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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). 
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Then click on the Learning Zone tile.  
 

 
 
 

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). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://extra.hants.gov.uk/sharedservices
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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.  
 
 
  

 

 
 
 
 

Once you have registered, you will not need to take this step again. 
 
 

 
 
 
 
 
 
 
 
 
 
 



 

Learning Zone ï Guidance for Hampshire Maintained Schools 6 

Checking/updating your correspondence 
email address 
 
¶ Go to the staff shared services page - https://extra.hants.gov.uk/employee/ 

¶ Click the ESS Lite tile & select ñMy Informationò  

¶ 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 

 

  

https://extra.hants.gov.uk/employee/
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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. 
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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. 
 

On the My Learning page, navigate to the 
Links section which is located underneath 
the óLearning Assignmentsô 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. 
 
 
 
 
 
 
 
 

 
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 
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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.  

 

You can remove them by clicking óRemoveô. 

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

 
 

 
 

 
 
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 

userôs own My Learning Page becomes inactive whilst the delegate window is open.  

 
 


