for the 
Course

Gradebook View:
The entire gradebook for 
the entire Coy / Pack



Manual Marking of Assessments

Options to mark assessment

1. Individual Assignment
2. Mark entire module

New Option

- Filter girls by ‘Birth Year’
- Narrow down search



Filter Girls for Marking

Filter girls by ‘Birth Year’ e.g. 
2007

Press search to narrow search



Manual Marking of Assessment
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Scorm: 
Video for watching

Assessment with Eye:
Need Marking



Marking Individual Assessment
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1. Need to download, 
read and mark

2. Award Points

3. Save



Marking Individual Assessment
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1. Award Points
2. Reason for 
Adjustment

3. Adjust to save Points

Alternative Method to Mark



Individual Assessment
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Must get 90% for 
overall Score to Pass



Mark Entire Module

To Pass the Entire Module.

- Need to indicate reason 
for adjustment



Mark Entire Module

To Pass the Entire Module.

- Need to indicate reason 
for adjustment



Mark Entire Module

Remember to 
press ‘Save’.



Mark Entire Module



Mark Entire Module

Overall 100%.



Marking of Assessments

• Suggestion for Marking:
• Once every 3 or 6 months

• 5 Modules / Year

• Divide between Guiders (1 – 2 Module / Guider)
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Awarding of 
Proficiency Badges
- Awarding, Removing of Proficiency / Interest Badges

77



Steps

1. Prepare what badges and the names of girls 
you need to award to

2. Go to ‘Badge’

3. Type name of Badge and press ‘search’

4. Choose badge

5. Click on ‘Award’ button

6. Search for girls to award badge

7. Award individually or mass

78



Click on “Badge” 
to award

Award of Proficiency Badges
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Award of Proficiency Badges
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Award of Proficiency Badges

81



Award of Proficiency Badges
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Award of Proficiency Badges

83

You can choose to Award Badge to 
more than 1 girl at 1 time. 

Use ‘Select All’ if all girls 
on this page applies

Increase number to 
display more entries



Removing of Proficiency Badges
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Removing of Proficiency Badges

85

You can choose to Remove Badges 
from more than 1 girl at 1 time. 



Generate Reports
- Create new reports
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Steps

1. Decide on the report you need to generate

2. Click on ‘generate’ new

3. Choose the report under ‘Report Category’

4. Click on the respective link for the report 
type.

5. Add in the details or just press ‘search’

6. Choose ‘column visibility’ to select / 
unselect the fields

7. Choose ‘PDF’ / ‘Excel’ to download your 
report
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Generate reports

Click on “Report”



Generate reports

Click on “Generate New”



Generate reports (Audit)



Generate reports (Audit)

91

Allows Guiders to be able to 
churn out the entire list of details 
of the girls in her school.



Generate reports (Badges)



Generate reports (Badges)



Generate reports (Badges)
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Generate reports (Badges)
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Types of Report

*Do indicate on the PDF/Excel the total number 
of badges you are buying/collecting



Generate reports (Badges)

96

Types of Report

*Do indicate on the PDF/Excel the total number 
of badges you are buying/collecting



Purchasing of Badges 
from Guide Shop / HQ
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Purchasing / Collection of Badges 
from Guide Shop

• Badge Reports from GuidingLIGHT MUST be 
completed before purchasing from Shp.

1. Award Badges To Girls

2. Generate Report with Guide Shop Order 
Form

3. Email shop@girlguides.org.sg the following
1. Completed Order Form
2. Badge Reports

4. Wait for my colleague’s confirmation

98
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Integration of 
GuidingLIGHT Into 
Weekly Meetings
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Training Recommendations

20% 

Online 

Handbook

80%: Girl Guide & 
Girl Scout 

Educational Method 
& REAL

During weekly meetings

× Less than 20% of overall 
time to be spent in 
Computer Labs 

✓ Limit the time spent on 
the online handbook

✓20% Online Handbook

✓80% Hands-On Guiding 
Experience
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Training Recommendations

✓ Weekly meetings should:

✓ Engage in the 5 essential 
elements 

✓REAL Activities: 
Relevant,  Engaging, 
Accessible, Learner-
led

✓Be immersive, interactive, 
participatory

101

20% 

Online 

Handbook

80%: Girl Guide & 
Girl Scout 

Educational Method 
& REAL



Training Recommendations
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WAGGGS Non-
Formal Educational 

Method:
5 Elements
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Example :

GuidingLIGHT in tandem with hands-
on activities



GuidingLIGHT in tandem with hands-
on activities
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1. Prepare 4 tables with labels in 

the canteen

1. Western, Chinese, Malay, 

Indian

Instructions

1. Divide Brownies into 4 groups

2. Get them to wipe the tables first

3. Then direct everyone to another 

table with the different sets of 

crockery and cutlery all mixed up

GuidingLIGHT in tandem with hands-
on activities
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4. Each group of Brownies has to:
• work together to pick the correct set 

of crockery and cutlery
• lay them neatly in the proper place 

on the table assigned to them.

Hint: Prompt the Brownies on what to do 
when they see dirty crockery and cutlery 
(Guiders to deliberately arrange for some 
dirty ones)

GuidingLIGHT in tandem with hands-
on activities
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1. Show them a bottle of dishwashing 
liquid, sponges and towels and get 
them to wash, dry and lay the crockery 
and cutlery again

2. All Brownies to walk around with the 
Guider and check if items are clean, 
dried and laid correctly on each table

GuidingLIGHT in tandem with hands-
on activities
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GuidingLIGHT in tandem with hands-
on activities
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GuidingLIGHT in tandem with hands-
on activities
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GuidingLIGHT in tandem with hands-
on activities

Assessment can be 
done:
1. collectively as 

a Pack with a 
Projector



Others

✓Additional resources for Guiders have been 
added. 
✓Guiders can download the necessary additional 

resources / tasks for the girls to complete

✓Not available to girls 

✓Guiders have the discretion to come up with 
alternative resources with Sixers / Leaders
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Going Forward…

Assignment of Badges (by HQ Trainers):

• Most registration forms will request for 
GuidingLIGHT username.

• Brownies: 
• HQ Badge Programmes, Chief Commissioner’s Award

• Guides:
• Baden-Powell Award, President’s Guide Award

• For adults:
• Skills Workshops e-badges

• Guider’s Warrants e-cert
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If Help is Required

• If you are using GuidingLIGHT and 
require assistance, please email:
• support@threelearning.com

• If they do not reply, please reforward 
the email to them and cc myself at 
jasmine@girlguides.org.sg
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Q&A

Guiders can use checklist to see if they have further 
questions.
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