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Select the configuration tab from 
the centre dashboard

1. Select: 
Configuration

2. You have 

reached Centre 

configuration

For information: To be completed by the centre at initial set up and updated 

periodically as appropriate 



Need support? Raise a Tracking System support ticket3

1. Expand: Centre 
details 

2. To set up for the 

first time or edit 

your Centre 

details 

3. Select: Edit 

Centre details
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Notify email

4. Add an email address to the Notify email field to receive 

learner registration approval e-mails
5. Select: Save
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Centre support details

6. Add local Centre support details for learners e.g. Need 

support? an email address, telephone contact number, 

opening hours. This information will be displayed in the 

Learning Portal so that your learners know who to contact for 

local support
7. Select: Save
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Centre signature

TIP: The signature image file is best created by signing your name on white 

paper in black ink and then scanning it. Most file formats are accepted but 

there is a 20k file size limit so resize your scanned signature to a sensible size 

(approximately 500 x 200 should be sufficient) and save your scanned 

signature as a jpeg.

8. Browse and locate the signature file for the certificate from 

your file browser, Open and Upload

9. Select: Preview, when you’re happy, click Save 

10. Select: Remove to delete a signature 
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Centre logo

TIP: The logo image is best saved as a flattened .png file. You do not need to 

include whitespace around your logo (this will be added automatically wherever 

your logo is used). There is a 50K file size limit. You can only upload one image. 

If you want the Digital Learning Solutions Logo to appear alongside your logo 

you will need to create one image which includes both your own logo and the IT 

Skills logo (which can be downloaded from the Resources tab).

11. Browse and locate the logo image file for the certificate from 

your file browser, Open and Upload

12. Select: Preview, when you’re happy, click Save 

13. Select: Remove to delete a logo 
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Centre manager details

1. Expand: 

Centre 

manager 
details 

2. To edit your 

Centre 

manager 

details 

3. Select: Edit 
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4. Edit or view your Centre manager details 

5. Select: Save

6. Alternatively select Cancel to exit
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Centre content on DLS website

1. Expand: 

Centre 

content on 
DLS website

2. To edit your 

Centre 

content on 

DLS 

website 

3. Select: Edit 

For information: The information completed here is published on the DLS  

website so that your learners can find local contacts for help and support
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4. Edit or view your centre content on DLS 

website 

5. Select: Save

6. Alternatively select Cancel to exit
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Manage registration prompts

1. Select: Manage registration prompts

For information: When a learner registers or is registered by the centre the 

system prompts for some basic information: first name, last name, email 

address and job group. Centres can add additional question prompts using 

manage registration prompts
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2. Select: Add a new prompt

3. Select: the dropdown arrow to display a 
list of prompts
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4. Select: a 

suitable prompt 

from the 
dropdown list

5. Select: This prompt is mandatory or 
leave blank if it is optional
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6. Select: Add to Add a new answer prompt

For information: Configuring answers allows the learner to pick from a drop 

down list of pre-set answers to a question, ensuring that the data you 

collect is clean and consistent. This is an optional step and can be left blank 

for free text or number responses 

7. Select: Add to 

continue to add 

answer 
prompts
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Alternatively

8. Select: Bulk edit, to 

edit answers in bulk

When you’ve finished

9. Select: Next

A summary of your new registration prompt is on screen and you can 

select change to make any amendments

10. Select: Save when finished
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You return to the Manage delegate registration prompts where you can 

see your new question prompt. You can edit and update the question 
from the expand button


