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Cumbria County Council

SLA Online User Guide

In this document you will find instructions to complete most tasks within the SLA Online system. These
instructions have been produced by the School Development Team. If you have any problems the team
are always happy to help you via email: school.development@cumbria.gov.uk or by telephone: 01228

221315, 221312 or 221316.
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@ Registering

You will need to be a registered user to log onto the
SLA Online system, we advise 1 person per setting
with full access rights i.e. finance manager, they can
view the financial information and check items out of
the shopping basket.

If you require to be set up to use SLA Online, please
email school.development@cumbria.gov.uk

and someone from the team will be able to help.
Alternatively, you can call the team on 01228 221315,
221312 or 221316. Your registered details will be
confirmed by email from The School Development
Team.

@ Logging on

Once registered as a user you can now access SLA
Online using the following link - https://secure2.sla-
online.co.uk/?logo=10

(You can add this page to your ‘Favourites’ list on your
own computer, or as a shortcut from your desktop)

Enter your email address and the password which the
School Development Team have provided you with,
then click login. When you log in for the first time, you
will be prompted to change your password.

We do not require regular password changes, it's up
to you and your settings own policy on how often you
change it.

If you've forgotten your password, just click ‘Forgotten
Password?’ and the system will email your password
to the email address you have just entered. After three
failed login attempts, the system will lock you out, but
will automatically unlock your account after 5 minutes.

County Council

Cumbria School Services

Welcome to the Cumbria School Services login page.

For help logging in, or to register as a new user, please email
school.development@cumbria.gov.uk

If you don't have an account, please click here to sign up (3)
’E Client Login
tara.robertson@cumbria.gov.uk X
2000000 OS
[JrRemember my username

Forgotten Password? @
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Once you're logged in, the blue menu bar near the top of the screen shows menu options linking to the seven
pages: Home / Services / Store / Training / Communication / Resources / Setup. As you move the cursor over
items, they will be highlighted and can be clicked into.

Tara Robertson + v
M County Council ¢ °

@g Sample Nursery - Jj

Home Services Store Training Communication Resources Setup

Welcome | Tara @ Sample Nursery

O\ Enter your keywords here and then click an opfion ﬁ' Slore ’§ Training rf Resources lf_‘ Services 5 News

Cumbria's Training Events for School
Based Staff and Governors - 2(-319-'20

@ Home Page

When you log in, the home page appears which shows you:

Feature Items — Picture Scrolling Box
Featured items in the pictured scrolling box will be news or documents School Development Team wish to bring to
your attention. You can click to view more or to download/print any attached documents.

Upcoming Events/Calendar
The calendar is colour coded for different types of entry e.g. available training courses, booked training places. You
can click to ‘view full planner’ you can also click into any of the calendar entries.

Featured Service

Here you will be able to see each of the services available to purchase for your setting — if a service doesn’t appear
here, it means that it’s not currently available to your setting through SLA Online, perhaps because it's being
updated or maybe it’s only available to certain types of settings.

To do List

This is where you should look first — it tells you if you have new messages, whether you need to add delegate
details to courses, something still to checkout of your shopping basket etc. You can click each of these items to
jump directly to it. TIP: Before logging out of the site, click on the Home page and look under ‘Things to Do’. If you
have missed anything it will let you know here.

Bookings and News
Any bookings that you have made, plus any new
training events will be shown here.

B Upcoming events

Popular Providers
This section shows the most used providers for
your setting.

f& Bockings and news

ved resources
My Followed Resources B e e
This function is currently being developed and the
User Guide will be updated in due course. . _ B 5 s i

cumbria.gov.uk 3
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Training

In the system, training courses are described as
Scheduled, Tailored or eLearning:
Scheduled training has a set venue/training platform,
date, and time, which a setting can book places
on. This will be a common option for Early Years
training. Scheduled training can either be face to
face or online using Microsoft Teams or similar.

Tailored training is delivered to a setting/group of
settings at a venue, date, time and price agreed
between the course provider and the setting(s).

elLearning is delivered though the SLA Online
system using videos. This will be a common option
for Early Years training.

Browsing/Searching for Courses

To search for a training course, click onto the training
tab which can be found on the blue menu bar near the
top of the screen on the home page.

‘m@ County Coljneil

Tara Robertson v £ v @

& Sample Nursery I

Home Services Store Tra...g Communication Resources Setup

% Welcome | Tara @ Sample Nursery

¢ \
Cumbria's Training Events for School

Based Staff and Governors - 2&)19:20

__For scheduled training, you can
search via ‘Find a Course’.

For e-learning, please click in to
‘browse e-learning’.

TEST Cou rse for Card Payments

! County Council /|
/ - 18:00 | Parknouse

.'O Find a course

2}? Jump to
Eviia Roloe i) Hr Browss eLeaming (3

rowse on-demand (3}
Search [saliel Cateqories Eile) Recenny e courses (3)

Mext 30 uposming courses (3)

CQninractad rnnreas My hankinae

We advise you to search via the course code, for
example: EY 01 A, making sure to put the code in
exactly as it appears in the brochure (please note it is
sensitive to any spaces).

This will bring up all training in that search criteria,
you will need to search for the one you require. (The
venue and date are shown below each course title on
that page.) Once you have found the required course
click on the title of the training, this will take you to the
booking page.

Cr-Serraered ol sarmineg

ven Mo

Tara Robertsor
County Council

Sample Nur

Home Services Store Training Communication Resources Setup

Details for Scheduled Course

= Early Years Training

™~ 05 Oct 2020

:00 - 20:00

Start booking (D)

| County Council |

About us: Cumbria School Development

AN S Gontac pravosr (3)
Date and Time
05 0ct 2020 18:00 - 20:00

Download appointment &,

Outline

Training o discuss Earty Years

Description
This training il discuss ey Years sefings in Cunbra

Venue
Wiglon Marke Fial

When you click into a course you will be able to see
more information about the course, e.g. venue/training
platform, trainer, dates, price and an outline/description
of the course. There may also be documents attached
with further information as appropriate (e.g. course
programme).
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3 (7] Manage Your Course - MH...

Training to discuss Early Years

Description .

This training will discuss Early Years settings in Cumbria. Make a Booklng

Outcomes At the bottom of the page there is a ‘Make a

To understand learning in the Early Years . y . .
To receive support and information from other Early Years settings and the Local Authority BOOkIng SeCtIOﬂ Where you can book OntO thls

Download <&

Frogramme © training. For scheduled training, the box shows

the maximum number of p|aces available and the

*The maximum number of delegates you can book now is: 10
delegate price. Click on the drop down list to select

the delegate name, if the delegate is not listed in the

Standard price
drop down list, click ‘create new delegate account’.

Total price to pay:

Once you have clicked on ‘Create New Delegate Account’ you will see a set of six boxes to be completed:
Forename, Surname, Job Title, Email (all delegates should all have an individual email address for the purpose
of confirmations and evaluations), Telephone and Special Requirements (for any dietary requirements/access
requests etc,) — enter these if applicable and click ‘Request’. You can also add any other information in the
‘booking comments’ box by ticking it first.

- 80| search.. L~

Welanie Housby

Attachments

(2 Fiyer &

There are no documents attached to this training.

Price o
Charged per delegate
=£2000

Job Tite: Telephone:

Discounts

Email: There Is no discount

‘Special requirements (saved In the user profile, which will be updated If you change them here) Course code: EY 01 A

[CJAdd booking comments

Standard price 20.00

Total price to pay: f20.00

N.B. booking comments are not checked regularly, so anything The School Development Team need to know,
should be added into special requirements.

The delegate is now set up on SLA Online and is provisionally booked onto the course.

Complete Booking / Shopping Basket
Once you have clicked on the request button the image below will appear, if you require any more delegates on
the training please click ‘add another booking’ and follow the steps as before.

You can also book delegates onto other courses before checking out by selecting ‘Go to training page’ and then
following the steps in section 3. Once all courses have been allocated you can now checkout the bookings.

-
line.co.uk/ Training/mTrainingDetails.aspx?Id=118854 - @G Ssearch. P~

[x]
Confirmatiot

The booking prficess has been
successfully inifjated.

To complete th@booking you need to
commit by cheding out from the
shopping baskdj.

‘What would yofllike to do now?

Checkout booking (3)
Add another booking (3)

Go to training page 3)

cumbria.gov.uk 5
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2 Cumbria Schol Development (2 514 Ginline

Clicking on the shopping basket e e Yo o
icon will take you to proceed to FCumbridy

checkout link clicking on this will

enable you to complete/pay for P—

the training course(s).

Tara Robertson v v
County Council Q o

Sample Nursery ~ §}

0 items at £0.00 1 items at £20.00
Proceed lo checkout G} Proceed to checkout G
Recent orders View all @
V2019 Wendy Underwood 1 Training & Events -£10.00
2z 9 Wendy Underwood 1 Training & Evants £10.00
25002014 Dawn Harrison 1 Training & Events £20.00

QOutstanding quote requests

There are no ltems awaiting a quote.

You will now be in the shopping basket.

If you no longer require the place, it can be deleted clicking the ‘cancel’ button.

Home Services Store Training Communication Resouries Setup

Checkout | Training

Wisniart all Print

= Early Years Training
— (2 datails 0510/20gM 20000 Delegate: Tara Robartsan TEST

fanes - - £20.00 E0.00 £20.00

Total: £20.00 £0.00 £20.00

Cl1 zonfirrn that | have rsad and accapt the tarms ang condilions. (Tsrmms & asndiizns]

T ocures vy o cart o o apsrove bsokinge You can enter a purchase number in the

S wogdpay P.O. box. If you are happy with everything,
then click on; ‘I confirm that | have read and
accept the terms and conditions (Terms &
conditions). The Terms and Conditions can
also be downloaded from this screen.

To make a payment, please click on
‘Pay now’ on the WorldPay box.

WorldPay

Secure Payment Page
TEST MODE - This is not a live transaction.
Please review your purchase details, then select a payment method to continue.

Select language Engish v O

Choose currency £20.00 (Pounds Sterling) V0
Description *-% Early Years Training - 20.00
Amount £20.00

Select your payment method (7]

—
visa [ 3
Mastrcard Visa Maestro B

Information on WorldPay will appear, to make a payment select your payment method i.e. Mastercard / Visa /
Maestro / JCB.

6 Serving the people of Cumbria
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Please complete the information on the Secure Payment Page and click the box ‘I'm not a robot’ and a green tick

will appear. Occasionally, a photo will appear to verify for payment follow instructions on screen and click verify.

Secure Payment Page
TEST MODE - This is not a live transaction.

Select language Engish ] O
Payment method Visa Verified by
*-* Early Years Trainin
Description Soey y g ‘v‘s‘
Amount £20.00
Card details [
* Indicates & required field
* Card number 4444333311112222
Security Code
* Expiry date
* Cardholder's name Tara Robertson
| Cardholder details ________________[7]
* Indicates & required field
* Address 1 [Parkhouse x
Address 2
Address 3
* Town/City
Region
Postcode/ZIP code
* Country United Kingdom v

Telephone 01228 221312

Fax
* Email address tara.robertson@cumbria.gov.l
Cardholder validation

Please complete this challenge to prove you are a real person:

™

Once the green tick appears, please click ‘make

payment’

. I'm not a robot
TECAPTCHA

Select all images with

traffic lights

Description *-% tarly Years Training ‘v"sn
- 20.00
Amount £20.00
Card details (7]

= Indicates & required field

* Card number 4444333322221111

Security Code
* Expiry date 09 v (2022 v
* Cardhelder's name Miss M Housby
Cardholder details (7]
= Indicates a required field
* Address 1 Parkohouse

Address 2

Address 3
* Town/City Carlisle

Region

Postcode/ZIP code
= Cinglry United Kingdom et

Telep™E 01228 221354

Fax
* Emall address mielaniz housby@cumbria goy

F g
/" 'm not a%gat ’
1eCAPTCHA
Privacy - Terms
© start again
9 Makeé payment o

0 cancal

cumbria.gov.uk
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Once verified the image below will appear, ensure the dropdown box is set to ‘authorised’ and click ‘continue’ this
will this will complete the transaction.

If a course is Free of Charge then you just need to checkout as normal and ng payment details will be required.

WorldPay

Secure Test Simulator Pags
Card Number qqqqrrrrngrrg1]]

Please choose one of the available resj

onses and press Continue button

: |Auth|:|ris 2a” |

Acquirer Resp

CONTINUE o

WwarldPay (UK Lirnited & 2012

If the transaction is successful you will be taken to the page shown below and two emails are then generated,
the first is the payment transaction confirmation, this goes to the email address used to book the place, and this
should be saved as proof of booking. The second is the training booking details/confirmation, which is emailed to
the delegates email address.

NB: If the same email address is used for multiple delegates they might not all receive the course details, as
the system thinks it is sending duplicate emails and blocks them, this is why we request all delegates to have
individual email address.

M County Council

Cumbria School Services

E/ Your payment Print i

You will receive a copy of this information via email but you can also print this page for your records.
A summary of your order is as follows:

£20.00 Early Years Tralning | 05/10:2020 | EY 01 A | TB1423238
£20.00 Total
£0.00 VAT
Cardholder: Tara Robertson
Address; Parkhouse
Carlisle
United Kingdom

Date/Time: 020072020 13:29:46

Go to home page (3)

Close and exit &

8 Serving the people of Cumbria
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Once the booking has been confirmed a confirmation will be automatically emailed directly to the delegate using
the email address provided during the booking process.

If the training is face to face, the vepue will be shown in the confirmation email.

If the training is online, the training platform can be accessed by following the link provided.
If the training is eLearning, the gourse can be accessed by following the link forovided.

All delegates will receive a refninder containing all relevant information witfiin 1 yeek of the training course.

Ta: MelanieHoustyGilhotmall
Jubject: Vour Booking hae
Reply-To: school deato
Dear Test Delegate

Tralning Cource Detalic
Flease Tnd below details of e 1raning Course you have Boan boaked anlo

Course Tithe: New 2o Early foars Foundation Stage (8D 22|
Dutars: 25,11/ 2000 13:30 f14-30
JES11/2000 13: 30 J14.30; 0200 /2021 1330 - 14:30;

, Blwane uwe this link 0 scce U tradning: Visw rmesting joisng Ot

rang o & o besded coune pleas une thi lish b stors e traming: a-dw i Lasria

Wengs Mool Tedra

Provider: *** Cambra Contnuisg Frofeisionsd Deve ogpment

Outlime: & oo v deipad 10 sapport Ieache s ind Teaching asislants who am ssw 1o working n the Early Years
Foandalson Slage

Drngripton: Dutes and Timan

Thin couree w il b dal feer ad owver Pees wivisi o Thars wil b as intia] Tee vrtoa "Teami' weaisos, Tolcwed by a
wries of whorl pre-eiorded wdeo wiioh pou can stoeis @1 your e, and the fined saon el by agan & i
wrtual Team rasan

Senien 1 Wedsmdiy 15 Movember 2000 1 30p= - 1 3om - Feie lolos the [int te the oo ng it one os
o Sorln Mt iGN e ad

Srvenn 2 Delepaten ire sidoid 1o matoh pre-fecordad vidaoi whh il be seilible afar U find wwicen - To s
the videos, D lolos the ling to the slesrsng on pour confrmation e=al after attending wiion 1. [Fleawe v
bwlow for Turthar inforsation).

Sensbon 3: Toesday I March 2001, 1.30pm = 2.30pm - Mlease foliow the link to Lhe jining indtrocton on your
conlir=gton amal

Training Platlarm

Sanuiom 1 and 3, of s trainieg wll be Beld on Microsal Teams = the lisk 10 th erest wil be went in the remisder
wmal Fam Cambra School Services and Microsoft Outl ook, wihin o weel of the (oune date,

Ploawe s e wou hivs Tuly tnted Mocroaolt Tesm belore D w0 for accmubiity and undentandng of e
platfors. This wil alow &l attesdng 1o make fl besefit of the tirme svalibie

For swnakom 2 of T trainkg, delegates sre aued o walch 3 prerecorded video

To vew the wedeos, pleass folbea the |ink o e eleaming o your confrmaton smal after sftendng ismauon 1.
Currant e’ of Uhe syilem wil b Lakes slragh! 1o the Paning videos, whist ‘non-sers wil e sbed 1o apgrads
thair accows] Trom & 'deligite’ to & "aer’,

Phisd v Fod kv Ul it ruct sona, 1o enabi'e pow o 3o thia

e yoa are ogged on o thi Lyalem, Deine e e the Teai nirg" wection rom the mesa bir and wrall down 1o "My
Bookings wbmre you mil Fesd e cowure, please seledl the cowrw na=e and this wil Likes you 1o e vdios.

Eirsd Ragards,
Thee Szl Derswlopmest Team

2ee Thyy i an suto=ated amal -~ pease do nol reply directly 1o thin sddren ***

cumbria.gov.uk 9
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If a Course is Fully Booked

If the course you require is full, please contact the School Development Team on 01228 221315, 221312 or
221316 and they will add your details to the waiting list, should any places become available your setting will be

notified accordingly.

Cancellation Requests

If you later find that you need to cancel any of your training places, you can do this from the Training Booking
page. You can find your way from the main Training page, you don’t need to search for the course again, as it
should be easily selected from ‘My Organisation’ (if you move your cursor over the course a line will appear

under the course title, click there to access the course).

st @)

Suggested courses
Formyr

cte(s) in my organisation

TEST Course for Card Payments
[5] 25 sep 2020 0000 - 1800

-

Rulks Y@ H Browse sLeamning (3
Brawee of

Gategaries @ Recenty

Mext 30 upcarning courses (3

My bookings

STy, N upeeming bookings

View all my bookings (3

Farheuse My organisation
Early Years Training Eany Years Training 4EY 01 &)
Fani D 05 e 2020 1800 - 2000 05 Oct 2020 18:00 - 2000
Wiglan Marke! Hal -
_ Early ears Tralning {£Y 01 B)
Early Years Training 06 00t 202 1700 - 18:00
it E 08 Ot 2020 17:00 - 12:00 . ‘1 R

Harmaby Communtty Centre
View more suggestons (3)

ezt 3 courses

.

View all vookings (3)

TEST Course for Card Paymeants
ey

8 T @ 810
E R O O [ b
oM | 2 | 33 M
72| 2 | .

iew Tull plainer (3)

Comman actions

Cuick courselbooking search (1)

Feeaback resul

Legay fee
Delegate nisk

Renawal rapar

Sunscnpan usage

wiew @l ralning {grd format) &)

View carceted delegates report ()

Scroll down the page to Delegate Summary, you will see the delegate name(s) who are booked on the training, to
the right of the delegate name there is a down arrow, click on ‘Cancel Place’.

|
' County Council |

\\‘ .

Baoking details (1)
Programme (1)

Delegate summary @

A Tta e iekaka 2 s b T e g Al

@ rolepecled
@ Svakaion
@ Cedfzme

farambersonimonshis. goe sk
MaxE 2212
M g

Programme &

Tara Razedsen, 01 Ju 2021

Tz Huzelen, G2 Ju 2020132

manl dmum b an dsak

[ Gortrmed

Change Dz

Ummbad o

Canze! Plaee (3

Curtad wovder ()

Commean activities

WEW course dzmis (3

Orwckad criegahe

it &y
Other opticns

Wewhlstory [F

Attachments

Tee s e ot amerls allaured Wi g

10
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Scroll down to Cancel Booking and enter the reason for the cancellation, then click on the ‘Send’ button.

Additional options

Cancel Booking

If you wish to request the cancellation

e enter the reason. Your request will be sent to the service provider.

Reason:

Send request to provider

The School Development Team will then deal with the request and issue any reimbursement due, depending
upon the cancellation terms for the course.

Replace Delegates
If you need to replace a delegate who is booked on to a course with another delegate, you don’t need to do a

cancellation. You can simply replace a delegate name with a new one.

To replace a delegate from any of your training bookings, you can do this from the Training Booking page, click

on ‘Training’ then scroll down and click on the title of the training course under ‘My Organisation’.

Tara Robertson v £¥ v @

Sample Nursery v j}

Early Years Training

Training to discuss Early Years

“'\ Count'yCOUnciI /

05 Oct 2020 18:00 - 20:00 | Wigton Market Hall

. < Jul 2020 >
,O Find a course Im] Browse .Zf— Jump to !
Mon Tue Wed Thu Fri Sat Sun
Roles ~|e W Browse eLearning (3 T 2 BEl s | s
Browse on-demand ) 6 7 8 9 10 11 12
13 14 15 16 17 18 19
Advanced 5
Search (€] Categories v @ Recently added courses (3) » | 2 % T %
Next 30 upcoming courses (3) 27 | 28 | 20 | 30 | 31
~ 7 e e
Suggested courses My bookings View full planner @

For my role(s) in my organisation Sarry. no upcoming baokings. Common actions

TEST Course for Card Payments View all my boakings () Quick coursefbooking search (@
43T ) 25 Sep 2020 06:00 - 18:00
T Parkh . View all my backings &)
arkhouse My organisation
View all organisation bookings (3)
il Early Years Training (EY 01 A
i Barly Years Training ! Feedback resulls (3)
G [ 05 ©ct 2020 18:00 - 20:00 05 Oct 2020 18:00 - 20:00
Wigton Market Hall &1 Legacy feedback results )
. Early Years Training (€Y 01 8) Delegate history repart )
Early Years Training o ,
Pra N 06 Ot 2020 17:00 - 18:00 Renewal repart (3)

[ 06 0ot 2020 17:00 - 19:00
Harraby Cammunity Gentre

View mere suggestions. (3)

Next 3 courses

TEST Gourse for Card Payments.

THER [ 25 sep 2020 00:00 - 18:00
Parkhouse
Early Years Training

PC. LYY

[#¥] 05 0t 2020 1800 - 20:00

&1

View all bookings (3)

Subse

port 3
Subsaription usage report ()
View all training (gna farmaty ()

View cancelled delegates report (3)

cumbria.gov.uk 11



Cumbria County Council

This will take you to the relevant course, next click on the drop down arrow, to then click on change delegate.

= Early Years Training

Status: Confirmed
Date: 05/10/2020 18:00 - 20:00

View course details (3)

Code: EY 01 A

Contact provider (@)

County Council

Common activities

View course details 3)

Download delegate list &

Booking details (1)

Programme © Download & | Other options
View history 71
Delegate summary ()

/A This icon indicates a delegate has special requirements. Expand the row for more details. Attachments
There are no documents attached to this training
A TaraRobertson Business Support Officer & Confirmed ®
Reserved Tara Robertson, 01 Jul 2020 15:07 Change Delegate (3)

Confirmed Tara Robertson, 02 Jul 2020 13:34 Cancel Place (3)

Not specified

Certificate

=
0]
@  Evaluation
0]

This will take you to Manage Individual Delegate, from here you can select a different name from the drop down
list. If the name isn’t here you can create a new delegate, complete all details and save.

Manage Individual Delegate
= Early Years Training

Booked delegate

Deogates

U pereh 1y
[CREATE NEW DELEGATE ACCOUN
Hore

Spocial requiremens:

Additional options

Gancel Booking

Booked delegate
Bcaking o Sample Nursery

Delegates:

Foraname: sumame:

R Teleprane

‘Specisl requremerts:

‘Spectsl requremergfre seved sgeinst the Lser esoount selested and will be upated I you change them nere.

Bsoking ey

12 Serving the people of Cumbria
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To View a Programme
If a programme is available to view, the School Development Team will email a link to each delegate who is
booked onto the course; Delegates should follow this link to view or print the document.

The programme can also be viewed from the attachments section on the course details page

.-‘(

| = !
Councy Cauncil

Iy

Cutline Date and Time
rarng b s | ot e 0 Cled 01 30 - 00
P Coorwrba ol pirioicil 4
Descriptien e
This ‘waining ol dhecuss Ears Yoors ot g in Curdeic, Venue
Waolen Kowket Tl
Oufcomes .
N e mATng n e |ty TR ' D, -
s el sl ekersee el Cary Vesen selbip sl s ekl Sadianky Trainer / Fresente
- I=tarie Houslrp
[
Programme (2
Attachments
Make s Booking [Z 1 tpos &
Tha: oo iz o dikogadiz s e o e w7 Trazs wrse ran shecsninanss ubacdust e by
Theee arcabcady 3 deicgale s Dooke . G Do gy
Price “*

Evaluation and Certificates
To ensure that our courses remain relevant, effective and of high quality, we encourage delegates to provide
feedback.

After the signed delegate list is returned to the School Development Team by the provider, all delegates who
attended the course will be emailed a link, which should be followed to input evaluation comments; this should be
done within two weeks of receiving the link.

Once the feedback has been submitted a certificate of attendance will be available to download. Delegates
will not receive a certificate if they do not complete the feedback. The only exception to this is the Early Years
Specific Safeguarding (Formerly Level 2) — Safeguarding Responsibilities Threshold Guidance and Referral
Processes where certificates will be issued as soon as the delegate list is returned to the School Development
Team by the provider.

Available Reports
The Common Actions
section which can be found  Training Home
on the right-hand side of .

Home Services Store Training Communication Resources  Sefup

Y Ve TEST Course for Card Payments
the training page allows
settings to extract reports ECUmbridy
relating to different areas !, County Council |
i.e. View my bookings, view N
my Organls_atlons bOOkIngS’ '0 Find a course m Browse % Jump to ‘_ - e ] e °
deleggtg hlstory_ report in G Heewenn o T T
the training sections, see Pe—— sl 0 v ¢ ow
beIOW .-mu-::: @ Categeres = @ Raceriy added courzes (3 ‘2:: : ‘: ;3‘ ;4 i: ;3‘

Meet 30 upcoeing courzes (3
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By clicking on one of the tabs i.e. delegate history report, you can extract information on which courses people
from your setting have booked/attended, by completing the search criteria’s and filtering on them you can find out

the information required.

Suggested courses

For my rukels} in my erganisatian

Wiew mane sugge

Hexl 3 pourses

AT,

TEST Gourse for Card Pavmenls
m 25 e 2020 (900 - 1000
Parkhous:

Early Years Training
Gl 2020 10:00 - 20600

Wigion Market Hal

Earty Years Traning

10 - 1500

Gommunity e

TEST Gourse for Card Peyments
) 25 sep o0 w0 - 18:00

Fakhouss

Eerty Years Training
m 5 Ccl 2020 18:00 - 2000
Wigion Marke! Hal

Delegate History Report

Delegate
Provider

Training

Text Search
Attendance
Show courses for
Course Date

Booked Date

Attended, Not attended, Not specified

Whole course

O Today

O Any

O Last 7 days

O Today

OLast 7 days

My bookings

Sarry, it LpEaming backings

View &l iy bookings. (3

My organisation

e view Il ceaming poasngs (G

TEST Con

raineg (EY 0181
08 Dl 2020 17:00 - 18:00

View ail baakings (3

@ Last 30 days || O Date range

O Last 30 days || O Date range

ST}

Vi Tl planner (3)

Commen actions
Qukck porssinaning seaEn (D)
iz 8l my bookngs (3

Vizw 3l ergansatin soadngs (3

Feadbask resultz (3

Legacy leedhack iesults (3)

Subseripdon summany reper (&)
Subsor pinn usage eper )
iz Al lraring g fermal (3

View eancelled deegstes repor (3

Filter data
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@ Overview of Other Areas

Shopping Basket

Any services that you ‘Add to Basket’ or training that
you ‘Request’ will appear in the Shopping Basket which
can be found towards the top right of every page.

Please ensure that you check out all items you have
reserved ASAP to secure your place(s).

Shopping baskets will be monitored on a weekly basis
by the School Development Team and settings will

be contacted if there are outstanding item(s) left the
shopping basket, these will have to be confirmed and
paid for ASAP.

If you change your mind and no longer require the
places they can be removed from the shopping basket
by clicking ‘cancel’.

Details of the requested item can be found by clicking
‘Details’.

Please note that ‘added by’ is a record of the user
who purchased the item, not the delegate who will be
attending the course.

If there is more than one item in the basket and you
only want to check out certain items, just select those
items and ‘un-tick’ the others. Any items you ‘un-tick’
will remain in the basket.

Make sure you enter a purchase number in the PO Box
and confirm that you have read and accept the terms
and conditions.

Services
Under this tab on the home page, settings will be able
to see each of the services available to purchase.

For further information click on any service to view
more details, this is under Training Categories. There
you'll see an Introduction to what the service offers,
benefits of the service and any relevant documents
that may have been attached by the provider, as well
as more details, terms etc.

Please note these services are currently only available
to schools.

Store

This tab is very similar to the Services tab, but please
note as before this section is currently only available to
schools.

It shows products or services available. ltems to view
different functions on this tab, and they are;

Featured items that you can click on for further
information, click on title of service to access this,
once here it will give you an overview of the service
and the option to ‘available to buy now’, if you
require this click on ‘go’ to complete the action.

Annual Order, you can use this new, simple page
to quickly renew contracts and services, based on
your purchases from last year.

Browse the store i.e. bundles, contracts, services,
products

New for this year, information on new services

Communication

As on the Home page, there are featured items in the
blue scrolling box which will be news or documents
the School Development Team wish to bring to your
attention. You can click to view more or to download/
print any attached documents.

Messages

Once you have clicked in to the messages section,
you will see your messages in a list. A blue heading
indicates that the message has been sent from your
school and purple indicates a message received,

to read the message in full, click the ‘Read’ button
towards the right of the message.

The left hand column of this page includes a filter; it
allows you to search for messages by date, text, status
(read, unread), type or by sender/recipient etc.

A conversation in SLA Online is displayed so that

the school messages appear to the left (highlighted
purple) and the service provider messages to the right
(highlighted blue), with the name of the individual who
sent the message above, together with the time it was
sent.
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Sending a Message

You can contact any of the service teams listed on SLA
Online e.g. if you would like to ask if they can provide a
particular service or topic of training.

Please note that there is sometimes a delay in
messages reaching the School Development Team,
so we always advise to contact the team either by
email school.development@cumbria.gov.uk or by
telephone on 01228 221315, 221312 or 221316.

Setup

The set up page is where you can view and update
your settings details.

User Profile

The link to your User Profile page is in the top right
hand corner, use the dropdown beside your name.

By clicking on ‘My Profile’, you can change your login
details and personal details, including your email
address and password.

School Development Team do not require users to
change their password periodically; it's up to you and
your organisation’s policy how often you change it.
Passwords are between 6 and 20 characters, should
include numbers and letters and can include special
characters.

Because your email address is your login name, two
users cannot have the same email address.

If you update your profile, please go to the bottom of
the page and click ‘Save’.

User Alerts

User alerts, these alert you to activity relating to your
setting, meaning you don’'t need to log in every day, the
main alerts are as follows;

Account

You will receive emails when for example:
User account details & status changed
Training delegate confirmations
Changes in items initiated by user

Alert me options - No / asap / daily / weekly

Admin

You will receive email when for example:
User account is locked
Message is sent to Administrator

Alert me options - No / asap / daily / weekly

If you require these set up please email school.
development@cumbria.gov.uk and someone from the
team will be able to help you.

We hope we have provided you with enough
information to use the system effectively to book

your training. If you have any queries, please do not
hesitate to contact the School Development Team via
e-mail school.development@cumbria.gov.uk or by
telephone 01228 221315, 221312 or 221316, and we
will be more than happy to help.
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If you require this
document in another
format (eg CD, audio
cassette, Braille or
large type) or in
another language,
please telephone
01228 226817.

o 3@ nﬂiWWﬁWWC’NWWW
0@ 01228 226817 w9 BRI I

MR ERERETRET B ER,
BB 01228 226817

Jeigu norétuméte gauti Sig informacija savo kalba,
skambinkite telefonu 01228 226817

W celu uzyskania informacji w Panstwa jezyku prosze
zatelefonowa¢ pod numer 01228 226817

Se quiser aceder a esta informagao na sua lingua,
telefone para o 01228 226817

Bu bilgiyi kendi dilinizde gormek istiyorsaniz litfen
01228 226817 numaral telefonu arayiniz

CCCJIN 24438




