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Introduction 
The Class Administration URP allows a user to administer enrolments against 

classes to which the user has been given access 

The Learning Administration URP retains rights to set up courses and offerings, but 

once set up the management of classes within the offering can be undertaken by 

holders of the Class Administration URP.  

Flexibility allows organisations to: 

 Decide locally how access will be restricted, and set up appropriate groups to 

control access 

 Highlight specific learning offerings where the classes can be updated and 

amended 

Holders of the URP can: 

 Administer enrolments (add/update/delete) against classes to which the user 

has been given access 

 Schedule classes within the catalogue 

 Update competencies and qualifications 

Access to the Learning Catalogue and Enrolments for the Learning URPs can be 

summarised as follows: 

 Learning Administration - Full access 

 Class Administration - Full administration at class level 

 Learning Instructor - Administration of added enrolments 

Further details are in Appendix A 

Initial Set Up 
For a user with XXX Class Administration to be able to administrate classes: 

 The OLM Data Group must be active 

 The OLM Data Group must be added to the Person record 

 The OLM Data Group must be added to the Offering. 

If any of these conditions are not met then the user will be unable to carry out the 

tasks required. 
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The steps to ensure that the Class Administration URP can be used effectively are 

as follows: 

 

Systems Admin and HR Actions 

To minimise work for Systems Administrators, identify the courses where Learning 

Administration can be devolved and the administrators that require the Class 

Administration URP. 

Ensure that OLM Data Groups are created for each Offering and added to the 

Person EIT. 

It is then possible to control access to classes by adding or removing the OLM Data 

Group from the offering 

Tasks carried out by Local HRMS System and User Administration and HR 

Administration URPs. 

Action Responsibility 

Create OLM Data Groups XXX Local HRMS Systems and User 

Administration 

Add OLM Data Groups to person records XXX Local HRMS Systems and User 

Administration/ XXX HR Admin 

Add XXX Class Administration URP to 

users 

XXX Local HRMS Systems and User 

Administration 
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1 - Create NHS OLM Data Groups 

Login as XXX Local HRMS Systems and User Administration 

 Select Application Utilities Lookups 

 

 Find Lookup – NHS_OLM_DATA_GROUPS  

 

 Create Groups: 

 Code: No spaces, less than or equal to 20 characters 

 Meaning: Use name that identifies the team that will be responsible for 

administering classes. Less than or equal to 80 characters 

Can create as many groups as required. 
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2 - Assign NHS OLM Data Group to Person Record 

System and User Administration - OLM Data Groups or: 

HR Administration - Person - Extra Information - OLM Data Groups 

 

Up to three OLM Data Groups per person. 
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3 - Add XXX Class Administration URP to user 

Local HRMS System and User Administration - Setup Users 

 

Note - NHS CRS Smartcard is optional for Learning Administration, Class 

Administration and Learning Instructor URPs. Raise an SR to request access by 

username and password for these URPs. 
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4 - Add NHS OLM Data Group to Offering  

Learning Administration URP task 

 Find required Offering 

 Add Data Group in Administration section 

 

 Repeat for each Offering where Class Administration URP will be used 

Other tasks that may need to be considered: Create Resource Checklist for ease of 

booking resources 
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Learning Dashboard 
This is available to the Learning Administration, Class Administration and Learning 

Instructor URPs. 

 

Update Attendance Portlet 

 

 Class Administration URP will only see classes that they can administer 

 Used to update attendance on classes within the past 14 days using the 

Previous and Next buttons. 

 Click View Classes for further details. 
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View Classes 

 

1. Change the sort order, default is by Class Start Date. 

2. Displays the class in the Catalogue Search, enabling the administrator to view 

the associated Offering, view the class and manage enrolments.  

3. Direct access to an Update Attendance form 

4. Opens Catalogue Search. 
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Update Attendance Form 

 

1. Filter for Enrolment Status, the default selected are Confirmed, Completed and 

Did Not Attend. If changes are made to the defaults, click Reset to revert to 

these. 

2. Toggle Organisation column 

3. Update attendance 

4. Opens Single Enrolment form 
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Updating Attendance 

Selecting once will mark learners as Completed 

 

Selecting twice will mark learners as Did Not Attend 

 

Selecting three times will clear check box 
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Clicking Apply will update the status, no further changes can be made using the 

Portlet. 

 

Note – Any learner with a status of Completed will be deemed to have 

Successfully Attended and will be awarded any competencies associated with 

the course. 

If you do not want to award associated competencies or if further information 

needs to be added, such as reasons for DNA, then this must be managed via 

the Enrolment form in ESR. 
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Add Learners 

Learners can be added to a class by clicking on the Add Learners button. 

The default Enrolment status is set to Completed. 

 

Note - Mobile view restricts fields to be populated to Enrolment Status and Last 

Name. 

Clicking Apply will add the enrolment to the class with the selected Enrolment status. 
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Appendix A - Functionality by URP 
 

Learning Administration Functions LA CA LI 

Announcements Y N N 

Apprenticeship Details Y N N 

Assignment Set Y N N 

Business Intelligence Y Y Y 

Catalogue Y Y N 

Class History N N Y 

Competence Profile Y Y N 

Compliance Rate Portlet Y Y N 

Content Y N N 

Customers Y N N 

DNA Rate Portlet Y Y N 

Enrolments and Subscriptions Y Y N 

Forums and Chats
1
 Y

 
Y Y 

Instructor Home N N Y 

Learner Groups Y N N 

Learning History Y Y N 

NHS Pay Progression Y N N 

Notifications Y Y Y 

Organisation Non Compliance Y Y N 

Performance Reviews Y N N 

Qualifications Y Y N 

Resources Y Y N 

Resource Bookings Y Y N 

Request Internet Access Y
2
 Y

2
 Y

2
 

Schools and Colleges Y Y N 
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Learning Administration Functions LA CA LI 

Search and view Learner Y Y
3
 N 

Search ESR Y Y N 

Submit Request Y N Y 

Supplementary Bookings N N Y 

Suppliers Y N N 

Upcoming Classes Portlet Y Y Y 

Update Attendance Portlet Y Y Y 

View Address Y N N 

View Assignment Y N N 

View Enter and Maintain Y N N 

View Phones Y N N 

View Request Y N Y 

View Supplementary Roles Y Y N 

 

1 Learning Administrators can create Category Forums and Chats, Learning 
Administrators and Class Administrators can create Class Forums and Chats, 
only Learning Instructors can moderate Forums and Chats. 

2 Access to ESRBI. 
3 Read only access to learning events to which the Class Administrator has not 

been given access. 

 


