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Portal Manager Guide  
 
This guide will walk you through the key tasks that you can complete in the 
portal as a manager.  

 

1. What can I use my portal for? 
 
A manager role is a role in our database that allows you to do the following:  

• See the users within your account (organization) 
• View details of your account  
• Create new users within your account  
• Book courses for yourself and the users within your account  
• Monitor the training history of the users in your account  

 
The Account is the organization you have been set up under.  
 

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.  
 

• Creating users without an email address  
 

If the email address is not provided the user will not receive 
communications about the courses booked. Please, if you must create a 
user but you don’t know the email address, please wait until you have one.  
 

• Cancellations on commercial courses  
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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.  
 

3. Access to manager Mode  
 
You will initially log in to your own learning portal. To access your manager 
portal, click on the menu into the right corner and select “Manager Mode”.  

 

 
Once in Manager mode, you will see a different view and menu. 
This is your menu bar. 

 
 
(Please note that you will not be able to view Course Surveys this function 
is not in use) 
 

4. How to manage users  
 
As a manager you can: 

• View the details of users within your account.  

mailto:trianing@shelter.org.uk


Portal Manager Guide - 09/21 (amended 02/22)  6 
 
 

• Edit the details of users within your account.  
• Create new users within your account.  

 

4.1. Users Menu 
  
All these functions are available in the Users page from your menu. 
 

 
 

User information is displayed within a DataGrid - therefore this page is 
known as the Users DataGrid: 
 

 

4.1.1. Filtering Users 

 
You can create filters within this page to allow you to easily lookup users 
from specific accounts or with specific job roles, this is particularly useful 
if you have a lot of users to manage. See Error! Reference source not 
found. 
 

4.2. View a user’s details 
 
To View a user's details, right click on the user's record within the User 
DataGrid and select the Preview option. 



Portal Manager Guide - 09/21 (amended 02/22)  7 
 
 

 
 

A window will then display the basic information about the User, such as 
contact details, and date of birth. 
 

 

4.3. How to edit a User's details 
 

As mentioned, 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. 

 
Right click on the User's record within the User DataGrid and 
select Edit from the context menu. 
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You will be taken to the User's User Maintenance page where you can make 
changes to the Users' details and add further information. To save changes 
made, click 'Save' at the top right of the page.  
 

 
 

4.4. How to create new Users 
 
Click the Add button at the top of the Users DataGrid. 
 

 
 

You only need to supply a minimum of first name, last name and email 
address, but it would be great if we could have the Job Title of the user.  
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Complete the fields and click Save.  
 

 
 

The email address is not compulsory but if one is not provided the user will not 
receive communications about the courses booked. Please do include an email 
address whenever you create a new user. If we find users have been created 
without an email, we will change their status to “pending activation” until we 
receive one, and they won’t be able to book onto courses 

 

5. How to search for courses? 
 
There are three methods you can use to search for courses for yourself 
and your employees.  
 

5.1. Course List 
 
Navigate to the Course List DataGrid. 
 

 
 

The Course List page can be used to search for future Classroom or 
Webinar courses. You can use the filter options at the top of this page to 
search for a specific course and/or within a certain date range: See 
section 11.3 to find out how to set up filters.   
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Right click the course you wish to book and select Add to Basket from the 
context menu. 

 
 
Follow the Check Out Process below to complete the booking. 
 

5.2. Course Search 
 
 

Course Search allows you to search through 
all courses, including courses which do not 
yet have any scheduled dates, E-Learning 

and Document courses. 

 
To see if there are any available dates for a course, right click on the 
course and select 'View dates'.   

 
 
View Dates will show you a list of available dates that you can book:  
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To book a date, right click on the date that you would like to book to add it 
to your shopping basket. 
 

 
 

The course should be added to your basket. Click OK and then close the 
View dates DataGrid. 
In order to book the course, you will have to go through the checkout 
process. Click here for more information in the section 5 here:  Check Out 
process 
 

5.3. Portal  
 
You can also find available courses in the portal. 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.  
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Once you have found the coures you want to book, select Book:  
 

 
 

This will add the course to your basket:  

 
 
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. 
 

6. Check Out process 
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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:  
 

 
 
You can amend the number of delegates if you need to book. When you 
are done you can click Next Step. 
 
At this point you can assign the delegates - select Assign Delegate or 
Assign Myself.  

• If you are booking yourself - Assign Myself  
• If you are booking another delegate - Assign Delegate  

A box will pop up showing any existing staff registered to your 
organization’s account. Click Select to add that person to the 
course.  
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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. 

6.1. Payment details 
 
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 with have to be paid for. We explain the 
booking the billing stage of the booking process for free and paid courses 
below.  

6.1.1. 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. 

6.1.2. Commercial courses  
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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 
• 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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7. How can I view upcoming booked courses? 
 

You can see a list of the future courses that your staff are attending 
through the Upcoming Delegates menu option, found under the Delegates 
drop down option in the left hand navigation menu. 
 

 
 

This page will only show you a list of delegates for courses in the future, if 
you would like to see a list of delegates including past courses please open 
the All Delegates menu option.  
 
In this page you can preview more information about each delegate by 
right clicking on the delegate from the DataGrid and selecting Preview. 

 

8. How can I transfer places? 
 

To transfer delegates on to alternative training sessions or cancel places 
on commercial courses you will need to email 
nhastraining@shelter.org.uk. 

mailto:nhastraining@shelter.org.uk
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9. How can I cancel a place in funded 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. 

 
In the Manager portal, click on Upcoming Delegates, right click on the row 
for the delegate that you wish to cancel the place for, and chose cancel 
delegates. 
 

 

Delegates can also cancel themselves in their individual portal, in the 
section My Courses:  
 

 

10. How can I view all training records? 
 

You can see a list of all courses your delegates have been booked on 
(attended or not) in the All Delegates menu. This menu is found in the 
Delegates drop down option in the left-hand navigation menu. 
 

mailto:training@shelter.org.uk
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In this page you can preview more information about each delegate by 
right clicking on the delegate from the DataGrid and selecting Preview. 
 

 
 
You can search a specific course by writing the name of the course in the 
search bar or order the course by date by clicking on the “course start 
date” column title.  
 
Note: if you have never accessed this menu you may want to customize 
the columns you see by clicking on the three dots at the top right side of 
the grid. This section allows you to add or remove columns. More about 
this in the next section  
 

11. How customize filters and data grids  

11.1. How to edit the displayed columns in a DataGrid 
 
Columns can be added or removed and reordered in any DataGrid using the 
small icon found at the right-hand side of your DataGrid: 
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Clicking this icon displays the current columns, and from here you can add 
additional columns, remove columns and choose which columns you'd like 
to sort your DataGrid by: 
 

• Field Selector - This drop down item is the name of the DataGrid 
column, you can change it for any other field available in the 
currently selected DataGrid by selecting from the list displayed when 
you click it. 

• Ascending / Descending - This option determines the order of the 
selected column. 

• Insert or Remove - Clicking the Minus - removes the current column, 
clicking Plus + inserts a column underneath the plus that is clicked. 

• Drag to Reorder - Clicking and dragging on this icon allows you to 
reorder the columns on your DataGrid.  

 

 
 

Click Apply to apply the selection to the DataGrid. 
 

11.2. How to search a DataGrid 
 
Typing in the search criteria then pressing enter or clicking the magnifying 
glass will bring back results based on the search keyword. 
 
To define which columns are searched, select the small downwards arrow 
icon. Clicking this arrow shows all of the fields in the current DataGrid, and 
anything already selected is what is currently searchable. Anything 
deselected is ignored. 
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11.3. How to use Filters 
 
Filters allow you to limit the results shown in your DataGrid, so you can 
quickly find the rows that you are looking for. Whether you need to action 
something with those rows, export them, or bulk edit them, filters are 
there to help you find them faster. 
 
There are two ways to filter your DataGrid: you can either use your saved 
filters or you can build an ad-hoc filter for use now. 
 

11.4. Creating new & ad-hoc filters 
 

a) To build a new filter click on the More Filters button and 
select Create New. 
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b) The page will then display the options that you need to build a new 
filter 

c) Here is an example of a filter that will only show free courses. There 
are three parts to this and all filters that you build: 

 

 
 

a) The first selector is for the name of the field that you are filtering by, 
in the above example this is the cost of the course. 

b) The second and third selectors are where you define how that field is 
filtered, in the above example the course cost will be equal to '0'. 

c) You can add as many rows into your filters as you would like. This is 
really useful if you need to build complex filters. For example, if you 
would like to have a filter that only displays courses that are available 
next month, you would build this filter with two rows: 

 

 
 

d) Once you have built up your filter you can click the Preview button to 
apply it to your DataGrid: 
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e) If you would like to save your filter for use later, type a name in place 
of the 'new filter' text and click Save. It will then be added to your 
favorites bar at the top of your DataGrid. 

 

11.5. Saved filters 
 
Your saved filters are displayed in your favorites bar: 
 

 

To apply a saved filter, click on it from the favorites bar, your filter will be 
applied and it will turn blue in the favorites bar: 
 

 
 

To unapply your filter, just click it again. 
 
To edit your filter, double click on it from the favorites bar, your filter's 
settings will show and the filter will turn orange in the favorites bar: 
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11.6. How to add and remove Filters from your 
favorites’ bar 

 
To remove filters from your favourites bar click on the x on the filter's label. 
Please note that this doesn't delete your filter. Your filter will be moved into 
your More Filters list for that DataGrid so you can add it back in again at a 
later date. 

 

 
 

To add a filter into your favourites bar, open the More Filters list and click 
on it from here. 

 
 

 
 


