The Hub User Guide

Part 1 — How to Use Leicestershire Learning Hub
Leicestershire Social Care Development Group (LSCDG)




Leicestershire Learning Hub — User Guide

This guide is designed to illustrate how to use the Leicestershire Learning Hub (the
Hub) — it is intended to illustrate how to navigate around the Hub and demonstrate its
basic functions.
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The Hub

The Hub is the new Learning Management System that was introduced on 6™ June
2016. It is designed to simplify how to access learning events including e-learning.

The Hub is an internet based application and can therefore be accessed on any
laptop/PC/tablet as long as there is an internet connection.

The users of the LSCDG will be expected to access the Hub to manage their training
needs, including booking and cancelling workshops.

Those staff that do not have internet access or emails will continue to access

learning events through their manager as is the case now (see Manager User
Guide).
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Logging On

You should have been sent an email with a link to the Hub if you submitted your user
account to LSCDG:

Go to https://leicestershiretotara.learningpool.com/login/index.php and you will be

presented with the log in page:

7 https://leicestesshiretotara leamingpool.com/login/ind( © ~ @ &

i BB CIEH Shop &) Adapt Builder £ Bookings « Leicestershire .. (7 E-leaming Online Learnin... ] Free Hotmail [ Free stock photos - Pexels [|f| Help F4YLearn Adobe Captivate Fr... (7 Leicestershire Leaming Hub ] Online Photo Editor Pixir ..

( P leaarninonnnl
vl
'

Enter your Username and password in the boxes and click the arrow.

Your username is your name and surname so for e.g. Test Name, would be
test.name (lower case)

Your initial password is in the email that was sent to you. On the first log in you will
be required to change your password.
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The Home Page

W[CP http://leicestershiretotara.learningpool.com/totara/dashboard/index.php P~ Cl irt; ’H {%’} E
‘ (7 Leicestershire Learning Hub... % ® - -—» . - P g 'y - e
:m Edit View Favorites Tools Help

Leicestershire Learning Hub

# & Ll Q

=Tl

Home  MyLeamig v MyReporss  Find Couses v

& Walooms b0 the L 1C00 Hub <>

Dasecers © LECOG Dasnooerd

B Lscoewessite

LSCDG

8 cumvom

S 2018

5 2

You will be presented with the homepage as shown above.

1: Tickertape — this is a scrolling information bar that will give news items, for
example a new course or the site will be closed for repairs on specific dates.

2: The LSCDG logo will take you back to the website.

3: Calendar - this is the calendar that shows what events you are booked on.
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P - C || @ Leicestershire Learning Hub...

Leicestershire Learning Hub

a & Lol Q

Home MyLeaming My Reports Find Courses

Dashboard @ LSCDG Dashboard

% CALENDAR

- June 2016 »

Sun Mon Tue Wed Thu Fri Sat

Launch ATbar
0 (always?)

1: Course Search — this search box allows you to search for a specific course or
keyword, type in the box and click go.

2: Subject Area Buttons — these are links to different areas within the system that
list the learning events available within that particular subject area.

6|Page




Leicestershire Learning Hub — User Guide

Preferences & Logging Out

You can set preferences, change your password and customise your settings.

. |
m )| @ htp://leic t i om/totara/ index.php p-c '[ @CIS»CorpovatelnionnationSe..‘ @ Leicestershire Leaming Hub... ‘ | ) S kel

Leicestershire Learning Hub

&« & |l Q

Home MylLeaming My Reports Find Courses

Segrch Courses

At the top of the page click the arrow next to the magenta man icon.

Below is a close up of the drop down.

RS B SIS,

Q (& {IS - Corporate Information Se...| & Leicestershire Learning Hub... % ’ Tk €§}

@)v

© -
I e a rn I n % Preferences ) & Nazir Hussein logge
B Calendar = Messages
B Private files E Forum posts
il Q
. = Discussions E My grades
My Reports  Find Courses

# Badges © Help

® Log out

This opens the above box where you can access different aspects of your account.
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Click on the Preferences link and you can change password and access other
preferences.

¢

& Nazir Hussein logge

B Calendar ¥ Messages
B Private files = Forum posts
: = Discussions E My grades
My Reports  Find Courses
# Badges © Help

® Log out

To log out click the Log out link at the bottom.
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Accessibility

The Hub has an Accessibility block that enables you to change the settings on how it
looks.

P~-C

php @ Leicestershire Learning Hub... *

BN & nttp://1eic

Leicestershire Learning Hub

Home MyLeaming My Reports Find Courses

Search Courses

Dashboard @ LSCDG Dashboard

a CALENDAR

- June 2016

Sun Mon Tue Wed Thu Fn sht

T2 3 fa

5 e o1

2 13 1 15 18 1

20 2 2 B s

s 21 2 29 0

= AcCESSIBILI

Launch ATbar
O (always?)

Glearningpool

http://leicestershiretotara.learningpool.com/course/index.php?categoryid=34
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Pexels [|f Help F\YLeam Adobe Captivate Fr.. 7 Lei

Leicestershire
County Council ® & bl o}

Home My lLeaming v My Reports  Find Courses v

mlearmng
Development

\
N/

Site colour and text size can be altered and the system is compatible with most
screen reader software.

Any changes to the settings will not be saved and will revert to the default settings
when you log out.

You will need to change the settings each time you log in.
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My Learning

The magenta band across the top has labels that allow you to explore your previous
learning, check on any bookings etc.

= I
m )| P htp://leic i ftotara/dashboard/index.php By C\ {0} a0 523
| @ as- Corporate Information Se...| 7 Leicestershire Learning Hub... % | | -e . - R——— - h »

Leicestershire Learning Hub

S0 « 8w a

Home My Leaming+ My Reports Find Courses v

Search Courses
¥} Welcome to the LSCDG Hub 172 & >

Dashboard © LSCDG Dashboard

LSCDG WEBSITE

LSCDG

@ CALENDAR

« June 2016 >
Sun Mon Tue Wed Thu Fri Sat
1 2 |58 4

€ 7. 8 9 [

2 13 14 15 16 17
2 21 22 2324 25

6 27 28 29 30

= ACCESSIBILITY

Click the arrow by My Learning

This will give the following choices:
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board/index.php

P = & || @ Leicestershire Learning Hub... X

Leicestershire Learning Hub

&« & |l Q

Home MyLeaming My Reports Find Courses

My Bookings Search Courses

Dashboard © LSCDG Dashboard
Leaming Plans

N ‘, B Record of Leaming Bl caenpar

- June 2016 »

sun Mon Tue Wed Thu Fn sat

= ACCESSIBILITY

A A+ ®
4]

N
Launch ATbar
O (always?)

Induction

Social Care Health & Safoty

Gleamingpool

http://leicestershiretotara.leamingpool.com/my/index.php

In the first instance we will be looking at your Record of Learning — click on the
drop down menu to show your learning record.
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Record of Learning

. e
m )| @ http://leic: ot i om/totara/dashboard/index.php P-C ” @CIS-CorporatelnfonnationSe...‘ & Leicestershire Learning Hub... Tk

a & sl Q

Home Myleaming MyReports Find Courses

Search Courses

tod
Leicestershire Learning Hub |

Home © My Leaming © Record of Leaming © All Courses

== LEARNING FLIMS Record of Learning : All Courses
Courses
LEARNING PLANS
* Manage plans
RECORD OF LEARNING 21 records shown
B Py Search by &

sled Learning

Course Title ¢

contains v

2

Show more

Type Course Title ~ Progress Course completion date  Previous Completions
n Aways2warmth -_— 1Feb 2016

’& ACAS Empioying Peopie -_— 18 Jan 2012

)é Adobe Captivate Training - 20 Mar 2013

l& Brain Friendly Leaming - 28 Jun 2011

’& Briefings on Mental Health First Aid for Potential Instructors S 1Dec 2011

’& ContrOCC — 8Jul 2014

'& Demonstration Course

)é DFH Key Trainer -_— 14 Apr 2014

"& Dyanamic Learning Enviroment Workshop = 17 Nov 2011

’.& Emergency First Aid -_— 14 Apr 2016

)& Food Safety Level 3 - 22Feb 2016

B
’& FS Level 2 - 14 Dec 2015

Profiles - 7 Jan 2013

Initially you will go to the Courses tab

This will show all of the courses that you have completed or are enrolled on including
dates. You are able to search courses.

The course highlighted above is an incomplete course as the bar is orange and not
full.

The icons by the side of the course indicate what type of course it was — silhouette is
workshop and laptop is e-learning.
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%
4
%
)L
44
&%
A
%
%
%
8
&
&

Dyanamic Leamning Enviroment Workshop

Emergency First Aid

Food Safety Level 3

FS Level 2

Introduction to Myers Brigas Personality Profiles

Liquid Logic and ContrOCC Training

Managing Challenging Behaviour Introduction (LD)

MHFA

Moving & Handiing People 2015

Moving & Handling People Conference

Personality Disorders

Recruitment & Selection

Whole Systems Approach Workshop

17 Nov 2011
14 Apr 2016
22 Feb 2016
14 Dec 2015
7 Jan 2013

19 May 2014
5 Apr 2013

13 Feb 2012
27 Jan 2015
B0 Jan 2014

h
11 Feb 2015

6 Dec 2011

9 Aug 2013

1: Complete course — this course is complete as the bar is green and is full.

2: You are able to export your course completions in a variety of formats including:

csv, excel spreadsheet and pdf.
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Bookings

On the home page click the My Learning link again.

Leicestershire Learning Hub... % "7

Leicestershire Learning Hub
« =4 = |alal Q

Home Myliaming MyTeam MyReports Find Courses

Dashboard @ LSCDG Dashboard
EH caenpar

-« June 2016

Sun Mon Tus Wed Thu

Cplearningpool

You will be presented with the choices:
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findex.php @ Leicestershire Learning Hub... *

Leicestershire Learning Hub

a & Lol Q

Home MyLeaming My Reports Find Courses

My Bookings

Dashboard € LSCDG Dashboard
Lesiming Plans

B fecord of Leamin B3 cacenoar

- June 2016 »

Sun Mon Tus Wed Thu Fri Sat

1
¢ 7T 85 oo

2 13 k15 18 17
2 2 2 B u 2

7w o» ow
= ACCESSIBILITY

A A&

53]

A &
Launch ATbar

O (aiways?)

Induction Social Care Health & Safety

C?Ieamingpool

http://leicestershiretotara.learningpool.com/my/ingex.php

/

Click the My Bookings link from the dropdown menu.
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. TT— Y . il T - ——— (it
m )| @ http://leicestershiretotara.learningpool.com/my/bockings.php o~ H @ Report: My Bookings 5 ‘ ~ oy

Leicestershire Learning Hub

Home Myleamingss MyReports Find Courses v

Dashboard © My Leaming © My Future Bookings

Future Bookings = Past Bookings

My Future Bookings: 0 records shown

Show/Hide Columns

There are no records in this report

Glearningpool

At present there are no futurg bookings registered on the system — we shall see this
change after we book a place on a course.

If you click on the Past Bookings tab you will see any previous bookings that you
have booked through the Hub.
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& T - e~ - W -— o)
m‘!@ htp:/ ingpool.com/my gs phpTuserid=0137 £ - ¢ | @ report: My PastBockings % | | 0 o i

Leicestershire Learning Hub

@ #« & (£ Q

Home Myleamingss MyReports Find Courses v

Dashboard © My Leaming © My Past Bookings.

Future Bookings  Past Bookings
My Past Bookings: 1 record shown

Show/Hide Columns

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

Emergency First Aid  Emergency First Aid 17 February 2016  9:00 AM Europe/London  5:00 PM Europe/London  Fully attended

GIearningpool

Only the bookings made through the Hub are visible — historical bookings will not
show up here.

You can export this information in a variety of formats as well.
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Certifications

Some qualifications or subjects have to be renewed if the person is still going to be
able to practice their skills, for instance First Aid or Food Safety. These courses are
called Certifications in the Hub and to access your Certifications you should go click
the My Learning link at select Record of Learning from the dropdown menu.

The Hub will remind you and your line manager a set time before a renewal of a
Certification is due

P 1 C || @ Leicestershire Learning Hub... *

Leicestershire Learning Hub

a & Lol Q

Home MyLeaming IMyReports Find Courses

My Bookings Search Courses

Dashboard € LSCDG Dashboard
Leaming Plans

o o e B cacenpar

- June 2016 »

Sun Mon Tus Wed Thu Fri sat
¢ 7T 85 9l

2 2 2 B’ u 2

27 28 29 .

= ACCESSIBILITY

Launch ATbar
0 (always?)

C?Ieamingpool

http://leicestershiretotara.leamingpool.com/my/index.php
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T— —
B S—— -
&M@ http://Ieicestershiretotara.leamingpool.com/totara/plan/record/certifications phpfuserid=9 O + C

& Record of Learning ‘ ‘

Leicestershire Learning Hub

Home Myleamingw My Reports  Find Courses v

Dashboard € My Leaming € Record of Leaming € All Cerfifications

= Learnme pLans Record of Learning : All Certifications

Courses | Othe: Certifications

LEARNING PLANS
+ Manage plans

RECORD OF LEARNING 1 record Shown

* All Leaming
* Active Leaming = Search by
+ Completed Leaming
Certification name &
contains

Certification path &

any value [V] | Unset ~

Select the Certifications tab
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— —— w - - 4 - w - —r
&ﬂ@ httpi//leicestershiretotars.leamingpool.com/totara/plan/record/certfications. phpfuserid=g 0 + ¢ || @ Record of Learning ‘ | CI AT

~
Leicestershire Learning Hub
<> .~ @ a
ing+w My Reports  Find Courses s
Search Courses
Dsshboard € My Lesming € Record of Leaming € All Ceriifications
= LEARNING PLANS Record of Learning : All Certifications
Courses Othe: Cerifications
LEARNING PLANS
* Manage plans 1 d sh
RECORD OF LEARNING record shown
+ All Leaming
+ Active Leaming ~ Search by
+ Complsted Leaming
Certification name @
contains [v]
Certification path @
is any value [~] | Unset [~
Status @
is any value [w] | Unset [v]
Renewal status ¢
is any value [v] | Not dus for renswal[v|
Show more.
Window Expiration Completion Previous
Certification name * Certificationdue date  Status ~ Renewal status opens date date completions Progress
Emergency First U2March2019,308  Certified  Not due for 2Nov20I8  2Mar2019 2 Mar 2016 —
. - PM renewal
Aid
v

/

This now shows any Certification, its completion and renewal dates and status.
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Required Learning

If a Certification is due for renewal an additional field will appear on the dropdown
menu of the My Learning link.

m‘ P hitp://leic tara leami I.com/totara/ index.php L~ 0] {3 Saceed

| @ @15 - Corporate Information Se...| C Leicestershire Learning Hub... % | | -» _ / g - A -

Leicestershire Learning Hub

@« & [l Q

Home My Leaming A My Reports Find Courses v

My Bookings Search Courses

he easiest way to find a course is to use the search button in the he w®Ww 22 < >

Leaming Plans
D d © LSCDG D

ll Record of Leaming

LSCDG WEBSITE

LSCDG

B8 caLenpar

< June 2016 >
Sun Mon Tue Wed Thu Fri Sat
1 2 |84

6 I 8 9 [am

2 13 14 15 16 17
20 21 2 (2324 25

27 28 29 30

T = ACCESSIBILITY

If this appears you should select and it will display what Required Learning you
should undertake and by what date.
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Other Evidence

You may attend courses or CPD events or receive qualifications that are not
arranged through the Hub but you will still want to add them to your training record.

Select the My Learning link and then Record of Learning on the dropdown menu.

P = & || |2 Leicestershire Learning Hub... *

Leicestershire L.earning Hub

&« & |u Q

MyLeaming My Reports Find Courses

My Bookings Search Courses
Dashboard @ LSCDG Dashboard
Leaming Plans

Record of L& 5l caenpar

- June 2016 »

Sun Mon Tue Wed Thu Fn sat

32 9w
2 13 % 15 16 17
20 2 2 B 2ns

s 27 28 209 M

= ACCESSIBILITY

Launch ATbar
O (always?)

Induction Social Care Health & Safety

Gleamingpool

http://leicestershiretotara.leamingpool.com/my/index.php
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T— — B ol ““ a1 w - | G

@ )| @ nhttp://leicestershiretotara.learingpool.com/totara/plan/record/certifications.php?userid=9. 0 ~ & ‘ & Record of Learning ‘

Leicestershire Learning Hub

Home Myleamingss MyReports Find Courses v

Search Courses

Dashboard € My Leaming € Record of Leaming € All Certifications

= Learunc pLans Record of Learning : All Certifications

Certifications

Othes

LEARNING PLANS
« Manage plans

RECORD OF LEARNING
* All Leamning
* Active Leaming
* Completed Leaming

1 record shown

« Search by

Certification name @
contains

Certification path @

is apf value V] | Unset ™

Status ¢

is any value [v] | Unset M

Renewal status ¢

Click the Other Evidence tab.
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T—— — - —
v —— o - P —
m|@ http://leicestershiretotars leamingpool.com/totara/plan/record/ evidence/edit.phplid=0&w: O + C H & Record of Learning ‘ | ALt

Leicestershire Learning Hub

Home Myleamingss My Reports  Find Courses v

Search Courses.

Dashboard @ My Leaming & Record of Leaming € Other Evidence € Add evidence

= LEARNING PLANS Record of Learning

Courses | OtherEvidence | Cerfifications
LEARNING PLANS
+ Manage plans

RECORD OF LEARNING
* All Leaming «Back to all Evidence
+ Active Leaming
+ Completed Leaming

Add evidence

There are required fields in this form marked *
Evidence name* LMS Test Extra Evidence

Evidence

[ [ —— = R PP
Description

This is a test A

1: Evidence name —/type the name of the evidence in the box.
2: Evidence Description — type what the evidence is and then...

3: Add evidence — click the Add evidence button.
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This is where you can add a certificate or other proof or evidence to the system.

I 0sior

£ New folder \Bis [|A Help F\Y Learn Adobe Captivate Fr.. C Leicestershire Leaming Hub ] Online Photo Editor Pixir ..
- L)
3¢ Favorites T Libraries Dennis Stenson
B Desktop “_; System Folder System Folder
8 Downloads g
% Recent Places [ | Computer ) Network
R System Folder | System Folder
4 Libraries
St L X e vatTor Adobe Applicstion Manager
5 Documents T Wi Shortcu
f File foldes 149 KB
& Music & 149K L
&5 Pictures _A:u:m Captivate 8 (64 Bit) £ C:‘sco AnyConnect 1
. Shortcut Shortcut {
B Videos [i 103 KB (@ 1468 d
Office 2010 Guide Pinnacle Studio 18
18 Computer U B Internet Shortcut ‘/;J\ Shortcut
& CEXDATA (\LCC @J 2B bytes Y B
¥ CEXAPPS (\\LCC By Pinnacle Studio Training [Py Vindows 7 Guide E——
£ DStenson (\LCC Shortcut QW 1ntemet shotcut e
v 2128 @I 238 bytes ]

L8 CFXSHARFD A\
File name: ~ /| All Files (*.%) v
(o

1: Select the evidence — find the
select it.

2: Upload - click the Upload this file button.
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Iretotars learningpool.com totars e ? Record of Learning
[ CiEH Shop ) Adapt Builder £ Bookings « Leicestershire .. (7 E-learning Online Leanin... ] Free Hotmail [ Free stock photos - Pexels [|| Help .Y Leam Adobe Captivate Fr.. C7 Leicestershire Leaming Hub &) Online Photo Editor Pixir ..
This is a test A
v
Path: p
Evidence type No Evidence types have been defined

Evidence Link
Evidence Institution
Evidence Date Completed

27v| || May V||| 2016]v| [—‘ Enable

File attachments Meximum size for new files: S12MB, maximum attachments: 10

» (@ Files

You have now added the evidence

ITLa \\ﬁ.—-d—-‘——-——*

CP http://leicestershiretotara Ieamingpn\l.com ‘totara/plan/record/evidence/index.php?userid

> 4 - - - - e - =

@

<

| & Record of Learning X [ |

File Edit View Favorites Tools Help \

Leicestershire Learning Hub
a« =/ Q

Home My Leaming v My Reports Find Courses v

Search Courses

Dashboard © My Learning © Record of Learning \@ Other Evidence

E LEARNING PLANS Evidence treated

Record of Learning : Other Evidence
LEARNING PLANS

*Manage plans Courses = Other Evidence | Certifications

RECORD OF LEARNING
« All Learning

o AR A 1 record\shown

« Completed Learning
Add evidenc ‘
Show/Hide Columns

Name “ Name Institution Date completed InUse? Actions

LMS Test LMS Test No &# ©

Glearningpool
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Booking on a Course

The next section of this guide will take you through how to manage bookings on the
Hub, including booking a place and cancelling a place.

indexphp

@ Leicestershire Learning Hub...

Leicestershire Learning Hub

a & Lol Q

MyLeaming My Reports Find Courses

Dashboard @ LSCDG Dashboard

B catenoar

F ot
—

R ) _

=

i

Launch ATbar
0 (always?)

From the Homepage type the name of the course you wish to find in the search box
and click the search icon.
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The results are displayed alphabetically. Those courses with a Cup/Trophy icon are
historical courses migrated over from the old database and should be ignored.

. (E=8Ta =
m‘y’@ http://leic i om/totara/dask index.php P~ ”@CLS-CorpovmlnformationSe...‘ @ Leicestershire Learning Hub... ‘ | Ak

&« & lu Q

Home Myleaming My Reports Find Courses

Search Courses

to3
Leicestershire Learning Hub |

Home © Courses © Search © demonstration

Search courses: demonstration ‘E}

Search results: 3

" Community Care Inform Demonstration and Information 3

,, Demonstration Course

Category: Working for LCC
Audience: All Staff

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

., Demonstration of Declare Interest
Duration: one day
Audience: All Staff
This course is designed to demonstrate how to declare interest in a course when there are no scheduled dates availabie

Category: Working for LCC

Search courses: demonstration IE v

—— —_— el

Click on the course you wish to view.
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This will take you to the enrolment page.

=
°€ 85t/ eieesi erharesta Ao POO ke otara/ s Dbard/ MHStPhp o-c¢lla CIS-CorpnrxtelnformationSe...‘ @ Leicestershire Learning Hub... |

15006 e & W a
Home MyLeaming My Reports Find Courses

Search Courses

Leicestershire Learning Hub |

Home © Courses © Working for LCC © DemoCourse © Enrolment options © Enrolment options

wd -
Ll ADMINISTRATION Demonstration Course

& Course administration

L ExommanLopohs Enrolment options

Demonstration Course

Duration 30 minutes
Audience: All Staff
This course is designed as a demonstration course for the Leicestershire Leamning Hub

~ Self enrolment (Learner)

No enrolment key required

Enrol me

=

If this is the course you wish to do then click the Enrol me button.

NB — Enrolment in the Hub does not mean you have a place on the course; it means
that you have begun the process of booking a place, a place will only be confirmed
once the whole process, including managerial approval, is complete.
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You will now be at the course page — it is important that you read, understand and
agree to the L&D terms and conditions because when you book a place on a course

you are agreeing to all of these terms and conditions.

: B el T S
@ )| @ ntp:/ i l.com/totara/, index.php p-c ” 2 IS - Corporate fonsen| & | ire Learning Hub... X I 5.0 ted
Leicestershire Learning Hub
Home MyLeaming MyReports Find Courses
Search Courses
Home © Working for LCC © DemoCourse
ADMINISTRATION
@ Demonstration Course £ ac
Your progress % Course administration
esiuison
Status: Mot yet staried Duration 30 mins g; hezisielat
A criteria below are required: Audience: All staff
This course is designed as & demonstration course for the Leicestershire Leaming Hub
R, Vol
Actwity completion  Dof 1
QOpen all @Close all
More details Instructions: Clicking on the section name will show / hide the section
Workshop (]
‘There is a workshop element to this course click the link below to book a place on the next available date h
-
Full Cancellaion 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 conditions.
W' Demonstration Course
Seats
Date Time and Time Zone Room available Status Options
7 duly 9:00 AM - 9:30 AM Basset Street. Wigston Rm 2 8 Booking Sign-up
2016 EuropefLondon Bassat Sreet. Wigston open
(Room details)
15 July 1130 AM - 1230 PM County Hall Room 102 (ICT 9 Booking Sign-up
2016 EuropefLondon Training Room) open
County Hall, Glenisld
(Room details) v
T ———= = —_———

You can read the T&Cs by clicking on the link.

] LSCOG Charging Policy Information.pdf - Adabe Reader

File Edit View Window Help *

Terms & Conditions for LSCDG Bookings

Delegates are expected to fully engage and attend all elements of all learning
activities. Failure to attend without adequate notice results in a cost to the
Leicestershire Social Care Development Group (LSCDG); costs will be
charged to delegates unless there are exceptional circumstances. Recouped
monies will be diverted to fund other learning activities within LSCDG. In the
event that the absence is disability related the manager should bring this to
the attention of LSCDG and the late cancellation charge will not apply.

Delegates who cannot attend a booked learning activity must notify their
manager. The manager, in turn, must notify LSCDG and should endeavour to
find a replacement. Before nomination, the replacement’s suitability for the
learning activity, personal development and organisational objectives must be
established by the line manager.

You do not need to send any payment, however we need a hamed person to
send invoices to, without this information the booking will not be valid, the on
line form will not allow you to submit the application

CANCELLATIONS

Notice is required as follows:

If a replacement cannot be found, the following charges will apply:
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The available course dates are displayed on the right hand side, if a course is full it
will be visible but show as full but with the option to add your name to the waitlist.
Allocations of places are on a first come, first served basis so when you book on a
course your place will only be confirmed when your manager approves it. The
requested place is not reserved and if there is a delay in your manager approving
your request for a place the course could be full.

If a course date is full you can sign up to it but you will only be added to the waitlist
and will only be contacted should a place become available

When you choose a date this does not mean you have secured a place, only when
the whole process is complete will you receive confirmation — if you (or your
manager if you do not have LCC email) do not receive email confirmation of your
place then you do not have a place on the course.

hitp://leicestershiretotara learingpool.com/course/view.p O » @ | & Course: Demonstration Co.

i BB CIEHShop 2) Adapt Builder &) Bookings « Leicestershire .. (5 E-leaming Online Learnin... ] Free Hotmail [ Free stock photos - Pexels [|f| Help FyYLearn Adobe Captivate Fr.. ¥ Leicestershire Learning Hub ] Online Photo Editor Pixir .
Status: Not yet started Duration 30 mins A
Audience: All staff
This course is designed as a demonstration course for the Leicestershire Leaming Hub
©Open all @Close all
More details Instructions: Clicking on the section name will show / hide the section
Workshop °
There is a workshop element to this course click the link below to book a place on the next available date
[ .
Full Cancellation Policy 3255 wors gocumen
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 conditions.
Seats.
Date Time and Time Zone Room available Status Options
7 July 9:00 AM - 9:30 AM Basset Street. Wigston Rm 2 8 Booking Sign-up
2016 Europe/London Basset Street, Wigston open
(Room details)
15 July 11:30 AM - 1230 PM County Hall Room 102 (ICT -] Booking Sign-up
2016 EuropefLondon Training Room) open
County Hall, Glenfield
(Room detsils) N
26 July 230PM-330PM County Hall Room 101 9 Booking Sign-up
2016 Europe/London County Hall, Glenfield open
(Room details)
Evaluation o
Your feedback is important to us. Click the link below to complete the short evaluation °
Not avaiiable uniess: The activity Demonstration Course is marked complete
v

Choose the date and time you wish to attend the course and click the Sign-up link.
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. e (T S
& @ http/fleic t ; om/totara/dashboard/indecphp £ - ¢ | a5~ Corporete Information Se..| & Leicestershire Learning Hub... {0} 5.9 553

a & sl Q

Home Myleaming MyReports Find Courses

Search Courses

Leicestershire Learning Hub |

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

Demonstration Course

Sign-up for Demonstration Course

{Rooe details)
Free Parking availzble on Countesthorpe Road, South Wigston LE1S 4P

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

8
Approval required by:

Mansger Approval
Manager's name

Discount code [N

1 Requests for
sion organiser
2 l LCC Cost Code 1238 l

Receive Email with iCalendar appointment ||
confirmation by*

| Rest spororel |l Jowt |

1: If you have any special requests, for example a hearing loop, you can add the
details here

2: Cost Code — enter the LCC Cost Code (Leicestershire County Council Employees
only)

3: Request approval — click the Request approval button to start the approval
process.
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. (| O
@"[@ http:/leic i /totara/dashboard/index.php P-c ” (& CIS - Corporate Information Se...| & Leicestershire Learning Hub... % ‘ | ik

&« & | Q

Home Myleaming My Reports Find Courses

to3
Leicestershire Learning Hub |

Home © Working for LCC © DemoCourse
L8 ADMINISTRATION

@ cours Demonstration Course

PLETION STATUS

ted but requires approval from your manager & Course administration
4 Unenrol me from
DemoCourse

Status: In progress
ve 3 confirmation emad

All critena below are required.

Required criteria Status. 2
Duration 30 mins

Activity completion Oof1
Audience: All staff
This course is designed as a course for the Leic Learning Hub

More detalls

©@Openall @Close all

Instructions: Clicking on the section name will show / hide the section.

Workshop (]

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

ord document

’,
*. Full Canceltation Policy 32 sk
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 conditions

&) Demonstration Course
Date Time and Time Zone Room Options
7 July 9.00 AM - 9:30 AM Basset Street. Wigston Requested More info
2016 Europe/London Rm 2 Cancel

Basset Street, Wigston booking

(Room details)

View all events

The page now shows pending approval information and you no longer have a Sign
up option.
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Once your manager approves the booking you will receive a confirmation email to
confirm your place.

If you now go to the My Learning link and choose My Bookings.

oo e )
e' /index.php & Leicestershire Learning Hub... {0} 9.0 §93

Leicestershire Learning Hub

a & Lol Q

Home MyLeaning My Reports Find Courses

My Bookings Search Courses

Dashboard € LSCDG Dashboard
Leaming Plans

R o o Loeracs B3 caenpar

- June 2016 »

Sun Mon Tue Wed Thu Fri Sat

12

s LI

"o 15 6 1
n 2 »
% 2 W

= ACCESSIBILITY

A A B

N
Launch ATbar
O (siways?)

Induction Social Care Health & Safety

C?Iearningpool

http://leicestershiretotara.learningpool.com/my/index.php

. [eSRalt x =)
m )| @ http:/leic t i om/totara/ index.php p-c ” (2 IS - Corporate Information Se...| & Leicestershire Learning Hub... % ‘ | Yk

&« & | Q

Home MylLeaming My Reports Find Courses

Search Courses

il
@~
Leicestershire Learning Hub |

Home © My Leaming © My Future Bookings

Future Bookings ast Bookings
My Future Bookings: 1 record shown
Show/Hide Columns
Course Name Event Name Session Start  Event Start Time Event Finish Time Status
Derr 1 Course D Course 7 July 2016 9:00 AM Europe/London  9:30 AM Europe/London Booked

o v [EE]
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Cancel a Booking

If you wish to cancel a booking you must do this through the system.

Search as before for the course booking you wish to cancel.

pL-c

el @ hitpi//lei i i ftotara ndex.php

Leicestershire Learning Hub

Home MyLeaming My Reports Find Courses

@ Leicestershire Learning Hub...

Search Courses

Dashboard @ LSCDG Dashboard

B cacenoar

- June 2016 »

Sun Mon Tue Wed Thu Fri Sat

5. x| | 8

Launch ATbar
0 (always?)

OIearningpool

https/leic om/course/index.php?categoryi
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T R v i S || e

m‘!@ http:/ i l.com/totara/ findex.php P-C ”@qs-r porat ion Se...| & L Learning Hub... %

Leicestershire Learning Hub

Home Myleaming MyReports Find Courses

Search Courses

Home © Courses © Search © demonstration

Search courses: demonstration El

Search results: 3

' Community Care Inform Demonstration and Information I

, Demonstration Course

Category: Working for LCC
Audience: All Staff

This course is designed as a ion course for the Leic Learning Hub

, Demonstration of Declare Interest
Duration: one day
Audience: All Staff
This course is designed to demonstrate how to declare interest in a course when there are no scheduled dates available

Category: Working for LCC

Search courses: demonstration lEI )

Click on the course.
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B S Learning Hub

’
@“[@ http:/ i l.com/totara/ findex.php

Leicestershire Learning Hub
@« & [E7 Q

Home Myleaming MyReports Find Courses

Search Courses

Home © Working for LCC © DemoCourse

L8 Aom

COURSI 1
@ course Demonstration Course
COMPLETION STATUS
Your progress () & Course administration
z 4 Unenrol me from
Status: in progress Duration 30 mins Democtore
All critena below are required Audience: All staft
This course s designed as a course for the Leic Learning Hub

Required criteria Status.

Activity completion Oof1

®Openall @Close all
Instructions. Cltckmg on the section name will show / hide the section.

Workshop

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

’,
*: Full Canceltation Policy 32 5K8 Word document

YYou 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 conditions.

)" Demonstration Course
N
seats k
Date Time and Time Zone Room avallable Status Options
7 July 9:00 AM - 9:30 AM Basset Street, Wigston 7
2016 Europe/London Rm 2
Basset Street. Wigston
(Room detaiis)

View all everts

Click the Cancel link on the right hand side.
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. (| O
m )| @ http://leic i om/totara/’ index.php P-C '[ @CLS-CorpovatelnfonnationSe..‘ @ Leicestershire Learning Hub... ‘ | ) S kel
Leicestershire Learning Hub
L iscoc | .5 w a
Home MylLeaming My Reports Find Courses
Search Courses

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

3 . s
Ll ADMINISTRATION Demonstration Course

i Course administration

Cancel booking for Demonstration Course

+ Cancel booking

Are you sure you want to cancel your booking to this event?
1 Cancellation note Annual Leave| X

(e learningpool

1: Cancellation note — add the reason you wish to cancel your place here —
remember the L&D Terms and Conditions apply for all cancellations.

2: Confirm cancellation — to confirm your cancellation click the Yes button.
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. -

m | @ hiio: Learning Hub... %

Leicestershire Learning Hub

@ a & Ll Q
Home MylLeaming My Reports Find Courses

Home © Working for LCC © DemoCourse

Search Courses

Q: ADMINISTRATION

COURSE i
@ course Demonstration Course
COMPLETION STATUS
Your booking has been cancelled & Course administration
Unenrol me from
Status: In ress L
i You should immediately receive a canceliation email DemoCourse
All critena below are required
Your progress (2

Required criteria Status
Duration 30 mins

Audience: All staff
This course is designed as a

Activity completion 0 of 1
course for the Leic Leaming Hub

More details

®Open all @Close all

Instructions: Clicking on the section name will show / hide the section.

Workshop

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

'w
Full Cancellation Policy 32 5K8 Word document

‘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 conditions.

This page will be displayed. You will receive a cancellation email; in addition your
manager will also receive an email informing them you have cancelled your place on

the course.
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Declare an Interest in a Course

Some courses are demand led or sometimes all workshops on a course may be full
this would trigger the Declare an Interest option.

Declare an Interest will only be available for courses that have no dates available.

Search for a course as previously demonstrated.

L - € || @ Leicestershire Learning Hub...

Leicestershire Learning Hub

a & Lol Q

Home MyLeaming My Reports Find Courses

Dashboard @ LSCDG Dashboard
B catenpar

-« June 2016

Sun Mon Tue Wed Thu
‘MEJE

2 2 2 B 22

e
4 15 16 17
3
0

27 B 29 X

= ACCESSIBILITY

Launch ATbar
0 (always?)
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¢ T R s e o . S ol e
m )| @ http://leic i om/totara/d: index.php P-C ” {2 IS - Corporate Information Se...

to3
Leicestershire Learning Hub |

@ Leicestershire Learning Hub... % ‘ | {0} 2

Home Myleaming My Reports Find Courses

Home © Courses © Search © demonstration

Search courses: demonstration E’

Search results: 3

" Community Care Inform Demonstration and Information &

, Demonstration Course
Duration 30 minutes Category: Working for LCC
Audience: All Staff

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

l Demonstration of Declare Interest ]
uration. one day

Audience: All Staff

This course is designed to demonstrate how to declare interest in a course when there are no scheduled dates available

Category: Working for LCC

Search courses: demonstration El ()

Click on the course you wish to join.
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. el Gl
m | @ nttp://leic ot i om/totara/! index.php P-C '[ @CIS»CorpovakelnfonnationSe...‘ @ Leicestershire Learning Hub... ‘ | Aok 1%
Leicestershire Learning Hub
4 & Laal Q
Home MylLeaming My Reports Find Courses
Search Courses
Home © Courses © Working for LCC © DemoofDI © Enrolment options © Enrolment options
o o
Lo ADMINISTRATION Demonstration of Declare Interest
% Course administration
A Ebveratas Enrolment options
Demonstration of Declare Interest *

Duration: one day
[} Audience: All Staff

This course is designed to demonstrate how to declare interest in a course when there are no
scheduled dates available

« Self enrolment (Learner)

No enrolment key required

Enrol on the course by clicking the Enrol me button.
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£ - ¢|[@ as- corporat

ms[ @‘http:v /i

a & sl Q

Home Myleaming MyReports Find Courses

Search Courses

foy
Leicestershire Learning Hub |

Home © Working for LCC © DemoofDI

_— : — X
gf{’,“f; e Demonstration of Declare Interest £ ADMINISTRATION
Your progress (2) & Course administration
4 Unenrol me from
DemoofDI

Status: Nof yet started Duration: one day

Audience: All staff

Al critenia below are required
This course is designed to demonstrate how to declare interest in a course when there are no scheduled dates available

Required criteria Status.

Activity completion Doft
®Openall @Close all

More detalls Instructions: Clicking on the section name will show / hide the section

Workshop o

There is a workshop element 1o this course click the link below to book a piace on the next available date

josument

‘
. Full Canceliation Poiicy 32 5xe
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 conditions

[ & Demonstration of Declare Interest ]

Evaluation ()

Your feedback s important to us. Click the link below to compiete the short evaluation

%
¥ Y
v

Not avadiable uniess: The activity Demonstration of Declare Interest is marked complete

As you can see there are no available dates but there is a link to enable you to

declare an interest in this course.

Click on the link.
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.
@“[@ http:/ i I.com/totara/ findex.php 2 - ¢ |[@ as- comporat ion Se...| @ L

Leicestershire Learning Hub

a & sl Q

Home Myleaming MyReports Find Courses

Learning Hub... % {2} 9a¢ od

Search Courses
Home © Working for LCC © DemoofDl © Werkshop © Demonstration of Declare inferest

05 AcunisTRATON Demonstration of Declare Interest

i Course sdminisvation
All events in Demonstration of Declare Interest
Durstion: one cay
Audence: Al Staft
This course is Gesignad to Gamonsirate how 30 Geckre miarest In 8 Course when there sre no schacduled dates avalabie

Upcoming events

No upcomny events

Click on the Declare interest button.

45| Page



Leicestershire Learning Hub — User Guide

. [O=8Tal =
m | © nttp://leic ot i om/totara/! index.php P-C '[ @CIS»CorpovakelnfonnationSe...‘ @ Leicestershire Learning Hub... ‘ | Ik

&« & | Q

Home Myleaming My Reports Find Courses

£o3
(O
Leicestershire Learning Hub |

Search Courses

Home © Working for LCC © DemoofDI © Workshop © Demonstration of Declare Interest

“d . -
Bl ADMINISTRATION Demonstration of Declare Interest

s Course administration
Declare interest in Demonstration of Declare Interest
Duration: one day
Audience: All Staff

This course is designed to demonstrate how to declare interest in a course when there are no scheduled dates available

You can declare an interest in Demonstration of Declare Interest in order to be considered when new events are
added or places be, i i isti

Reason for interest: | need to do this to help me do my job|

1

(e} learningpool

1: Reason — type the reason for your interest in this box.

2: Confirm — click the Confirm button to register your interest in this course.
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m )| @ ntp:/

=] Learning Hub...

2 - ¢ |[@ as- comporat jon Se...

Leicestershire Learning Hub

a & sl Q

Home Myleaming MyReports Find Courses

Search Courses

Home © Working for LCC © DemoofDI

3t
L, ADMINISTRATION

Audience: All staff

All criteria below are required:
This course is designed to demonstrate how to declare interest in a course when there are no scheduled dates available

Required criteria  Status
I

Activity completion 0 of 1
Q@Open all @Close all

More details Instructions: Clicking on the section name will show / hide the section

Workshop

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

/,
W, Full Cancellation Policy 32,58 Word document

& covrse Demonstration of Declare Interest
COMPLETION STATUS
Your progress (2) % Course administration
Unenrol me from
Status: Not yet started Duration: one day Dxe o

You will be returned to the course page.
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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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