The Hub User Guide

Part 2 — Managers’ Guide
Leicestershire Social Care Development Group (LSCDG)




LMS Managers Permissions

This guide is designed to illustrate the additional permissions a manager has within
the Hub that enable them to view the training records of the workers that they
supervise and how they can book or reserve places on courses for these workers.

To see how to access the Hub, view your own records of learning and how to book
onto a course etc. see the User Guide part 1.
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LMS Managers Permissions

Viewing Staff Records

Eormitotasaldashb

& Leicestershire Learning Hub... %

Leicestershire Learning Hub

@« & = [atsl Q
Home My Leami eam JMy Reports  Find Courses

Search Courses

Dashboard @ LSCDG Dashboard

a CALENDAR

- June 2016 >
Sun Mon Tue Wed Thu Fri Sat
1|23 4

€ 7 8 9 10

Social Care Health & Safety

Glearningpool

On the main banner managers have an additional button — My Team.

This gives access to the training records of those workers who they immediately
supervise.

Click the My Team button.
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LMS Managers Permissions

Profile

& http://Ieicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Leaming Hub...

Leicestershire Learning Hub
a & = Lk Q

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © My Team © Team Members

ol . "
L&z ADMINISTRATION Team Members: 7 records shown

All members of your team are shown below.
I Site administration

Name “ Last Login Courses Started Courses C Ci Ach d

2 H 26 May 2016 6 3 0 0
) Dawn Huckerby

file | Bookings | Records | Appraisala | 380° Feedback | Gosls | Required

S Dennis Stenson 27 May 2016 21 20 0 0
0 i ! Requred
A 16 15 0 0
Kyle Hudson
w "
Plans | Profie | Bookings | Records | Appraissis | 380° Feedback | Gosis | Required
o Mairead Turner 19Jan 2016 14 14 0 0
N4
Prans | Profie | Sookings | Records | Appraissis | 350° Feedack | Gos's | Requred
o i 3Feb2016 13 13 0 0
Marion Bruce
&
Pians | Profle | Bookings | Records | Appraissis | 300° Feedback | Gos's | Required
@ Mark Randle 11 Mar2016 10 10 0 o
o«
Plans | Profia | Bookings | Records | Appraisals | 380° Feedback | Goals | Requeed
'. Sonal Godhania 4Feb2016 13 13 0 0
V|
Pans | Profia | Sookings sdh i

This will open the page above.

You will be presented with a list of the workers you manage and some training and
access information.

To check details of a particular worker click the Profile link under their name.
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LMS Managers Permissions

& http://Ieicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Learning Hub...

Leicestershire Learning Hub

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © Users © Dennis Stenson © View profile

3
. X ADMINISTRATION
. I Site administration

Dennis Stenson

b

User details

+ Timezone
Europe/London

- Hierarchy Path
LCC Business Group ~ R0001 Corporate Resources ~ R0400 Corporate Services ~ R0700 HR & OD ~ R0714 Organisation Development Service ~ R0719 Team 3

+ Org Framework
Internal

User position details

* Position

14192 Leaming & Development Advisor.
* Organisation

RO718 Team 3

* Manager
Paul Lowis

Learning

Course details
* Course profiles
* Emergency First Aid
* Food Safety Level 3
* Demonstration of Declare interest
* Demonstration Course

Miscellaneous

* Forum posts h
* Forum discussions

Login activity

* First access to site
Wednesday, 20 January 2016, 246 PM (133 days 22 hours)

* Last access to site
Thursday, 2 June 2016, 1254 PM (53 mins)

— e e T e e

You will now be able to see the profile of the worker.

Click on the Record of Learning link.
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LMS Managers Permissions

Record of Learning

& http://Ieicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Leaming Hub...

Leicestershire Learning Hub

Home Myleaming My Tesm MyReporis Find Cc

Search Courses

Home © My Team © Record of Leaming for Dennis Stenson © All Courses

== LEARNING PLANS Record of Learning for Dennis Stenson : All Courses

Courses th vide Ufic ati
TEAM MEMBERS
« All Team Members
e 21 records shown

Learning Plans Search by

* Manage plans

Record of Learning Course Title ¢

« All Learning
« Active Leaming contains v

« Compieted Leaming
O AOMINISTRATION

Type Course Title * Progress Course completion date  Previous Completions

I Site administration

“ ACAS Employing People e 18 Jan 2012
“ Agobe Captivate Training —-_— 20 Mar 2013
“ Brain Friendly Leaming -_—— 28 Jun 2011 2
“ Briefings on Mental Health First Aid for Potential Instructors = 1 Dec 2011
25 ContrOCC -—_— 8 Jul 2014 3
l‘ Demonstration Course -
)‘ Demonstration of Declare Interest
23 DFH Key Trainer -_— 14 Apr 2014
25 Dyanamic Leaming Enviroment Workshop — 17 Nov 2011
l‘ Emergency First Aid —_— 14 Apr 2016
B8 Food Sefety Level3 —— 22 Feb 2016
23 FS Level 2 -_— 14 Dec 2015 %
" Introduction to Myers Briggs Personality Profiles -_—— 7 Jan 2013
A4 v Logic ana ContrOCC Training b 19 May 2014
)‘ Managing Chalienging Behaviour Introduction (LD) e S Apr 2013
l‘ MHFA -_— 13 Feb 2012
l‘ Moving & Handling Peopie 2015 _— 27 Jan 2015
‘ ‘ Moving & Handling People Conference — 30 Jan 2014
l‘ Personality Disorders _— 11 Feb 2015
“ Recruitment & Selection -_— 6 Dec 2011
_—— S Aug 2013

l‘ Whole Systems Approach Workshop

This will allow you to see the individual training record of the worker.

6|Page



LMS Managers Permissions

You can also access a worker's Record of learning from the My Team link:

& http://leic otara. pool.com/to oard/index.php

(2 Leicestershire Leaming Hub...

Leicestershire Learning Hub

@ 4 8 ® W Q

Home Myleaming MyTeam MyReports Find Courses

Search Courses

Home © My Team © Team Members

it 3 1
2z ADMINISTRATION Team Members: 7 records shown

All members of your team are shown below.

i Site administration

Name “ Last Login Courses Started Courses C [of Ach d
@ nawn Huckerby 26 May 2016 6 6 0 0
2
@ pennis Stenson 27 May 2016 21 20 0 0
w
Puans | Prof Gosis | Requied
@ 16 15 0 0

Kyle Hudson
w "
Plans | Profile | Bookings | Records | Appraissis Gosis | Required
@ Mairead Turner 19Jan2016 14 14 0 0
Ak
Pians | Profie | Bookings | Records | Appraissis ok | Gosis | Required
@ Marion Bruce 3Feb2016 13 13 0 0
L4
Plans | Proie | Bookings | Records | Appraissis | 300° Feedbeck | Gos's | Requred
@ Mark Randle 11 Mar2016 10 10 0 0
w
Plans | Profia | Bookings | Re —

Sonal Godhania 4Feb2016 13 13 0 0

Profie | Bookings | Records | Appraisals | 300" Feedback | Gosis | Requied

Go to the My Team page and click Records link under the worker.
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LMS Managers Permissions

And you will see the Record of learning of that worker.

& http://Ieicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Leaming Hub.

Leicestershire Learning Hub

Home Myleaming My Tesm MyReporis Find Cc

Search Courses

Home © My Team © Record of Leaming for Dennis Stenson © All Courses

== LEARNING PLANS i H .
tE : Record of Learning for Dennis Stenson : All Courses
Courses ther Evidence tification
TEAM MEMBERS
« All Team Members
21 records shown
DENNIS STENSON
Learning Plans Search by B
+ Manage plans.
Record of Learning Course Title ¢
« All Learning
« Active Leaming contains v
« Completed Leaming
L8 ADMINISTRATION
Type Course Title = Progress Course completion date  Previous Completions
8 S0 adyalnsication 24 ACAS Employing People — 18 Jan 2012
“ Agobe Captivate Training — 20 Mar 2013
“ Brain Friendly Leaming -_— 28 Jun 2011 2
“ Briefings on Mental Health First Aid for Potential Instructors - 1 Dec 2011
FIy ContrOCC -— 8 Jul 2014 3
l‘ Demonstration Course -
“ Demonstration of Declare Interest
“ DFH Key Trainer -_—— 14 Apr 2014
" Dyanamic Leaming Enviroment Workshop bd 17 Nov 2011
25 Emergency First Aid bnd 14 Apr 2016
Fry Food Safety Level 3 — 22 Feb 2016
“ FS Level 2 -_— 14 Dec 2015 m
l‘ Introduction to Myers Briggs Personality Profiles e 7 Jan 2013
25 Liquid Logic and ContrOCC Training — 19 May 2014
)& Managing Challenging Behaviour Introduction (LD) -_—— S Apr 2013
IA MHFA - 13 Feb 2012
" Moving & Handling People 2015 ==y 27 Jan 2015
" Moving & Handling People Conference — 20 Jan 2014
34 Personality Disorders -— 11 Feb 2015
25 Recrutment & Selection __— 6 Dec 2011
e 9 Aug 2013

J& VWhoie Systems Approach Workshop
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LMS Managers Permissions

Bookings

@ nttp://leicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Leaming Hub.

Leicestershire Learning Hub

@ 4« & ® W Q

Home Myleaming My Team MyReports Find Ce

Search Courses

Home © My Team © Team Members

i STRATI
L3 ADMINISTRATION Team Members: 7 records shown

All members of your team are shown below.
s Site administration

Name “ LastLogin  Courses Started Courses C: [of
@ pawn Huckerby 26 May 2016 6 6 0 0
«®
Plans | Profia | Bookings | Records | Appraisas | 380° Feedback | Gosis | Required
@) pennis Stenson 27 May 2016 21 20 0 0
- [N
Pians | Prof cords | Appraissis k| sk | Rugied
5] 16 15 0 0
Kyle Hudson
w"
Pians | Profile | Bookings | Records | Apprs back | Gosis | Required
B\ Milread Turner 19Jan2016 14 14 0 0
w
Profie | Bookings Records Appraiss Gos's | Required
@ Marion Bruce 3Feb2016 13 13 0 0
k=4
Plans | Profile | Bookings | Records | Appraisals ck | Gosls | Required
11Mar2016 10 10 0 0

@
, Mark Randle

o L Bookinns | Sacaris

Click the Bookings link below the name.
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LMS Managers Permissions

@ http://Ieicestershiretotara.leamingpool.com/tatara/dashboard/index php

Leicestershire Learning Hub
A & = Lk Q

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © My Team © Bookings for Dennis Stenson

Future Bookings

Bookings for Dennis Stenson: 1 record shown

Course Name Event Name Session Start  Event Start Time Event Finish Time Status.

Demonstration Course  Demonstration Course  7July 2016 9:00 AM Eurcpellondon.  9:30 AM EuropeiLondon  Requested

You will be able to see the bookings of the worker, you can move between future
and past bookings by clicking on the tabs at the top as you can with your own
personal training record.
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LMS Managers Permissions

Reports

You can also view the training records of the workers you manage from the My
Reports button.

& Leicestershire Learning Hub... %

Leicestershire Learning Hub

® & k- i Q
Home My Leaming My Teg Reports  Hind Courses

Search Courses

Dashboard @ LSCDG Dashboard

a CALENDAR

- June 2016 »

Sun Mon Tue Wed Thu Fri Sat

Induction Social Care Health & Safety

Glearningpool

Click the My Reports button
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LMS Managers Permissions

& http://Ieicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Learning Hub...

Leicestershire Learning Hub

A & = Lk Q

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © My Reports

N My Reports

Scheduled Reports

There are no scheduled reports

Olearnhgpool

Click the My Team Completions link.
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LMS Managers Permissions

@ hitp://leicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Learning H

Leicestershire Learning Hub

@ 4 8 ® W Q

Home Myleaming MyTeam MyReports Find Cc

Search Courses

Home © My Reports © My Team Completions

My Team Completions: 126 records shown

Search by

User's Fullname

contains v [N

Page: 1234 (Next)
User's User's Organisation The
Fullname Course Name Name User's Position Status date

Food Safety Level 3 RO719 Team 3 14199.Leaming & Development Advisor. Complete 22 Feb 2016
Dennis Stenson  Course Set-Up RO719 Team 3 14199 Leaming & Development Advisor, Not yet started
Paul Lowis ILM3 RO719 Team 3 14193 Senlor Leamning & Development Advisor. Complete via rpl 10 May 2011
Mark Randie L&D Corporate Resources Team Workshop RO719 Team3 14195 Learning & Development Advisor. Corp Resources & Complete via rpl 17 Nov 2011

Chief Execs.

Dennis Stenson  MHFA RO719 Team 3 14199.Leaming & Development Advisor. Complete via rpl 13 Feb 2012
Marion Bruce Procurement Essentials RO719 Team 3 14199 Leaming & Development Advisor Complete via rpl 29 Feb 2012
Dennis Stenson  Recrultment & Selection RO719 Team 3 14199.Leaming & Development Advisor. Complete via rpl 6 Dec 2011
Marion Bruce Safeguarding Adults Briefing Session R0719 Team 3 14199 Leaming & Development Advisor Completeviarpl 18 Jan 2012
Dennis Stenson  Adobe Captivate Training RO719 Team 3 14193.Leamning & Development Advisor. Complete via rpl 20 Mar 2013
Kyle Hudson Dealing With Difficult Conversations. RO719 Team3 14199.Leaming & Development Advisor, Complete via rpl 15 Mar 2013
Paul Lowis Dealing With Difficult Conversations RO719 Team 3 14193 Senilor Leaming & Deveiopment Advisor. Complete via rpl 28 Nov 2012
Makead Tumer CSC Ecomms Train the Trainer RO719Team 3 14199 Leaming & Development Advisor. Complete via rpl 20 Nov 2013
Makead Tumer CSC Highways Emad training (train the trainer) RO719 Team 3 14199.Leaming & Development Advisor. Complete via rpl 12 Jul 2013
Mairead Tumer  CSC Home to School OPA Briefing RO719 Team 3 14199.Leamning & Development Advisor, Complete via rpi 30 Apr 2013
Sonal Godhania Deveioping and Maintaining Trust (Learn and Lead) RO719 Team 3 14199 Leaming & Development Advisor. Complete via rpl 5Feb 2014
Kyle Hudson Domestic Abuse and Adult Mental Health Conference  R0719 Team 3 14193 Learning & Development Agvisor Complete via rpl 12 Nov 2013
Marion Bruce Domestic Abuse Leaming day RO719 Team 3 14199.Leamning & Development Advisor. Complete via rpl 20 Jun 2012

Page: 1234 (Next)

(e v [E ) ®

oleamingpool

You will see the complete learning record of the workers you mange as shown above
—you can export this information in various formats including Excel and pdf.
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LMS Managers Permissions

Booking Staff Members onto a Course

The Hub is intended to be used as a self-service centre and the expectation is that
all workers who are able to will book themselves on learning events.

However there are some members of workers who work for the Council who do not
have an email address or access to the internet — these workers should be booked
on to any learning event by their line manager.

To book a worker onto a course:

@ Leicestershire Learning Hub... %

ingpool.com/totara/

Leicestershire Learning Hub
) & ] sl Q

Home Myleaming MyTeam MyReports Find Courses

Dashboard © LSCDG Dashboard

a CALENDAR

- June 2016 »

Sun Mon Tue Wed Thu Fri Sat

§ g7 & 9o 1w
2 13 1 15 16 17

20 21 2 23 2425

Social Care Health & Safety

OIearningpooI

Search and enrol on the course in the usual manner.
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LMS Managers Permissions

(& Leicestershire Leaming Hub... *

@ http://Ieicestershiretotara.leamingpool.com/tatara/dashboard/index php

Leicestershire Learning Hub
A & = Lk Q

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © Working for LCC © DemoCourse

Demonstration Course O AowsTRATION

Yourprogress @ % Course sdministration
Status: Not yef started Duration 30 mins :t Lmé:—:‘ me from
DemoCourse
AJ criteria below are required: Audence: All staff o
te administration

This course is designed as & demonsiration course for the Leicestershire Leaming Hub
Required criteria  Status

Actwiy completion 0af 1
@Open all @Close all
More dolelle Instructions: Clicking on the section name will show / hide the section

Workshop

There is a workshop element to this course click the fink below to book a place on the next available date

o
Full Cancellasion Policy

You must read and accept the terms and conditions before you can access the workshop. By booking on the workshop you are
are automatically agreeing to the above terms and condiions.

)’ Demonstration Course

Seats %

Date  Time and Time Zone Room available  Status  Options
Taly  900AM-930AM Basset Street. WigstonRm 7 Booking  Allocate spaces for
2016 Europellondon 2 open team (0/10)
Basset Street. Wigston =
(Room details) team (0/10)
Signup
1SJuly 1130 AM- 1230PM County Hall Room 102(ICT 9 Booking  Allocate spaces for
2016 Europellondon Training Room) open team (0110) i
County Hll, Glenfieid Rest e

Click the Allocate spaces for team link.
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LMS Managers Permissions

Leicestershire Learning Hub

A & = Lk Q

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course

€5 Ao TRATION Demonstration Course

& Seminar administration
B Declared interest report .
Demonstration Course
' Course administration
Duration
W Site saministration 00:30:00
Event date/time
Room
Basset Street. Wigston Rm 2
(Room details)
Free Parking available on Countesthorpe Road. South Wigston LE18 4P
7 July 2016, 3:00 AM - 8:30 AM Europe/London
Seats available

7
Approval required by:
Manager Approval

Cument allocations (0/10)
This event

Potential allocations (10 left)

Marion Bruce
Sonal Godhania

2

Mairead Tumner
1

b

Gleam’ngpool # t v

1: Select the worker you wish to book a place for.

2: Click the Add button.
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LMS Managers Permissions

@ http://Ieicestershiretotara.leamingpool.com/tatara/dashboard/index php

(& Leicestershire Leaming Hub...

Leicestershire Learning Hub

A & = Lk Q

Home Myleaming My Team MyReporis Find Courses

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course

€5 ADMINISTRATION Demonstration Course

£ Seminar administration
B Declared interest report

Demonstration Course

Duration
00:30:00
Event dateftime
Room
Besset Street. Wigston Rm 2
(Room details)

8 Course adminisiration

Free Parking availsble on Countesthorpe Road, South Wigston LE18 4P
7 July 2016, 9.00 AM - 9:30 AM Europe/London
Seats available
6
Approval required by:
Manager Approval
Current allocations (1/8) Potential slocations (7 lef
This event Marion Bruce
Kyle Hudson

Dewn Huckerby
Mark Randle

The place is now booked.
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LMS Managers Permissions

Removing a Worker from a Course
You can remove a worker from a course in the same way.

Go to the course you wish to remove them from.

(& Leicestershire Learning Hub...

Leicestershire Learning Hub
« & = |shil (o}

Home Myleaming MyTeam MyReports Find Courses

Search Courses

Home © Working for LCC © DemoCourse

Demonstration Course

Yourprogress ) 8 Course adminisiration
Status: Not ye! started Duration 30 mins é:;i&i;m from
Al criteria below 3re required Avdience: Al staff e
ite administration

This course is designed as & demonsiration course for the Leicestershire Leaming Hub
Required criteria  Status

Actwity completon Dof 1
©Open all @Close all
Mo dewie Instrutions: Clicking on the section name will show / hide the section

Workshop ()

There is 8 workshop element to this course click the link below to book & place on the next available date

o cac
Full Cancellation Policy 32 55 wors socsment

You must read and accept the terms and conditions before you can access the workshop. By booking on the workshop you are
are automatically agreeing to the above terms and condisions.

) Demonstration Course

= N

Date  Time and Time Zone Room available  Status  Options
Tdly  SODAM-830AM Basset Street. WigstonRm 7 Booking  Alocate spaces for
2016 Europellondon 2 open team (/10)

Basset Street. Wigston —

(Room details) team (0/10)

Sign-up

1SJuly 1130 AM-1230PM County Hall Room 102(CT 8 Booking  Allocate spaces for
2016 Europellondon Treining Room) open team (0110) Y

County Hall, Glenfiekd Reserve spaces for

Click on the Allocate places for team link.
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LMS Managers Permissions

@ hitp://leicestershiretotara.learningpool.com/totara/dashboard/index.php & Leicestershire Leaming Hub...

Leicestershire Learning Hub

Home Myleaming MyTeam MyRepors Find Courses

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course

€65 ADMINSTRATION Demonstration Course

& Seminar administration
I Declared interest report

Demonstration Course

Duration
00:30:00
Event date/time
Room
Basset Street. Wigston Rm 2
(Room details)

Free Parking available on Countesthorpe Road, South Wigston LE18 4P

8 Course administration

7 July 2016, 9:00 AM - 8:30 AM Europe/London
Seats available

6
Approval required by:
Manager Approval

Cumrent allocations (1/8)
This event
Kyle Hudson

Potential sfocations (7 left)

e
Mairead Tumer

1: Select on the name of the worker you wish to remove.

2: Click the Remove button.
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LMS Managers Permissions

@ hitp://leicestershiretotara.learningpool.com/totara/dashboard/index.php

Leicestershire Learning Hub

@ 4 8 ® W Q

Home Myleaming MyTeam MyReports Find Co

(2 Leicestershire Leaming Hub...

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course:
ADMINISTRATION
65 A0 B Demonstration Course
& Seminar administration
(B Declared interest report .
Demonstration Course
I Course administration
Duration
W Ste sdministration 6000
Event date/time
Room
Basset Street. Wigston Rm 2
(Room details)
Free Parking available on Countesthorpe Road, South Wigston LE18 4P
7 July 2016, 900 AM - 2:30 AM Europe/London
Seats available
7
Approval required by:
Manager Approval
Curent allocations (0/10) Potential allocations (10 left)
This event Marion e
Sonal Godhania
Dawn Huckerby
< Add e Hudso
Mark Randie
Mairead Turner
O’Ieamngpool

The worker is removed from the course.

20| Page




LMS Managers Permissions

Reserving Places for Workers

The Hub allows managers to reserve spaces on a learning event for workers whom
they manage. The place will only be reserved for 2 days, this should give you the
opportunity to discuss with your team or individuals and confirm the need for a place.

Search and enrol on the course in the usual manner.

& http://Ieicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Leaming Hub...

Leicestershire Learning Hub

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course

L ADMINISTRATION

Demonstration Course

& Seminar administration
B Declared interest report

All events in Demonstration Course

Duration

= Course adminisiration

s Site administration
Audience

This course is designed as a demonstration course for the Leicestershire Leaming Hub

Upcoming events

Last reservations are 3 days before the event starts. Unallocated reservations will be deleted 2 days before the event starts.

Seats
Ouration Date  Timeand TimeZone  Room available  Status  Signup period
003000 7Wuly  S00AM-S30AM Basset Street, Wigston 6 Booking 25 May 2016 5:00 AM Europe/London to &
2016 EuropelLondon Rm2 open July 2016 8:00 AM Europe/London
Basset Strest w@m
(Room details)
003000 15July 11:30AM-1230PM  CountyHslRoom102 Booking 25 May 2016 5:00 AM Europe/Londonto 14 Al
2016 Eurpellondon (ICT Training Room) open July 2016 8:00 AM Europe/L.ondon
County Hall, Glenfield
(Room details)
003000 26Juy 230PM-330PM County Ha Room 101 & Booking 25 May 2016 8:00 AM Europe/Londonto25 A
2016 Europeilondon County Hall Glenfield open July 2016 8:00 AM EuropeiLondon
(Room details)

Click the Reserve spaces for team link.
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LMS Managers Permissions

@ http://Ieicestershiretotara.leamingpool.com/tatara/dashboard/index php

Leicestershire Learning Hub

A & = Lk Q

Home Myleaming MyTeam MyReporis Find Courses

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course:

LI ADMINISTRATION

Demonstration Course

£ Seminar administration
[ Declared interest report

Demonstration Course

Duration
W Ste saministration 003000
Event date/time
Room

8 Course administration

Basset Street. Wigston Rm 2
(Room details)
Free Parking avaiable on Countesthorpe Road, South Wigston LE13 4P
7 July 2016, 9:00 AM - 8:30 AM Europe/London
Seats available
6
Approval required by:
Manager Approval

1 e B

1: This is the approver — ensure that this is your name in this box.

2: Select the number of spaces you wish to reserve.

3: Click the Update button to confirm.
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LMS Managers Permissions

@ hitp://leicestershiretotara.learningpool.com/totara/dashboard/index.php (& Leicestershire Learning H

Leicestershire Learning Hub

@ 4 8 ® W Q

Home Myleaming MyTeam MyReports Find Cc

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course

I ADMINISTRATION

Demonstration Course

& Seminar administration
W Declared interest report

Demonstration Course
Duration
i Ste saministration 00:30:00
Event date/time
Room

County Hall Room 102 (ICT Training Room)
(Room details)

8 Course administration

Please note that Parking is imited and not guaranteed at County Hall. If you do not have a Staff Parking Permit please contact the property heipdesk to armange a pess. If you
are not an LCC employes, please ensure that you amve in time to report to the Security Office at the back of the visitors car park where you will be issued with a temporary
parking permit, which must be displayed in your window, as cers may be clamped without

15 July 2016, 11:30 AM - 12:30 PM EuropesLondon
Seats available

9
Approval required by:

Manager Approval

padionn v

You can use this form to change the number of reservations you have for this event - to cancel existing reservations, just reduce the number below.

Reserve spaces for team None V|

Bookings in other events

Event date/time Your bookings / reservations

* 7 July 2016, 9:00 AM - 8:30 AM EuropelLondon  * 1 reservation(s)

Confirmation of your reservation.
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LMS Managers Permissions

@ hitp://leicestershiretotara.learningpool.com/totara/dashboard/index.php

Leicestershire Learning Hub

] & = Ll Q

Home Myleaming MyTeam MyReports Find Courses

Search Courses

Home © Working for LCC © DemoCourse © Workshop © Demonstration Course

9 1o

ST, Demonstration Course

£ Seminar administration
B Declared interest report

All events in Demonstration Course

i Course administration
Duration

i Ste scministration
Audience
This course is designed as a demonstration course for the Leicestershire Leaming Hub
Upcoming events

Last reservations are 3 Gays before the event starts, Unallocated reservations will be deleted 2 days before the event starts

Duration Date  TimeandTimeZone  Room Status  Signup period Options
003000 7y  S0DAM-S30AM Basset Street, Wigston 6 Booking 25 May 2016 5:00 AM Europe/londont0 6 Allocate spaces
2016 Europellondon Rm2 open July 2016 5:00 AM EuropefLondon
Basset Street, Wigston
(Room detais) for team (1/8)
Sign-up
003000 1SJuy 11:30AM-1230PM  CountyHalRoom102 7 Booking 25 May 2016 5:00 AM Europe/londonto 14 Allocate spaces
2016 EuropelLondon (ICT Training Room) open July 2016 8:00 AM EuropeiLondon for team (0/9)
County Hall, Glenfield Reserve spaces
(Room details) for team (219)
Sign-up
003000 26Juy 230PM-330PM County Hal Room 101 § Booking 25 May 2016 8:00 AM Europe/londonto 25 Allocate spaces
2016 Europellondon County Hsll, Glenfiekd open July 2016 8:00 AM EuropefLondon for team (0/7)
(Room details) Reserve spaces
for team (0/7)
Sign-up

hiretotara Jeamingpool.com/mod/facetoface/rese:

The number of reservations you can now make has reduced.
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LMS Managers Permissions

Accessing Help

If you are having problems with the Hub there are two ways to access:
Learning Pool

For problems with lost passwords, unable to log on

Call 0845 074 4114 or email support@Ilearningpool.com

There is a forgotten password facility on the log-in page, please remember that this
will only work if you have an email address or you have added your personal email
address to your account.

Leicestershire Social Care Development Group (LSCDG)

For problems concerning courses, setting up new users:

Email: Iscdg@leics.gov.uk

Tel: 0116 305 7438 or 0116 305 7363

www.lscdg.org
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