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NHS
Go to the Tracking System and
promote centre delegate to admin

Only the centre manager has accessto promote a delegate and add admin
or otherrole permissions. This provides access protection to the learners
tracked dataatyour DLS centre.

Digital Learning Solutions Tracking System

IC"*m Centre dashboard
Forinformation: Everyone S Welcome Carolyn. You are managing Al courss
registersto the systemasa

98 [} 45 0
delegate (Iearn er) The Courses Admins j:EPp::ll
delegate mustbe approved

(seeresource DLS008), have

avalid email address, @ conssals
claimed/verified accountand
password registered onthe Sontract details Benorts
systembeforepermissions e andeuantions
canbe added by the centre
m an ag er Top courses Centre ranking
1. Select: Delegates S |
m Digital Learning Solutions Tracking System
Centre Delegates Course setup Support My account Switch application

pelegates Delegates W 2. Search: For

I All delegates

the delegate
record

Delegate courses
Sort by

Approve registrations
l Name ~ | l Descending ~ I

Filter by

’ Select filter category v I

- Need support? Raise a Tracking System support ticket
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m Digital Learning Solutions Tracking System

Centre Delegates Course setup Support My account Switch application
o Delegates |l IR
| All delegates

Delegate groups I Test I

3. Select:Expandto | st o
view the delegate | ™" [ ] [[pescnding ]

registration card Filter by

I Select filter category ~ I

Items per page

10 v

8 matching results

@ User, Test (TU59)

@ User, Test (TU59)

| Active H Password set || Registered by centre

Name Test User

Email

ID TU59

Registration date 06/04/2017

Job group Other

Professional Registration -

Number 4. Select:Manage
Base / office / place of NECS d eleg ate

work

Department / team -

Contact telephone -
number

Year of study -

Organisation / company -

Manage delegate Set password

Need support? Raise a Tracking System support ticket




m Digital Learning Solutions Tracking System

Centre Delegates Course setup Support My account Switch application

All delegates

Test User

Send welcome email

| Active || Password set || Registered by centre |

Details

Name Test User
Email

D TUS9
Alias HEE11
Registration date 06/04/2017
Job group Other
Base / office / place of work NECS
Department / team

Contact telephone number

Year of study

Organisation / company

Professional Registration Number Not yet provided

Edit details Set password Promote to admin

Deactivate account

)

5. Select:Promoteto admin

Need support? Raise a Tracking System support ticket
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Forinformation: From here you willadd a role with the associated

permissionsto the system for thatrole.

Promote centre delegate to admin

User: Test User

User roles

Please select all the roles this user has.

Centre manager ~—— New

Manages user access permissions for administrators at the centre, sees all support tickets for the
centre in addition to having all of the permissions of a centre administrator.

Centre administrator

Manage delegates, courses and course groups. Enrol users on courses. View reports

Supervisor

Oversees individual and groups of delegates. Assigns and reviews self-assessments. Arranges
supervision sessions.

|:| Nominated Supervisor
Confirms self-assessment results for learners.

|:| Trainer

Delivers face to face or online training sessions and records attendance. Not yet implemented in the
system.

|:| Content creator license

Assigned a Content Creator license number and has access to download and install Content Creator
in CMS.

Please select a content manager role for this user.

| I CMS administrator

Create bespoke courses in the Content Management System by importing content from other DLS
courses

I I CMS manager
Can create courses in the Content Management System by uploading local digital learning content.

(@) o c\S permissions

Learning category

Learning category (optional)
Limits the permissions of the administrator to view and manage courses in a particular category.

|AII v

Save

6. Select: Theappropriateroleforthis user

NEW:

The centre manager can
now promote other users to
Centre manager where
appropriate. This
enhancementenables a
centre managerto promote
a delegate (where
appropriate) to a centre
managerrole. The
functionality was previously
only available, on request,
from the central team. This
has predominantly been
made available to assist
the onboarding of (clinical)
centre managersto deliver
the Digital Competency
Frameworks.

For information: A range of roles and permissions are available depending
on the contextin whichyou use the system and the plan that you have with
DLS. You can also limitpermissions to a learning category. For centres
using competency frameworksthereistheoption forthe clinical
centre manager to add a Supervisor or Nominator Supervisorrole.

7. Select;: Save

Need support? Raise a Tracking System support ticket
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Test User

‘ Active || Password set  Admin  Registered by centre

—_—
Details

Name Test User
Email

1D TU59

Alias HEE11
Registration date 06/04/2017
Job group Other
Base / office / place of work NECS

Department / team
Contact telephone number
Year of study

Organisation / company

Professional Registration Number Not yet provided

Edit details Set password
Deactivate account

For information: The registration card is now tagged
with Admin permissions

Need support? Raise a Tracking System support ticket
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