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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:
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Then click on the Learning Zone tile.
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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

1 Go to the staff shared services page - https://extra.hants.qgov.uk/employee/
TClick the ESS Lite tile & select fAMy I nfor ma

1 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

1 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.
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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.
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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

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

VelAll't he o6Learning Adickengnment s ¢

Bookmarks

Search User

Advanced Search

Cancel @

Options and Settings. The Options &
Settings page will display.

Click the Add button in the Delegates area
w 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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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
|_Edit__
You can remove them by clicking ORemovebob.

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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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.
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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).

/6 Home - Internet Explorer =10
Sf hittps: {jhampshirec, plateau.com learning,user fpersonal fviewPersonaHome. dofignareBadd ink =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
My Learning Assignments = IE Sort By Date | Priority 7 Fiter Find Learning
Keyword Course name or ID Select All x All Assignment Types ~
| What do you want to LEARN today? m
~ DUE ANYTIME Browse all courses »
Corporate Induction E-Learning My Team

LMS_ELG HCC_CR_HWED_ORLR_05864ELG
& Self-Assigned

W On Time (2)
REGISTER NOW | -

Driving High Performance - Managers & Leaders
LMS_CRS HCC_CR_HWFD_PRF_06571CRS .
8 selt-assigned 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
us er 6 Myleawing Page becomes inactive whilst the delegate window is open.
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