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Accessing the Learning Zone

In School or on a managed laptop?
Access the IBC portal via your HantsConnect page (use your existing username and
password).

User namee:

Parssword: sensnannnns
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Then click on the Learning Zone tile.
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Shared services

Supporting you in your role at Hampshire County Council
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Accessing from outside school?
Access the Learning Zone via the Hampshire County Council shared services page
https://extra.hants.gov.uk/sharedservices.

If you have already registered to access SAP services
If you have registered, enter your personnel number and password. You will then be asked to
enter your memorable word (to verify your account).

My Account

Shared services

Signiin Welcome ACCESS\1415073

For security reasons, we require additional information
to verify your account

Memorable word

Please enter the

g of your word:

4th D 5th Tth
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If you have not previously registered for SAP services

If you have not set a password to access SAP services before, (which includes ESS Lite and
the Learning Zone), you will need to Register. You will then be asked to enter your last
name, DOB, personnel number and NI number.

My Account

Shared services

Registration Step 1 of 2
Please enter your details.

Sign in

Last name only

Date of birth dd/mm/yyyy

Personnel number

Sign in

NI number

Continue

Once you have registered, you will not need to take this step again.
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Checking/updating your correspondence
email address

e Go to the staff shared services page - https://extra.hants.gov.uk/employee/
o Click the ESS Lite tile & select “My Information”

e Ensure that both the Personal Email and Correspondence Email boxes are
completed. Click on to change/update or add an email address. Then
click Submit to save the changes

¢ No email address in the Correspondence Email = no booking confirmations, joining
information or course notifications

Update your Employee Information

& < ] AP My Information - Q @
Employee information Addresses Vehicle details Bank details Training and qualifications
Personal data
& Edit personal details
T Me P I N [ | Nat y:
. Eric tional [ ] Resgion: |

EDIAHTEHEHANTS GOV.UK

EDIAHTEHE@HANTS.GOV.UK

This is the one that matters
to the Learning Zone

Bottom right - Click Submit
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If you have forgotten your login details
Select the Reset Account button. You will then be asked to enter and confirm a new

password and a new memorable word.

My Account

Reset account Step 2 of 2

Your account has been reset.

Please complete the registration process in
order to be able to use your account.

Your password must meet the following requirements:

e Be a minimum of 7 characters long

® Include a mixture of upper and lower case letters
® |nclude at least 1 number

e Must not be the same as your memorable word

Password

Confirm password

Your memorable word must meet the following
requirements:

Be between 8 and 20 characters long
Include at least 1 number

Must not include spaces

Must not be the same as your password

Memorable word

Confirm memorable word

Acceptance of use

By using this application you will have access to some
of the County Council’s systems.

You are required to comply with the Data Protection Act
and the Computer Misuse Act at all times.

Do not store your password on your mobile device.
Do not reveal your password to anyone.

If you download a document it will be stored on that
device and you will be responsible for the security and
confidentiality of the download.

() ! agree to the above terms of use
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My Learning page

If you use the keyword search in
the top browser bar, it will only
search for learning items that
you currently have in your
Learning Assignments.

My Learning
Assignments

This section contains any
learning items that you
have booked (‘Enrolled’),
Assigned (this could be a
learning item you have
assigned yourself, 'Self-
Assigned’ or been
assigned by a colleague).
‘Required’ indicates
mandatory training.

Recommendations
Learning ltems can be
recommended to you via a
colleague.

Information

The contact details for HTLC can
be found at the bottom of this
section.

pay

Y Hampshire

My Learning Assignments

Lot a:

s Senwor Managers Briefing

Corporate Acceptable Use Policy
LME_EL0 HOC_CR_MNFD_NTC_0007EL0
= B Pt of Copommte wvenen
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LNE_BRF LS BAF wCC_AFD_LANL 101 21BN
2 Adsgred by Awaaow Son o

@ —_—

to Induction E-Learning
CC.CROMID_ORLA_CoMatL0

Data Protoction (GDPR)
LUS_E.0 MOC_OR AP0 _DATA_2S8008.0
st

BB 7ot of Coporate waste

Informason

e 0w 8 7O 0o ee pesee e Te 0w 07 0" bewa NV 9o
" g & mAnapAg o DosRAg NOTT Fasse o v
AT et et e ot T

Fropuary aesed Gooeort a0 Nap e athn Gt b et te e

AL Asugremet Toes =

vr Fim Learming

My Empioyees

‘ B Owoed

Leaming History

Vew A2

No learning events were
recorded in last 30 days

< Upcomng Leaming OCOCD

Tre e e o L e st et et Me g et ¢
e iaaip.e

Find Learning

Use this to search for a course
— using course title or
keyword/s from the title.

Browse all courses

Use this to browse and explore
a wider range of professional
learning in areas of interest.
Please note: all HTLC courses
are listed in ‘Professional
Skills’. Use the arrows to
narrow down the selection
from here.

Learning History

This will display any
learning items completed
within the last 30 days. To
view a complete list of
your learning history, click
View All to open your
Completed Work list.

Upcoming Learning Opportunities
A chronological list of learning you are
booked or enrolled on.

New Learning Zone — Getting Started (Hampshire Maintained Schools)
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Featured

Upcoming learning items that
have been flagged by HTLC.
Featured courses will be
highlighted on School
Communications.
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Delegating course approvals and acting as a
delegated manager

The headteacher can assign delegate authority to others so they can action course
approvals for all employees reporting to them, permanently or temporarily.

The headteacher will need to take the following actions to set this up.

A

BTERNOW |

Links

T2 Accomplishments

Options and Settings

My Curricula

recently add

View Al

Bookmarks

A

Search User

Advanced Search

On the My Learning page, navigate to the
Links section which is located underneath
the ‘Learning Assignments’ box. Click on
Options and Settings. The Options &
Settings page will display.

Click the Add button in the Delegates area
and the Add Delegate page will open.

o Use the search box to find and select
the person you want to delegate for
you. You can also use the Advanced
Search option to find and select a
delegate based on predefined criteria
i.e. User ID

Cancel @

New Learning Zone — Getting Started (Hampshire Maintained Schools)



Users @ Help f

Search Users
Enter a value for each field that you want to use to fiter your search. Click Search to display the results.

Case sensitive search: e [N

User ID: Contains

External ID: Coniains
Last Name: Contains

First Name: Contains

LSREIREIREY RS

Middle Name: Contains
Role ID: Contains ~
User Status: @ active ) Not Active ) Both
Profile Status: () pctive O Expired @ Both
Position ID: [ isins v T
Native Deeplink User: O ves O No @ Both

Gamification User ID: Coniains hd

Licence User Type: (O Functional O Active ® Both

| Search | Reset

Once a delegate has been identified, select Predefined Permissions option for the user.
Click the Save button. The Delegate is now selected, and permissions are assigned.

-

Delegates
Linda Campbell [Fraedefined Permissions]

Add

You can remove them by clicking ‘Remove’.

Please note it is possible to select more than one delegated manager e.g. your
headteacher may wish to give this permission to the Admin Manager and Finance
Manager.

This will enable Finance Managers to run reports in the system.

Once selected as a delegate, the individual will receive the following email as
confirmation:

Learning Zone — Guidance for Hampshire Maintained Schools 10



Dear Colleague,

This notification confirms that another user (******, ****) has delegated to
you the following permission to perform on their behalf:

Proxy: To act as a delegate able to undertake LMS tasks such as
assigning learning, registering others on Learning Items for and approving
registrations for Learning Items.

Please log in to the Learning Zone to view all users from whom you have
delegated permissions.

If you believe this delegation is incorrect, please contact this user (*****,
***%). Please note all confirmation emails will still go to ****** ****

If you have any questions, please contact ****, **** in the first instance. If
you need to contact your Learning Team please check the Information tile
on your Learning Zone homepage for contact details.

Kind regards,

Learning Support Team

In order to act as the delegated manager, the individual will need to follow the steps
below.

Step 1: From the My Learning home page, go to Links, then from Delegator list select
the manager.

Learning Zone — Guidance for Hampshire Maintained Schools



O PSNTRdIycu

B —

CONTINUE COURSE

Good Governance in Hampshire E-Learning
e LMS_ELG HCC_CR_HWFD_BSDM_05858ELG
_' & Self-Assigned

=
Y

Links Recommendati.. Bookmarks Featured
Select an Employee from the = [ ] =

list below, and a new window
will open for you to act on their
behalf

m: :i.
All Activities Are Current v

Step 2: The delegate view will open in a new window (you may have to allow pop up and
then repeat step 1 above).

=10

ST htips:/jhampshirec, plateau.com/learning juser fpersonal fviewP ersonaHome. doignoreBadkdink =Y |
‘You are acting on behalf of ancther user (Catherine Direct links are not supported in Retumn to Home of Catherine Ball Close Delegate
Ball). Delegate Mode Window

Find Learning

My Learning Assignments = §E Sort By Date | Priority 7 Fikter

Keyword | O, Course name or ID Select All - All Assignment Types
What do you want 1o LEARN today? m

~ DUE ANYTIME Browse all courses »

Corporate Induction E-Learning My Team
LMS_ELG HCC_CR_HWFD_ORLR_05864ELG

Self-Assigned
& Self-Assign W OnTime (2)
REGISTER NOW | -

Driving High Performance - Managers & Leaders
LMS_CRS HCC_CR_HWFD_PRF_DE57T1CRS .
& seltAssignes My Curricula

\, You currently have no required
curricula.
| aan Kiv Siama Trainina - (Grean Relt Go to Curriculum Status

Step 3: Perform required tasks on behalf of the manager e.g. book training for a team
member, check dates and times of a booking or approve a booking. Please note, the
user’'s own My Learning Page becomes inactive whilst the delegate window is open.
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Step 4: Close the delegate window when tasks are complete. This will take you back to

your own My Learning page.

| ==
Return to Home of Catherine Ball Close Delegate
Window |/
ter Find Learning
5 v
p— = ~ VN
Learning Zone — Guidance for Hampshire Maintained Schools 13




Searching for a course

Use the Find Learning box on the top right of the My Learning page. This is the easiest,
fastest and most efficient way of searching, particularly when you’re looking for a specific
offer and have some information about it.

My Loarming Assignments I8 IW 2o om

Kryword » Select A3

(> Complete Foliow-up Survey for Employee
A\ d Vou Rave | wrvwy(n) 50 ComOite 10 1 empiopeedy B Owedn 2
(& 2 View Sureeys & Emgoyees B Duein 20 dars (1
W Oue Later (0
OAYS OVIESOwE

RP Core Skills (8 Days)
k LMS_CRS HC_DT_DRV_RPCS_09050RS My Team
B Pt of o t Poice Ofice

e W On Time (2)
-y - @
Evidential Breath Machine - Intoximeter EC/IR (2
h Days)
LMS_CRS HC_DT_DRV_EBMS_D0GOCRS

- > 3 ' - Learning History

7 ¢ View A3
.! r) 2 Field Impairment & Drug Recognition Testing N

No leaming events were
recorded in last 30 days

Links o Re

mmenssn

e Search using two or three key words from the course title. Key words for courses are
included in Schools Communications and flyers.

rod Bockmarka

As you type, the Learning Zone will suggest titles. Select the one you want and click Go.

My Learning Assignments i= EE sort By Date | Friorily 7 Filier Find Learning
Kevwcrd' Course name or ID . Select All - All Assignment Types -
- - [ primary rEM | ]
~ DUE ANYTIME Spring 21-22 - Primary RE Network

Autumn 21-22 - Primary RE Network
REGISTER NOW | (Webinar)

Designated Safeguarding Lead (DSL) Refresher
h Training (Webinar)
LMS_VLS HCC_CS_CSWFD_SFG_00048VLS Primary RE - Christianity (Webinar)
&, Assigned by Marion Miller Primary RE - Hinduism (Webinar)

~. Primary RE Webinar for NQTs only
"

You can view your returned search results in either List View or Card View. We
recommend using List View as it displays more details. Click on the buttons on the top
right of the screen to navigate between the two different views.

Card View List View

Learning Zone — Guidance for Hampshire Maintained Schools 14
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If you want to take a more general look at the
learning items available and explore what is available in an area of interest, click on
Browse all courses.

My Leaming Assignments 1R 10 sonty Oowe ey Trm
Keywors ——— Setect A3 e B A Assgremact Tyoes
v OVERDUE
’
P

5 0AYS OVEROUT

> \/ Compiete Follow-up Survey for Employee

2P You Rave 1 Surveyin) 9 compnte ¢ T ampioysey W Overden )
(,‘, 4 View Surveys & Emgioyees W Oue i 30 days (1)
W Ouve Later (1

33 0AYS OVEROUE | ATCLI®

RP Core Skilis (8 Days)

LMS_CRS HC_DT_DRIV_RPCS_D%0ECRS My Team
BB Pt of Rosos Poicng Unt Poice Ofice
. W On Time (2)
) 041 OvE e "
Evidential Breath Machine - Intoximeter EC/IR (2
Days)
LMS_CRS HC_DT_ORV_EBW_00SXCRS
B Pt of o cng Unt Poke Ofice Learning History
View A
‘ 73 DAYS OVESOUE | AEO
hg 220 2 Field Impairment & Drug Recognition Testing Y

No learning events were
Lieks featured Bochmarks Recommendat recorded in last 30 days
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Here you can browse by topic (allowing you to view available learning by subject area).
All HTLC courses are listed in the ‘Professional Skills’ area

TCatalogue

= Briowse by Topes Search

Being healthy, sate and well

) Business Support (I)

Education )
Browse by Topics ‘ Search

Leading and Managing peope, fesources and propec

Profassional Skills Health and safety of people

Using IT afectively Inclusion and Diversity

X
@]

Induction

Leadership Skills

Personal Development Education >
R

Property > [Years He
za nded Pro
~ Safeguarding > B easm
% )
" School Curriculum >
— School Inclusion >

h Core F
School Leadership > nd;:sm

Social care - Adults Administration of Medicines
Social care - Childrens Behaviour and Attendance
Teaching and Learning Early Years

Higher Level Teaching Assistant
Medicines

Meeting Individual Needs
Schools Senior Leadership

Special Educational Needs

Learning Zone — Guidance for Hampshire Maintained Schools 16



When you click on Browse all Courses, you will also see a list of any learning that has
been recommended to you by your peers, as well as the current Featured courses.

Recommended for you

English Core Provision - Test Valley Primary Programme 18/20
Program

The English Core Provision offer for Hampshire scheols provides oppertunities for English leaders
to work collaboratively through a series of subject network meetings and an annual conference

Making Headway (East)
(LMS_CRS HCC_CS_HTLC_SNRL_10257CRS)

Course OverviewThis course aims to recognise and develop the potential of teachers who have
clear aspirations to become deputyfassistant headteachers (must be recommended by their

See Offerings

Featured Learning

Featured Course
Summer 2021-22 - Geography Primary Network Meetings
(LMS_CRS HCC_CS_HTLC_GEOG_09699CRS)

The geography network meetings provide knowledge and understanding of the geography discipline as well as ideas and advice
for geography subject leaders to improve the provision of geography in their school. A high quality geography curriculum can...

[® See Classes

Featured Course
Summer 22-23 - Primary RE Network
(LMS_CRS HCC_CS_HTLC_RELI_11520CRS)

These sessions are designed to enable RE managers to explore, share and develop good practice in RE in their schools. The
sessions will focus on helping other staff to understand the cycle of enquiry, know the range of concepts in the Living Differenc...

[® See Classes

Learning Zone — Guidance for Hampshire Maintained Schools 17



Booking yourself on a course

When you have found the course, you would like to book on, you have the following

options:

To see further information about the course content

Click on the course title — this opens a new screen with further information. You may

need to click on the ‘More’ button on this page to display full course details. From here,
use the small back arrow to return to the results screen.

To view available dates for the course
Click on See Classes.

For a multi session
course, the dates
displayed will be
the first and the
last session. The
venue/location for
the first session is
also displayed

To view all the
dates and
locations of a
course (if more

than one session),

click on the date
(in blue), another
window will open
listing the full
programme *see
overleaf

adjustments relating to HTLC and/or

The price d|sp|ayed includes all Click R.g“t‘f Now to make a booking

HIAS subscriptions relevant to your
> school.

Learning Zone — Guidance for Hampshire Maintained Schools

18



Full details of a multi session course — available by clicking on the date in see classes.
~ SEGMENT DETAILS

1

1110/2019 09:30
Europe/Londan

TH1/201912:30
EuropefLondon

5M12/2019 12:30
Europe/Londan

10/1/2020 09:00
EuropefLondon

30/1/2020 12:30
EuropefLondan

25/2/2020 12:30
Europe/London

6/3/2020 09:30
EuropefLondan

26/3/2020 12:30
EuropefLondon

1110/201816:30
Europe/London

7H1/2019 17:00
Europe/London

5M12/201917:00
Europe/Landon

10M1/2020 16:30
Europe/London

30M/202017:00
Europe/London

25/2/2020 1700
Europe/London

6/3/2020 16:00
Europe/London

26/3/2020 16:00
Europe/London

Solent Hotel and Spa -
Rookery Ave, Whiteley,
Fareham PO15 7AJ -
Solent Hotel and Spa -
Rookery Ave, Whiteley,
Fareham PO15 7AJ

Sarisbury Infants
School - Barnes Ln,
Sarisbury Green,
Southampton S031
7B.J - Sarisbury infants
School - Barnes Ln,
Sarisbury Green,
Southampton S031
7BJ

Red Barn Primary
School - Linden Lea,
Portchester, Fareham
PCO16 8HJ (location)

Solent Hotel and Spa -
Rookery Ave, Whiteley,
Fareham PO15 7AJ -
Solent Hotel and Spa -
Rookery Ave, Whiteley,
Fareham PO15 7AJ

Sharps Copse Primary
School - 11 Baybridge
Rd, Havant PO9 SPE -
Sharps Copse Primary
School

The Petersfield School
- Cranford Rd,
Petersifield GU32 3LU
(location)

Solent Hotel and Spa -
Rookery Ave, Whiteley,
Fareham PO15 7AJ -
Solent Hotel and Spa -
Rookery Ave, Whiteley,
Fareham PO15 7AJ

Liphook Federation of
Schools - Liphook
Federation of Schools,
Avenue CI, Liphook
GU30 7QE

Learning Zone — Guidance for Hampshire Maintained Schools
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Once you have selected the date/location you want to attend (under see classes) and
clicked Register Now you will be asked to confirm your booking.

Registration [7]

Registration Commerts
Uer Nare: T

Registration Pending (Fending]
Suamt

Commanti

U HIAS SLA? -

Accessitslity
Requanemanty

[
Regusemerts

Financia

gL STUET YOUF ACCOUTE Coge bk
e

Check the information provided including price and add any information about
accessibility or a Purchase Order number in the comments box and any dietary
requirements in the Dietary Requirements box. If you have a HIAS SLA you can select to
use it Yes/No, (it will automatically revert to yes if you don’t change it here) and then
click Confirm.

All bookings require Line Manager’s approval (see Approvals page). After you have
clicked Register Now and Confirm buttons, you will see a message asking if you want
to proceed. Click Yes.

Warning (2]

Warning Details:

« The class (69493) requires approval for you to register. If you continue, you will be registered with a pending status until the
approvers approve your registration request.

Do you wish to proceed?

No Yes

Your place will not be confirmed until your manager approves the request. The system
will send you a pending notification of your request, and your manager a registration
notification of your request which they will have to action.

Learning Zone — Guidance for Hampshire Maintained Schools 20



After your manager has reached a decision, you will receive either a registration approval
notification or a denial notification depending on the decision taken. If your request is
approved, your My Learning Assignments section is updated.

My Learning Assignments §E Sort By Date |

Keywerd $& name of | Select Al

r ENROLLED
Primary RE - Christianity 2021-22 (Webinar)

" LMS VLS HCC _CS HTLC REL) 11322VLS
I 5 Begins 8/2/2022 at Virtual $253300 l

Headteacher booking themselves on a course.

If a booking is made by a Headteacher they will need to select an approver to authorise
their booking. The Headteacher can select anyone — we suggest your Admin Officer or
Business Manager.

LMS_CRS HCC_CR_HWFD_TEST_00006CRS
Start Date: £/10/2019 1000 Europe/London
End Date: 8/10/2019 18:00 Europe/London
Capachty: 1 enrolled, 0 waitlisted

Price: Free

Approval Steps —
Approval Step / Approvers

“‘“‘a\
Line Manager Approval \“ ect User for App 1/
Registration Comments - -

User Name: Abbott, Christina

Reglstration Pending (Pending)
Status:

Comments:

Learning Zone — Guidance for Hampshire Maintained Schools 21



Booking a course on behalf of another
member of staff

If you are acting as a delegated manager, follow the instructions on page 9 and 10 of
this workbook and ensure you have the delegate window open before attempting to
complete any actions on behalf of the manager.

Go to the Find Learning area to find the course you want to book
Click on See Classes

Click on Register Others for the chosen date/location

Click the Add (+) symbol to select the employee you wish to book

PowpbdPR

Enter Registration Details

Requied

» Class: Be Ofsted Ready for a ‘Deep Dive' into Art 2021/22 (Webinar) &3 thange Class

Start Date/Time: 15/2/2022 0930 Europe’London Description: No Descnption
Facility & Location: Microsoft Teams. Associated ltem: LMS_VLS HCC_CS_HTLC_ART_00011VLS
Price: 55000 Pound Stering{GBP) Available Seats: 1 of 8 enrolled, O waillisied

Cancellation Policy

Employees

5. You can select multiple employees from this list/select all or search by name

6. Once selected click Add

7. The next screen will allow you check the booking, add a comment (PO number if
applicable/accessibility) and view the cost centre

Register Employees for Class

Enter Registration Details
* Required

~ Class: Be Ofsted Ready for a ‘Deep Dive’ into Art 2021/22 (Webinar) & Change Class

Start Date/Time: 15/2/2022 09:30 Europe/London Description: No Description
Facility & Location: Microsoft Teams Associated Item: LMS_VLS HCC_CS_HTLC_ART_00011VLS
Price: 520.00 Pound Sterling(GBP) Available Seats: 1 of 8 enrolled, 0 waitlisted

Cancellation Policy

~ Employees + Add
Name " Registration Status ~ * Payment Method “ Account Comments Remove
Caroline Cain Active Enrolment (Er v . .Account Code v| .57815 . @ X

Learning Zone — Guidance for Hampshire Maintained Schools 22



8. Click continue. You will be asked if you want to use your HIAS SLA against this

booking

9. Click Register
10.The system will automatically send registration notifications to the Line Manager and

the employee you have booked

All bookings require approval, see page 24

Booking a course for a Headteacher

Due to the organisation structure in SAP, it is not possible for a Delegated Manager to
make a booking on behalf of a Headteacher. The Headteacher will need to book
themselves on courses/training. Generally, the Approval process has been removed for

training that is for Headteachers only.
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Approving a booking

All training requires manager approval. Managers are notified of the approval requests.
via email. Requests are marked as pending until approved. Note: places continue to be
offered to others until this step is complete.

A Manager (Headteacher) approving a booking for an employee

Click on My Teams link at the top left of the Learning page.

From there, navigate to the Line Manager Links link on the right-hand side of the page.

Click Approvals to bring up a list of all pending team training requests.

Pending Approvals (2]

v Internal Training (5)
4 Enter Reasons for Approvals or Denials ® an O Direct Reports Only m
User Namea  Title Price Type Action [Approve AllDenys—"]
> ;’-‘;""’ 4 " Approve Deny ® skip
Le B M 000 Po ng (G! egsranon Approve Deny @ skip
~ :3:» 4 M-t 0.00 Pound Sterling (G Registration Approve Deny © Skip >
> ;e:a\;ng/ 4 M Withcraw Approve Deny © skip
.t.-é;a‘;? < M5 Wiancraw Approve Deny @ skip
Pecords per Page |5 L3 sotal records!

v External Training (0)

® an O pirect Reports Only
NO fems were found using this search Critena

w» Account Requests (0)

No ems were found using this search critena

Make sure the Enter Reasons for Approvals or Denials box is checked so that you
can add comments to explain your decision.

Click on the course title to review the course details. Once you have finished, click the
back button to go back to the pending approvals list.

Once you have reached a decision, choose the appropriate button to:

e Approve the training request

e Deny the training request

e Skip if you have more than 1 approval you can select skip to defer a decision to
approve to a later date

Click Next.

Explain why you have approved or denied the training request in the text box provided.
Click Next once complete.
Click Confirm to complete the approval workflow.

Click Start Over to return to the Pending Approval page.

The employee receives an email notification confirming the booking and line manager
also receives a copy.

Delegated Manager approving a booking for an employee

Learning Zone — Guidance for Hampshire Maintained Schools 24



On the My Learning page, navigate to the Links section which is located underneath the
‘Learning Assignments’ box and pick up your delegated manager access (to enable you
to act on behalf of your headteacher).

Pending approvals will be shown in red text along the top of the screen or in the
approvals link in the links tile.

You can now approve/deny bookings on behalf of your headteacher (as above).
Delegated Manager approving a booking for themselves

Delegated managers can approve their own bookings when they have permission to act
on behalf of their headteacher. It is important to ensure the required permissions have
been obtained from the relevant line manager (in compliance with school policy).

Booking approval process for headteachers

If the approval is required for a headteacher booking, the headteacher will need to select
an approver to authorise their booking. This can be the school administration manager
or another colleague (even if they do not normally have approval authorisation).

Click ‘Select User for Approval’
Add Peer Approvers (2]
Submit for Approval — Search for Users

Previous

Search for Users to Add

User ID: Contains v
Last Name: |Contains v | willis
Flrst Name: Contains ¥ | genery
Middle Inltlal: Contains v
Job Code: | Contains v
Emall: Contains v

The approver will then be able to approve the booking via the approvals link in the links
tile (as above).
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Links

%P Accomplishments

Approvals

Learning Zone — Guidance for Hampshire Maintained Schools

26



Finding details of courses you are booked
on and for users you manage

Managers who wish to view the learning of employees reporting to them

Select My Team by either clicking the ‘My Team'’ tile (right hand side of learning home
page) A list of employees reporting to you will be displayed on the left and you can select
which employee to view by clicking their name. The Learning home page for that
employee with be displayed indicating the courses they are booked on/assigned to. You
can also view their Learning History (bottom right hand side).

My Team tile
As a Manager, the My Team tile will
My Team show you the status of training for
your staff (red indicates outstanding
B OnTime (2) ) .
items). Here you can easily keep
track on actions that need to be or

have been completed by your staff.

Delegated Mangers who wish to view the learning of colleagues

As delegated manager you will be able to view the Learning Home page for your
Headteacher via the delegated manager link. From there you will need to click on the
Team tile. You can then follow the steps above to view the training booked/assigned to

colleagues.
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Withdrawing/cancelling yourself from a

course

Withdrawals outside the cut off period

Navigate to the My Learning Assignments page. Find the relevant learning item title in
your learning assignments. Click on the arrow next to the title to expand the Options

menu. Click Withdraw.

& Self-Assigned

Building a trusting team
CRS LMS_SIT_00004.0J
@ Begins 12/9/2018 at Ell Court West - The Castle, Winc Request Schedule

EMROLLED | -

“iew Registration

Recommend

A Warning Message will appear asking if you want to withdraw from the session. Click

Yes.

Confirmation

A Do you want to withdraw from this session?

.......................

e XA Mo
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A Remove window will open. Choose Yes or No depending on whether you want to
update your learning plan.

& Leaming v ﬂ @ Sarah Taylor + SAP SuccessFaCton[?{

My Learning
«~ Back =

Current Registrations U

Remove

Do you want fo remove the associated item from the Leaming Plan?
Note: If you choose Yes, the item will be removed from the Leaming Assignments only if assigned by the user

No Yes

Select a cancellation reason from the drop-down list. Note: You must select an option
before proceeding with the withdrawal.

If the course is chargeable and you are withdrawing in the cancellation period, the
system will indicate the cancellation charge. You will need to confirm you accept these
charges.

Click Submit.

If Manager approval is not required to withdraw, the withdrawal is now complete, and
your My Learning Assignments section is updated.

If Manager approval is required to withdraw, the withdrawal notification will be sent to
your Line Manager to approve. Once this is actioned, your My Learning Assignments
section is updated. If the withdrawal request is denied, you will remain enrolled on the
course.

Withdrawals within the cut-off period

Navigate to the My Learning Assignments page. Find the relevant learning item title in
your learning assignments. Click on the arrow next to the title to expand the Options
menu. Click Withdraw.

An error message will be shown to inform you that you cannot withdraw from the course
as the withdrawal cut-off date has passed.

You will need to contact the HTLC Events Team to make an off-system withdrawal
request.
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Overview of booking permissions

Headteacher

Only headteachers can book courses for
themselves which then needs approval from a
delegated manager

Assign delegated authority to others

Book staff members onto courses

Check dates and times of staff members booked
courses

Approve / deny course bookings requests
Approve / deny course withdrawals /
cancellations

Receive course information for a booked
delegate

Run various reports

Delegated Manager

(There can be more than
one)

Book staff members onto courses, excluding
courses for the headteacher

Can “Assign” courses to staff members without
booking them on

Check dates and times of staff members booked
courses

Approve / deny course place requests
Approve / deny course withdrawals /
cancellations

Book and Approve their own course bookings
Receive course information for a booked
delegate as long as “Alternate Line Manger”
Run various reports

Teacher

Using “Assign to Me” which then puts a Learning
Item in their learning plan, but doesn’t actually
book them onto a course

Book themselves “Register” onto the courses
(pending approval),

Withdraw / cancel themselves from courses
(pending approval)

Can’t book anyone else on to any courses only
themselves

Check dates and times of their booked courses
Receive course information for a course they are
booked onto
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Notifications

Currently notifications are automatically sent to the user and the Headteacher.

However, there is a system function available to enable delegated managers to set
themselves up as an ‘Alternate Line Manager’ for members of staff so that they can
also receive the notifications.

Admin Officers/Business Managers:

1. Gointo the Learning Zone and pick up the delegation for your Headteacher (via
Links tile)

2. Click on the My Team tile — all employees names should then be listed on the
left-hand side

3. Click on the ellipsis (three dots) to the right of each employee’s name and
select “Manage Alternate Line Manager”

4. Search for yourself by personnel number (in the User ID box) to ensure you
select the right person and add then click Save. This process is necessary
rather than searching by name as the search uses the database for all
Hampshire employees not just your school staff. Selecting the wrong
person may lead to a data breach under GDPR.

5. Please note: If your name does not appear in the initial search, click on the
Advanced Search blue link next to the search box. This opens another window
where you can input your personnel number (in the User ID box) and select
yourself. This should then return you to the previous window where you can
continue the process.

6. You will need to repeat this step for all employees for whom you wish to receive
copies of email notifications.

Learning Plan: Generys Willis =

Hakeem Bawala : Generys Willis ot |
Assign Leaming
Kola Kolage -
+ Leaming Plan Overdue Register Employee
Yy
Y  Genervs Willis - M oo e e Manage Alternate Lin...
Reports .
Rhiannon Pritchard
Send Message

Juka Thompson Options & Settings

Headteachers will still receive notifications as well has the alternate line manager. If
your headteacher does not want to receive the notifications into their inbox we
recommend setting up a rule that will divert emails from no-reply@hants.gov.uk to an
email folder.
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Accessing reports
As a Manager

On the My Learning page, navigate to the Links section at the right-hand side of the
page. Click on Reports.

Line Manager Links

Assign/Remove Learning
Register/Withdraw Employees
Approvals

Reports ‘

View the list of available reports on Reports screen. Click the expand icon to see
additional reports in each report group.

— Dack

Reports

Select a Report from the list below to run a report for yourself or your subordinates

Report Name

Curnculum Status
Item Requests
Item Status
Learning History
Learning Hours
Learning Needs
Learning Plan

Program Status

Registration Status
Tuition

User Information

Click on a report name to select a report and display the run report screen.
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Managers may choose to run a report for themselves only, their direct reports, all team
members, or all including themselves.

Run Registration Status

User: ® Self Direct Reports All Team All
Include Alternate Direct Reporis

Each report page may allow you to customize the report layout by entering Report Title,
Report Header, Report Footer etc.

Use the drop-down menus and criteria fields to determine options for Report
Destination, Report Format, Report Type, Include, Print Comments, Sort By, List
By etc. as appropriate.

Enter the Completed Date From and Completed Date To dates if applicable.
Once all fields are defined, click Run Report.

The report will begin processing — the status will read Waiting in Queue, then
Generating, then Succeeded when complete.

Once completed, you will see a message to say that your report is automatically
downloading, and a pop-up box will appear at the bottom of the screen asking what you
want to do with the report:

e Save —to open the report
e Save as — to save the report to a location of your choice
e Cancel - to cancel

As a Delegated Manager

After accessing your manager’s Learning Home page via the delegation link, click on the
‘My Team’ tile on the right-hand side, a new window will open. Navigate to the Links
section at the right-hand side of the page. Click on Reports.

Guidance on the report options available and how to run them is provided in the
following link. Learning Zone: Manager Guide to running reports.

Useful Reports

Registration Status
¢ Run this report to see what courses your team has been enrolled on
e You can select the date period to view bookings for a specific time frame
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Learning History

Displays information about courses that your team has completed

Please note

You will need to run it as a ‘detailed’ CSV report and the financial information
will be downloaded in the tuition column.

This report will only return completed course information, including course
costs (to reflect your school’s level of subscriptions). Please remember that if
you have opted to use your HIAS SLA, this payment will be collected
separately. You can then delete/hide columns and filter to get the information
you require.

We recommend that you make a note of the course price at the time of
booking, (information is provided in the course description on the Learning
Zone and/or on our Moodle courses pages). This will be the actual amount
you are charged i.e. amount on the report plus the HIAS SLA if you have opted
to use this at time of booking.

Curriculum Status

Select User Curriculum Status (CSV)

Select ‘All’ radio button

Details all mandatory e-training e.g safeguarding, manual handling etc. that
have been assigned to you and your staff

Date the training was assigned, the number of days the user has left to
complete the training and a column reporting on completion date
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Help and Guidance

Contact details can be found at the bottom of the Information tile on your My Learning
page.

Information

If you are a HCC employee please contact the relevant team below for support
with making or managing vour booking. MOTE: Please do not phone the IEC
contact centre for learning related queries.

Frequently asked guestions and help information can be found here

Hampshire Workforce Development (Leadership &
Management): course.booking.enguiries® hants.gov.uk, 01962 833028

Corporate Services: LMSLocal @ hants.gov.uk, 01962 846012

Economy, Transport & Environment: ETE.LMS@&hants.gov.uk, 01962 846012
CCBS: cchs development® hants gov.uk, 01962 846012

Children’s Services: cs.nominations @hants.gov.uk, 01962 715669

Adults’ Health and Care: LMStrainingadultis@ hants.gov. UK, 01962 832036

If you are a teacher and you have an enquiry about making a booking or
managing your attendance on a HTLC course then please use the details

below:
@ HTLC Courses@hants QG@
. | Queries with bookings
Talk to us

If you need to speak to one of the Learning Support Team you should use the contact
details below:

Email: htlc.courses@hants.qgov.uk

Telephone number: 01962 718600
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Moodle

Learning Zone help guides are available on our Learning Zone Moodle Information page.
You can access this from the HIAS Moodle home page
https://hias-moodle.mylearningapp.com/
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Glossary of terms

Learning Item

A course or other learning e.g. e-learning.

Keyword
A word taken from the title of a course to help you locate a course quickly.

Class

Available dates/locations for the course.

Programme

A collection of learning items packaged. e.g. English, Maths core provision and ECT
programme.
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