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Delegate Manager Guide  

This guide will walk you through the key tasks that you can complete in the 
portal as an individual learner.  
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1. What learners can do in the Learner Portal  

 
There are a variety of Dashboard Tiles available for learners. The tiles are 
used to navigate around the Learner Portal.  

 

 

Clicking on a dashboard tile takes the Learner to that page. You can return 
to the dashboard by clicking on the logo in the top left, or by selecting 
Homepage from the menu options in the top right of the Learner Portal. 

These main tiles used in the Learner Portal: 

Dashboard Tile  Purpose  

Resume  This tile is used to access the last played eLearning 
course  

Course Search  This tile is used to search for new courses to make a 
booking  

Basket  This tile is used to access the Shopping Basket to 
complete a booking  

My Calendar  This tile is used to access the calendar, this is a 
calendar version of the My Courses tile  

Messages  This tile is used to access messages/broadcasts sent 
to the User  

My Courses  This tile displays the courses the User is booked onto  
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My eLearning  This tile displays the eLearning courses the User is 
booked onto, they can play the courses from this page  

My Resources  This page allows Users to view files associated with 
the courses they are booked onto  
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2. Considerations  

 

• Editing a user ID’s details  

Please, do not change a user ID’s details to use if for someone else  

Changing records makes things very complicated for us as we no longer 
know who really attended the courses in our records or who is meant to 
attend courses booked in the future.  

• Cancellations on commercial courses  

Places on commercial courses cannot be cancelled in the portal. Please 
contact the team at trianing@shelter.org.uk if you have a request about a 
cancellation.  

 

  

mailto:trianing@shelter.org.uk
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3. How to update your personal information / profile  

 
Please do not edit your own user ID’s details to someone else’s. Each user ID is unique 

and is linked to the training history of a particular person. If a user ID is edited to be 
used for someone else the training record of that person will be altered and become 
incorrect.  If you need to book training for someone else, please contact the training 

team so we can give you manager access.  

 

Learners can view and change their personal information by accessing the 
“My Details” option from the menu options.  

 

 

Click on “My Details” from the menu, and then choose “Edit”.  
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4. How to search for courses? 

To find courses, navigate to the Portal and click the Course Search tile. 

 

Search for the course you would like to Book. You can use keyword search, 
categories, and type of course, to filter.  

 

 
Once you have found the coures you want to book, select Book:  

 

This will add the course to your basket:  
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If the course is fully booked, you will have the option to book a place in the 
waiting list. If the delegate who booked right before you cancel their place 
on the course, you’ll automatically be promoted to attend and receive a 
booking confirmation email. 
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5. Check Out process 

 

Once you have added a course in your basket it will appear in your basket. 
You can find the contents of your basket in the box with the basket logo:   

 

The contents of the basket will appear like this:  

 

As you are booking for yourself - Select Assign Myself.  

If you need to book for someone else, please contact the training team at 
training@shelter.org.uk so you can be given manager access.  

Once you have added the delegate, click Next Steps, to the next stage, 
payment details. Please note that NHAS courses are free but Shelter 
training courses are paid. 

The next step of the process is called Payment details. We offer free and 
paid courses. NHAS courses are free, have “(Funded)” at the end of the title 
and have a cost of £0.  

We also offer commercial courses which must be paid for. We explain the 
booking the billing stage of the booking process for free and paid courses 
below.  

 

mailto:training@shelter.org.uk
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5.1. Payment details - Free courses  

 

If you have only booked free (funded) courses, the last stage of the booking 
process will show no billing details:  

 

Just tick the box for the terms & conditions. Then you can Complete the 
process. 

After completing the booking, you will receive a confirmation of your 
booking. If you have booked an eLearning course, you will receive an email 
with your link to the eLearning Bitesize session. 

 

5.2. Payment detail - Commercial courses  

 

If your booking is for a paid course, you will be asked to confirm the billing 
details. If there are none in your account, you will have to add them. The 
following fields are compulsory:  

• Address 

• Town/City 

• County/State  

• Postcode/Zip Code 
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• Country (UK by default) 

• Email  

The email address you include in the field “Email” is the address we will 
send the invoice to so please make sure it’s sent to the relevant 
department.  

 

Once you have completed the booking you will get a confirmation 
message. 
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6. Cancellations  

 

6.1. How can I cancel a place in a funded (free) course? 
 

You can cancel your place in a funded (free) course in the portal, in the 
section “My Courses”:  

 

 

6.2. How can I cancel a place in a commercial course? 

 

Places on commercial (paid) courses cannot be cancelled in the portal. 
Please contact the team at training@shelter.org.uk if you need to cancel a 
course. 

If you cancel a place for a commercial course in the portal the invoice will 
be left outstanding.  

 

  

mailto:training@shelter.org.uk
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7. View booked courses (past and upcoming)  

 

You can view the courses you have booked or been booked on in the portal.  

 

 

7.1. Calendar 

 

To view your upcoming courses, click on “My calendar” tile:  
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7.2. My courses  

To view your upcoming and past courses, click on “My Courses”:  
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8. Access eLearning courses   

 

You can access your eLearning courses in the portal, in the tile “My 
eLearning”:  

 

Here you will see the list of eLearning courses you have booked, their 
status and the options to play the course, etc:  

 

 

To start the course, click on the “Play” button.  
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A new window in your browser will open. Please make sure your browser 
doesn’t block this new window and prevents it from opening.  

 


