Manager Guide
Within your Manager Portal you can perform a variety of tasks and view course information.
The guide will walk you through the key tasks that you can complete in your portal.
•
•
•
•
•
•
•
•

What can I use my portal for?
How do I manage my staff/users?
How do I search for courses?
How can I view upcoming courses for my staff?
How can I transfer delegates?
How can I cancel places?
How can I view all delegate records for my staff
How can I manage my placeholder bookings?

What can I use my portal for?
•
•

You can review the course bookings you have made and create new users within
your account.
You can book courses for your users, view training history, and run reports.

After log in
You will initially log in to your own learning portal, to access your manager portal, click on
the menu in to the right corner and select Manager Mode

After selecting Manager mode you will have 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.

How do I manage my staff/users?
You are able to:
1. View the details of users within your account(s)
2. Edit the details of users within your account(s)
3. Create new users within your account(s)

All of 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:

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 Appendix A
1. View a users details
To View a user's
details, right click on
the user's record
within the User
DataGrid and select
the Preview option.

A pop up window will then display the user's basic information including contact details:

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

You will be taken to the edit screen where you can make changes to the users's details, and
add further information. To save changes made, click 'Save' at the top right of the page

3. Create a new user
To Create new
users, click on
the 'Add'
button above
the Users
DataGrid, this
will take you
to a form
where you can
complete the
details of the
new user.
You only need to supply a minimum of first name, last name and Account (under
Employment) (for job roles – you can select from the list, if the role you need is not there,
and you want to create a job role please contact nhastraining@shelter.org.uk. Click Save at
the top to finish creating the new user.

How do I search for courses?
There are two pages available for searching for courses for yourself and your employees
1. Course List

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 Appendix A for Setting up filters.

To add a course to your basket to make a booking, simply right click on it and click on the
option Add to Basket:

Follow the Check Out Process below (after Course Search) to complete the booking.
2. Course Search
The 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' option, from here you will be able to see a list of available dates that you can book,

To book a date, just right click on the date that you would like to book and add this to your
shopping basket.

The course should be added to your basket. Click OK and then close the View dates datagrid.

Check Out process
In the top right of your screen, there is a shopping trolley icon. You should see that the
shopping trolley/basket now has an item in it, and if you click on the the shopping trolley,
you can select Checkout, to complete the booking process.
When you check out
you can amend the
number of delegates
if you need to, and
proceed to the Next
Step.

At this point you can add the delegates to the place – select Add Delegate. A box will pop up
with any existing staff registered to your organisation’s account. You can select a person if
they are already listed, or you can click on Create New to add a new user.

When adding a new user here, you only need to add the following information:
• First Name
• Last Name
• Email Address (this is where joining instructions will be sent)
• Contact Number
• Additional details – please detail any support needs under ‘Special Requirements’
Once you have added the above information, ‘Save Candidate Details’ and you will then
proceed to the next stage ‘payment details’ (please note there is NO BOOKING FEE for our
training).

Payment details (note – our courses are free)
The next step of the process is unavoidably called Payment details. As you will know, we do
not have any booking fees for our courses. All you need to do at this point is check the
details, and tick the box for the terms & conditions. Then you can Complete the process.

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

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.

How can I transfer places?
To transfer delegates on to alternative training sessions, or cancel places on existing
sessions you will need to email nhastraining@shelter.org.uk.
How can I cancel places?
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.

How can I view all training records?
You can see a list of all courses booked by your organisation (past, present and future) by
opening the All Delegates menu option found under the Delegates drop down option in the
left hand navigation menu.

In this page you can preview more information about each delegate by right clicking on the
delegate from the DataGrid and selecting Preview.

How can I manage my placeholder bookings?
Placeholder bookings are course bookings where you have not yet provided the names of
the delegates that will be attending the course, you have only selected how many places are
to be booked for your account(s).
You can view and manage your placeholder bookings by going to the Placeholder option in
the navigation menu.

Selecting this option will open a DataGrid containing all placeholder bookings that have
been made for your account(s).
You can assign your users to your placeholders by right clicking on the placeholder and
selecting the Maintain menu option

Within the Maintain Placeholder window you can select the users that will be attending the
course as delegates.

Appendix A
How to apply filters to a DataGrid
Filters allow you to limit the results shown in your DataGrid so you can quickly find the rows that you are looking for.
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.
Create a new filter
Click on Filter on the left, and then click on More Filters from the right hand side, choose Create New.

The page will then display the options that you need to build a new filter.

You can change the fields as applicable below. In this case the filter is to show Housing Foundation courses: Remember to rename your filter (4th
circle below). Then SAVE. This should apply your change.

To remove your filter, just click on the filter in the field menu. It will change from blue to grey once removed.

All your saved filters will be displayed in the filter bar and via the More Filters list.

Changing the columns in your view
You may want to change your default view in any of the datagrids. To do this you need to click on the columns button (three
dots):

This opens an information box where you can us the plus and minus buttons to add or remove the available fields. You can also
change the order of the columns by moving them up or down using the vertical double ended arrow – as highlighted below.
Remember to click on Apply to save the changes.
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