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Need support? Raise a Tracking System support ticket2

Go to the Tracking System and 
promote centre delegate to admin

2. Search: For 
the delegate 
record

For information: Everyone 

registers to the system as a 
delegate (learner). The 
delegate must be approved 

(see resource DLS008), have 
a valid email address, 

claimed/verified account and 
password registered on the 
system before permissions 

can be added by the centre 
manager

1. Select: Delegates

Only the centre manager has access to promote a delegate and add admin 

or other role permissions. This provides access protection to the learners 
tracked data at your DLS centre.
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3. Select: Expand to 
view the delegate 
registration card

4. Select: Manage 

delegate
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5. Select: Promote to admin
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6. Select: The appropriate role for this user

For information: A range of roles and permissions are available depending 
on the context in which you use the system and the plan that you have with 

DLS. You can also limit permissions to a learning category. For centres 
using competency frameworks there is the option for the clinical 

centre manager to add a Supervisor or Nominator Supervisor role.

7. Select: Save

For information: From here you will add a role with the associated 

permissions to the system for that role. 

NEW:

The centre manager can 

now promote other users to 

Centre manager where 

appropriate. This 

enhancement enables a 

centre manager to promote 

a delegate (where 

appropriate) to a centre 

manager role. 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 managers to deliver 

the Digital Competency 

Frameworks. 
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For information: The registration card is now tagged 

with Admin permissions 
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