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National Course Calendar

Introduction
The National Course Calendar (NCC) facilitates the scheduling of Courses by ETBs.
Once a Course is scheduled on the NCC, all Courses with an Active Status will be available for DSP to

view through their ACM (BOMI) System, if the Available to DSP option is selected when scheduling
the Course.

All Course information will be available to DSP Users and available to the public on the Jobseekers.ie
or on fetchcourses.ie if the Available to Web option is selected when scheduling the Course.

Users

There are various Users with access to the NCC.
Restricted access to areas of the system will be determined by your User Role on NCC.

Examples of User Roles are: -

Course Manager
Course Manager(s) can manage or view any Course belonging to their Centre.

Course Scheduler
Course Scheduler(s) can schedule, manage, or view any Course belonging to their Centre, and view
Providers belonging to their Centre.

Learner Manager
Learner Manager(s) can view, manage, and modify any Learners referred to Courses within their
Centre.

Users may have more than one role within NCC.

Security

To use the NCC you must have access to the Internet and have one of the following web browsers
installed:

e Internet Explorer (version 9 or later)
e Microsoft Edge

e Google Chrome

o  Firefox

System Overview

The system is a web-based application which means that you do not need to have any additional
software installed on your computer to use it. If you are an authorized NCC User of the system then,
once you have logged on to PLSS, you will have access to areas of the system determined by your
generic NCC User Role in PLSS.

Page 4 of 47



Getting Started

Creating a shortcut to PLSS Live System
To create shortcuts on your desktop, take the following steps: -

1. Right click in an unpopulated area of your desktop.

2. Select New then Shortcut

3. Type the following in the location for the shortcut
https://www.plss.ie/validate/security/signin.aspx and click Next.

4. Enter PLSS when prompted to enter a name for the shortcut and click Finish.

5. The shortcut will be placed onto your desktop.

Logging into PLSS
The entry point to the PLSS site is https://www.plss.ie/validate/security/signin.aspx

Sign in to PLSS

Trainingl@training.ie

(12111171}

[] Remember me on this compute

Forgot your password? Cick here to reset it.

When an NCC User is set up gh the PLSS, an activation Email is sent to the NCC Usex in order for the
NCC User to activate theif account and set their Password. To log onto the system, enter the

Should the NCC User forget the Password (or the activation link had expired), it can be reset at any
time. Click the reset option below the sign in the window and type in the Username. An Email will be
sent to the NCC User with a new activation link.

Password Reset

Username: = Username or Email

Click to Reset

Click here to return to the Signin page.
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https://www.plss.ie/validate/security/signin.aspx

Based on the credentials supplied by the NCC User, the system can identify the type of NCC User,
what applications they have access to, and what permissions they have within an application.

nd Training Authority

Select Your Destination

Errigal College

Select your Destination.

Select Your Destination

Errigal College

User & Account Manager

Select which application you wish to access.

Logging out of PLSS

It is best practice to lock your computer if you have to leave your computer desk for a short period
of time. This is done by using the Control-Alt-Delete keyboard command. This command summons
the Windows Security of the Microsoft Windows operating system. It is invoked by pressing the
Delete key while holding the Control and Alt keys:

Ctrl | +| Alt | + Delete. Selecting |Lock Computer will deny access to other people.

Please remember to log out properly, at the end of using the PLSS system, by using the Sign Out
menu option, displayed in the right corner of the page, to close the browser window.

Logging into PLSS Training

A training version of PLSS is also available. The application, independent of the live system, is used
by staff during PLSS training sessions. NCC Users can be granted access by contacting their ETB PLSS
Coordinator.

The entry point to the PLSS Training site is https://www.plss.ie/training.validate/security/signin.aspx
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NATIONAL COURSE CALENDAR

Home Page and Guide

National Course Calendar

Welcome to the User & National Course Calendar Home Page and Guide. From here you can access all the areas.

e G & & G

Calendar Learner Attendance Notifications Provider
Schedule a Course Manage Course Applications Record Attendance List Templates List my Providers
List Scheduled Courses Enter Prerequisite Results Create a Template Create a Provider
My Scheduled Courses Manage Applicants Manage Email Disclaimer List Employers
Search Scheduled Courses Learner Support Data Create an Employer
Refer an Applicant Provider Applicants and Learners

Import Learners

PLSS Declaration For PLC
Preview October Returns
TACS/PeopleXD

The areas displayed on the home page will depend on the NCC User Role within the NCC
application and what access they have. Most NCC Users will have access to the Calendar,
Learner, Attendance, Notifications and Provider areas.

Once successfully logged into PLSS, the NCC User can also access the current versions of
the Guides, Forms or Documents from the bottom panel on the page.

Guides Forms Documents
Calendar Learner Details Form Learner Details Form - Easy to Read
Guide
Learner Learner Details Form (Gaeilge)
. PLSS Frequently Asked Questions
PLC October Returns Expression of Interest Form
. . PLSS Learner Form Manual
Style Expression of Interest Form (Gaeilge)

Parental Consent Form
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1. Calendar Schedule a Course
List Scheduled Courses
My Scheduled Courses
Search Scheduled Courses
NCC Users can also access these links by selecting the headings in the menu bar as shown below:

Home Calendar seamer Attendance cations

N a t | 0 Schedule a Course

Schedule a course for the Training Provider

Welcome to tf d Guide. From here you can access all the areas.

List Scheduled Courses

Show a list of Scheduled Courses

My Scheduled Courses

Show my list of Scheduled Courses

earner Attendance
Search Scheduled Courses

Search for the Scheduled Course se Applications Record Attendance

Puisite Results
My Scheduled Courses Manage Applicants
Search Scheduled Courses Learner Support Data
2. Learner Manage Course Applications

Enter Prerequisite Results
Manage Applicants
Learner Support Data ...

NCC Users can also access these links by selecting the headings in the menu bar as shown below:

m Calendar Learner Attendance Notifications Provider

Natl'onal CO Manage Course A

Manage applicatio xduled courses

Wwelcome to the User & MNatig an access all the areas.

Enter Prereguisite Results

Enter Prerequisite Results for Applicants

Manage Applicants

View Applicant details and course application history

Attendance
Learnmer Support Data
Schedule a ¢ Overview of the status of Learner Support Data ord Attendance

Refer an Applicant
Search Sche Refer an Applicant

Create an Application record for an Applicant, for a
Schedulad Course. Choose from an existing Applicant
or, create an Applicant for referral.

Import | earners

Import a file of Learmers to PLSS. The Imported
Learners will have an Application Status of On Course.

PLSS Declaration For PLC
PLSS Declaration For PLC

Provider

Preview October Returns
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3. Attendance Record Attendance

m Learmer Attendance Notifications Provider

National Course (C

Welcome to the User & National Course

Record Attendance

Record Attendance for Evening Courses

u can access all the areas.

-
ad

Calendar Learner Attendance
Schedule a Course Manage Course Applications Record Attendance
List Scheduled Courses Enter Prereguisite Results
My Scheduled Courses Manage Applicants
o pe N .
4. Notifications List Templates

Create a Template
Manage Email Disclaimer

NCC Users can also access these links by selecting the headings in the menu bar as shown below:

m Attendance Nutiﬁcatinns prDVI-der

National Course Calenda s

List available Email, SMS and Letter Templates

Welcome to the User & National Course Calendar Home P:

Create a Template

Create a Template. The Template can be used when
sending an Email, SMS or Letter to an Applicant

Manage Email Disclaimer

Manage the Disclaimer sent with each Email.

Calendar

Schedule a Course Manage Course Applications Record Attendance

5. Provider List my Providers
Create a Provider
List Employers
Create an Employer
Provider Applicants and Learners — (provided only at ETB Level)

NCC Users can also access these links by selecting the headings in the menu bar as shown below:

I o i
N List my Providers
National Course Calendar List Training Providers that are delivering

Courses

Welcome to the User & National Course Calendar Home Page and Guide. Fry
Create a Provider
g g Provider. This is a
l'-' Tr g Provider that ha signed
I I to deliver a course
Calendar Learner l
Schedule a Course Manage Course Applicatio:
List Scheduled Courses Enter Prerequisite Results

My Scheduled Courses Manage Applicants

reate an Employer for all Providers in
Search Scheduled Courses Learner Support Data the ETB that (oo Crlme) G

Refer an Applicant Scheduled € s

Import Learners
PLSS Declaration For PLC
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Calendar

Search for a Course

Calendar

Schedule a Course

List Scheduled Courses
My Scheduled Courses
Search Scheduled Courses

Search for Scheduled Course
NCC Users can search for a Scheduled Course from the following menu options

e List Scheduled Courses (lists Scheduled Courses either to be created or to be delivered by a
Centre)

e My Scheduled Courses (lists Scheduled Courses created or last updated by the NCC User)

e Search Scheduled Courses (allows NCC Users to search for a Course)

By selecting the advanced search facility displayed within each list, the NCC User can conduct a
search for a Course using several criteria - Status, Programme Categories, Intake and Delivery,
Date Start and Date Finish dates, Course Locations and Delivered By Centre).

A list of Scheduled Course References and Titles will be displayed with the Provider, Location,
Course Start and Finish dates, and Duration. This list can be filtered further by selecting the
All (default), Past, Current, Future, Active Courses, Planned Courses and Cancelled Courses
tabs, displayed at the top of each list of Courses.
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Course Calendar
List of Scheduled Courses by Training Centre (Delivered By)

Uas the Advancad Search to fder

tha Lisk.

200956 Hursing Studies - Level 5 (PLCY & 05/11/2018 02072010 172 days
200978 Desids & OS/11/2008  TNOHTOLS 43 weaks
20007 SUWRARRT e & 05/11/2018 3062019 43 weaks
200983 L piur Bl et - Lty O5/11/2018 T3/0B/2010 42 weoks
201308 = Skl & 16/01/2019 O9/07/2019 25 weeks
201335 r5an oyl 5 (P & 30/01/2019 05/11/2019 40 weoks
201364 Advanced Boofing Skills -Shart & 14012018 12072008 36 weeks
201387 ed Boling Skills -Shart Courss (D 14/02/2018  OS/OT/I010 25 weaka
201375 ploma in H e f0r Women & 18/02/201% 2I/11/2019 40 weoks
201376 Chploma in H e for Wom -. Taie & 18/02/2019 22/11/2019 40 woeaks
Y Page Sire

Page lofa|L|2|(3|4|>|Lost

To select a Course [click] on the link. The NCC User can

rough the pages to find the

Scheduled Course required and increase or decrease the page size in helping to select a Course.

I

The NCC User also has the option to select the

icon displayed for a Course, which will copy

these Course details, and create a new instance of the Course. The new instance of the Course can
be modified for any Course title changes, date changes etc., useful if several Courses are very similar

or are starting at the same time. This copy option is available for all Courses created within the
scope of a Provider who scheduled the original Course. To view what Provider/Centre scheduled the

Course scroll down to the bottom of the Course Details page.

Course Status

Status
Agtive j
QA Approwed Approved
e QA Approved By a Approved liy
Stephen Mocbnde Stephen Mcbode
13/08/2022 13/0%/2022
Puiblish o Wik Available to DSP Accept Online Applications (FETCH) Available to CAO
Baade Avalatie
] S | smerenrrconce
ORI IATETE
Course Charges
Gemneral
Registration Student Services Course Materials PLE Gow, Liwvy
I:[ 250,00 ] € [250.00 ] C[IIZI.OO ] € IO.DO ]
[E———— ity 2 Evigrity 3 Eviarity &
GL: 3580 GLz 3580
T2z HODDE T3: NDDD ]
Exams

Exam Charge Q0T Exam Charge City & Guilds/Exam Chargs

;[ 0.00 ] € [o.nn €| 000
Pricrity 3 Priceity 4
GL: 3580 [ =3
T2: MDOO1 T2:

Mote: Changes mads to the Tharges =il not sfect Applicaria whars Baymant has alresdy besn Requestsd

Back to the Cotsrse List

Sane Changes

Scheduled by College of FET, Shanmon Campus on 307040 7033 1303 ( Siephen Mobride] and Last Modified 13703/ 3033 1440 (Stephen Picbeide).
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Schedule a Course

Step 1: Select a Provider
The first step to scheduling a Course is to select a Provider — this is the Provider/Centre who will be
responsible for running the Course. The NCC User can search for an individual Provider by entering

the name (e.g., ‘Community School’) or part of the name (e.g., ‘Comm’) into the Search field and
T
| —“ ). There is also an advanced search option.

>
advanced search

then select the magnifying glass icon (

Search \ | c)

Provider Type

|

Provider Locations

|

clear values | update the search results

An NCC User assigned to a local Centre may have only one Provider (e.g., Errigal College).
An NCC User assigned to an ETB may have multiple Providers through the Provider tab in the main
menu (e.g., Galway Community College, etc.).
on to Step 2: Select a Programme. The User has the option to Cancel the wizard if required.

Select a Provider. Once selected, the wizard will move

Wizard: Schedule a Course

Step 1 of 3 - Select a Provider
Select the Provider from the list below.

(1" select a Provider ..::Z' (2" Select a Programms 3" Confim Course Details cancel wizard

Addministrative Offices DBODODD4ED  fetprovider469@plss.ie
Agule Education Office 0BODDOD464  fetprovider464Gplss.ie
Aghlt Likeracy Longford OEODOD04ST  fetproviderd57 Dplss.ie
Ardscoil Phadraig 0200000136 fatprovider 138 8plss.ie
Cobecs 0B00000122  fetprovider 122 @plss.de
sahione Training Centra 000000021  fetproviden2l @plss.ie
fahione YTOS OBEODODD46S  fetproviderd65@plss.ie
Eallymahon Youthreach OBODDOD4SS  fetproviderd59@plss.ie
ETEI Athigve OBOO000B06 fetproviderB06Spissae
ETE] Lonaford OB000O0B0S  fetprovider809@plss.ie

Pane1nrd-|T|2 3[4 > Last
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Step 2: Select a Programme

Select a Programme — The NCC User can search for an individual Programme by entering the title
(e.g., ‘Community’), part of the title (e.g., ‘Comm’), the award, or the code into the Search field and

T
then select the magnifying glass icon (| =
part of their title.

Wizard: Schedule a Course
Step 2 of 3 - Select a Programme

Select a programme from the following list. Programmes are managed using the National Programme Database application.

( :}) Athlone Training Centre (g | Select a Programme ( 3 ) Cenfirm Course Details

Culinacy Sidils: {Commeanity Hational 150924

nchcrvabdiey 3l (Cernemenih saatinnal IS
prorkice with Comouter AoplcationsN Comemunits mptional ImQnrr
Perscral Ar-d Socal Emplayment Skits [Dupemun ational IM0B74
SOence And Enoinesnica [Cmmndty’s Hational IMOEY
Office Skills (Commiunily] Mational AMIOTD
Catering { Communits] Hational AHIB0%
Earty Childhood Education Ard Cale Summort (Commanityl tazional amMzoL4
Enaireering Sklls {Communityl Fazional AHIEHS
EPMPFLOYHIENT SKILLS (COMMUSITY] Hational AMOAST

Page 1ol 48 (1 2|24 |5 &|7 0 45| 48 47 |48 | > | Lant

I
CIES
Ciimal

CIP501
C¥SC0L
CAADD]
CAC]
CAECDL
CAENDL
CAESD]L

Page Suré

). All Programmes listed will have the search criteria as

cancel wizard

If the Programme title is not displayed on the page the NCC User can also move through the pages to
find the Programme title required. Select a Programme title and [click] on the link. Ong¢e selected,
the wizard will move on to Step 3: Enter the Course Details. The NCC User has the option to Cancel

the wizard (if required).
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Step 3: Enter the Course Details

Wizard: Schedule a Course

Step 3 of 3 - Enter the Course Details

Enter the details for the Course to be scheduled below. When done click the Save Changes button.

Athlone Tra g Centre

Details

Programme Title (Code)

| Confirm Course Details

Course Reference

Culinary Skills (NLO7255) *new*
Local Title Local Code
[ culinary skilis | [o2ss

Published Description

Programme Aim

The aim of this programme is to eguip the learner with the knowledge, skill, and competence to

Learning Outcomes

Learning Outcomes

on completion of this programme learners will have the skills, knowledge and competencies to

Course Delivery Course Location

] ) oo

Sub-Area v

course part of "Core Skills Pilot Initiative'?

Programme Category

I Select a Programme Category

This Course does not have a QQI Target Award.

Scheduling

InTake
i Scheduled (Single)

Duration

Date Start Duration

Did this Course run in the Previous

Course Isita 2 Year
Year Course? Academic Year?
[ Year1 [~ (-] e

Date Finish

[ ] [0 “ Week(s)

/|

Automatically calculate the "Duration” and "Da

Application Closing Date

Work Placement

working Day(s) Duration (Per Day)

Mins

Delivery

te Finish"

Mode Time Type Tuition

lBlended-] lDawme -] lFulmme ] [Gmup

The Programme can be scheduled for [Blended].

pation (per Week)

Mins
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Recruitment Motes

Hates
o=ly wisible co DER

Further Details
For asy furchar infesmation that woald be ceeful for

applicants oo Ssucses pelblisihed oo the wek

Administration

Capacity Local Admim System Primany Tanget Group
s ] [swes putse o 4
.I.lse Moodie . TACS

-\.a -

Course A URL

[Petos-rmestieicrezonsy ]

Course Status

Status

QA Approved Approved

Publish to Web Available to DSP  Accept Online Applications (FETCH) Available to CAO

e o o O
Course Charges
Genersl
Heglsiration Eludeml Sorvions.  Courss Molerlals  PLE Gow, Levy
;[n.nu ] -l,'.[D.I:D I ¢[|m:n ] ;[um
Dy Erigray Sy § Sy d
=L gur T Sl ¥
T LE IR T T™h?*
Ewams
Txam Chargs Q01 xam Charge  City & Guilds Fxam Charge
LR | 0 | (uix
o ] efow ] ]
Gl 7 Gz ¥ GL: ¥
T ¥ T2:7 27

Heim: Charges made ba ik Charges sl ned affsr hpphasnis shars Fupmash has srasdy besn Bsquasisd

-

This page displays all the Mandatory Fields that must be populated, in order to schedule a Course.
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Details

Wizard: Schedule a Course
Step 3 of 3 - Enter the Course Details

Enter the details for the Course to be scheduled below. When done click the Save Changes button.

(2) culinary skills (3) Confirm Course Details cancel wizard

(1) Athlone Training Centre

Details

Programme Title (Code) Course Reference
Culinary Skills (NLO7255) *new*

Local Title Local Code

[ culinary skl | [oress

Published Description

Programme Aim ~
The aim of this programme is to equip the learner with the knowledge, skill, and competence to v

Learning Outcomes

Learning Outcomes ~
on completion of this programme learners will have the skills, knowledge and competencies to (V)

Local Title- This will default to the Programme Title but can be modified to insert a Local Course
Title.

Local Code — This will default to the Course Code but can be modified to insert a Local Code.

Published Description — This will default to the Programme aims but can be modified to reflect
specific aims of the Course.

Learning Outcomes — This will default to the Programme aims but can be modified to reflect specific
Learning Outcomes of the Course.

Course Delivery Course Location
’ ~ H Select a Sub-Area | v

Is this course part of "Core Skills Pilot Initiative’?

No v

Programme Category

I Select a Programme Category ™ ]

Course Delivery — Select how the Course will be delivered from the dropdown menu - this will
default to “In-house” for most Providers.

Course Location — Select County and Sub-Area from the dropdown menu.

Is this course part of ‘Core Skills Pilot Initiative’? — If Yes is selected from the dropdown menu, this
will display [once selected] the Programme Categories which are associated with this initiative.

Programme Category — Select the Programme Category from the dropdown menu — e.g., Adult
Literacy Groups, PLC, BTEI Groups. For certain Programme categories [e.g., PLC, Skills to Advance or
Online eCollege], a second dropdown menu will be displayed from where PLC Orientation, Skills to
Advance - Route or Online eCollege sub-categories can be selected from the dropdown menu.
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Programme Category PLC Orientation

l PLC

Course
Year

PLC - Progression Oriented

PLC - Pathways to Apprenticeship
PLC - Not determined

PLC - Employment Oriented

Where the Programme Category is Skills to Advance and is either a Route 2 or Route 3 category, a
hyperlink will be displayed prompting the NCC User to Select Employers to be Associated with the

Course.

Programme Category Route

{ Skills to Advance

Course
Year

Skills to Advance - Enterprise Engagement Route 2
Skills to Advance - Regional Initiatives Route 3

Skills to Advance - Direct Employee Access Route 1

Skills to Advance - Open Call Access

Employers Associated with this Course

Select Employers Associated with this Course

Click on the hyperlink to display a pop-up window from where the NCC User can select an Associated
Employer from a predefined Employer list. Refer to (Page 44 — for notes on Creating an Employer).
Once selected, the Employer Details will be displayed in the Details section of the Course.

Manage Associated Employers
CSCS - Bullt Up Roofing - Single Ply for Experienced Workers

Solact Emplovers associated with Ehis course,

== 2

WDNS Nursing Supplies

Stophen's Bl res 1 Howhers Lane, Mowtsre Road, Nowhere, Westmaath

Samisss Hardware Shop

Johny's Recding
Coemipy

Finin y's Grocerke

EREREE

Bank O Ireland

Page 1 al1 |1

a
o
i

Employers Associated with this Course
My Mol i ey

T3 dokwany’s Bl e,

Co.Westmeath, ‘Weutmaasth:

o pohnnpur oo ormep sy @ gmasl.com

s

L ilis

Sedeit Empleoners Assoristed with this Coadss
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Where the Programme Category is Online eCollege a second dropdown menu will be displayed from
where the type of Online eCollege Course can be selected.

Programme Category Online eCollege

[ Online eCollege VI [
couree -]

Year eCollege Only

All FET Providers - eCollege

All FET Providers - Holding

Course Year— Select whether the Year of the Course is Year 1 or Year 2 from the dropdown menu -
this will default to “Year 1”.

FARR

Does this course provide the option to complete the Target Major / Special Purpose / Supplemental Award?

Mot Currently Specified | v

Recruitment Notes

FARR - For Courses where the Target Major/Special Purpose/Supplemental Award is QQl, select
from the dropdown menu to indicate if the Course provides an option to complete Target
Major/Special Purpose/Supplemental Award.

FARR
Does this course offer QQI modules? Does this course provide the option to Select QQI Target Award
[ YES 'l complete the Target Major / Special et i ot .

Purpose / Supplemental Award?

--gelect answer-—- ¥

For Courses where the Course Target Award is not QQl indicate if QQl modules will be offered as

part of the Course. If YES, complete the subsequent details - QQl Target Award drop down is auto
complete. PLEASE NOTE: The FARR question must be answered by the NCC User.

Scheduling
Scheduling

InTake
[ Continuous ﬂ]

InTake — Select from the dropdown menu. Scheduled (Single) — one instance of the Course or
Continuous — a Course which continually runs every week. (Defaults to Scheduled (Single)).
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Duration - Date Start — The NCC User can enter dates only in the format of dd/mm/yyyy or use the
date picker to choose the date. Select Week(s) or Working Day(s) from the
enter a value. The Duration will be defaulted if there is a value in Da

opdown menu and
inish.
Date Finish can be input or will be calculated if there is a valu€ in the Duration field. Tick box to turn

off Automatic calculations for Duration or Date Finish [if required].

Learner Participation (per Week) — Select H
enter a value. This represents the tim

rs(s) and/or Minute(s) from the dropdown menus and
ent by the Learner on the Course (per Week).

Duration

Date Start Duration Date Finish Learner Participation (per Week)
[| | [o [\"‘Ieek(s) ~1| [ 00[~| | Hrs [ 00[~]]|Mins

4 1™ December - 19 -
Duration™ and "Date Finish"

5 6 7 -3

2 3 4
ol n 12 12 12 15
18

16 17 19 20 21 22

Sk

o Day)

23 24 25 26 27 28 29
il . 10[~] | Mins

30 21

Application Closing Date — Last date the Course will accept applications/referrals to the Course.

Work Placement — Is there any work experience included in the Course? Enter the Work Placement
in Working Day(s) and Duration (Per Day) in Hour(s) and Minute(s) [if required].

Delivery

Mode — How the Course can be delivered e.g., Classroom, Online and Blended — options will be
populated from the Programme details

Mode Time Type Tuition
[ Blendedﬂ‘ l Daytime ﬂl l Fulltime ﬂ‘ l Group ﬂl

The Programme can be schedulad for [Blanded].

Time — Dropdown menu for when Course is delivered e.g., Daytime, Evening, Weekend/Evening.
Type — Dropdown menu for what type of Course it is e.g., Fulltime, Parttime.

Tuition — Dropdown menu for what method of tutoring used to deliver the Course e.g., Group, One
to One.
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Recruitment Notes and Administration

Recruitment MNotes

oL e

Furthor Details

Administration
Capacity Loecal Aademnidm Syt m Primary Tanget Group

Sales Pulse - -
e Foodle TACS
=
Course Application LRL

Bt et ie/cle 2006,

Recruitment Notes — Add any specific information that is relevant for this instance of the Course.
These notes will only be visible to the DSP Users.

Further Details - Input any extra information that would be beneficial for Learners viewing the
Course on the Web.

Capacity — The maximum number of Learners allowed on the Course (must be in 0 — 999 range).

Local Admin System — Select from the dropdown menu if the Provider is using a Local Admin System
to administer this Course. To allow the NCC User to be able to flag on the DSP BOMi Course Details
screen that a Training Allowance will be paid on the Course — a new item ‘PeopleXD’ has been
added to the Local Admin System dropdown menu.

Primary Target Group - Select from the dropdown menu if there is a Primary Target Group for this
scheduled Course.

Use Moodle — Select the tick box if Moodle is in use, [if applicable]. The Use Moodle tick box will be
greyed out if the Provider is not a Moodle Provider.

TACS — Select from the dropdown menu to indicate what type of TACS is in use, [if applicable].

Course Application URL — The Course Application website address. It will default to the Provider’s
URL address if it exists.

Course Status

Course Status

Status

| Flanned v |

QA Approved Approved

Publish to Web Available to DSP Accept Online Applications (FETCH) Available to CAO
[ @ @ H[e
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Status - When scheduling a Course, the NCC will default to Planned. The Course Status must be
changed to Active before it becomes available to the DSP or on the Web. The Course must be
approved before the Course Status can be changed to Active or Closed.

QA Approved - Select the tick box to update the QA Approval. A Course can be QA Approved when
the following conditions are met:

e The NCC User has Course QA Approval permissions

e The QA Process tick box is selected, and is in use for this Course Provider (see
Provider Details page)

e The Course is Accredited (non-Accredited Courses do not need QA Approval prior
to Course Approval)

Approved — Select the tick box to update Course Approval. The NCC User must have Course
Approval permissions before they can update this tick box. Also, the Course Approval can only occur
when the accredited Course is QA Approved. The Approved tick box must be selected before the
Course Status can be changed to either Active or Closed.

Publish to Web — Select the tick box to allow the Course to be advertised on websites.

Available to DSP — Select the tick box to allow DSP to view the course details and make referrals to
the Course (the default is ticked). (Only Active courses are available to be viewed by DSP through
their ACM (BOMI) System.)

Accept Online Applications (FETCH) — Select the tick box to allow the acceptance of online
applications to a Course through FETCH - (Further Education and Training Course Hub).

Available to CAO — Select the tick box to allow the Course to be visible under the CAO (Central
Applications Office) Courses link on FETCH.

Course Charges

General

Registration Student Services Course Materials PLC Gov. Levy
€|0.00 |  el|o.oo €|0.00 €|0.00
Exams
Exam Charge QQI Exam Charge City & Guilds Exam Charge
€| 0.00 | €|o.oo | €| 0.00 |

Registration — Enter Registration Charge if applicable.

Student Services — Enter Student Services Charge if applicable.
Course Materials — Enter Course Materials Charge if applicable.
PLC Gov. Levy — Enter PLC Gov. Levy Charge if applicable.

Exam Charge — Enter Exam Charge if applicable.

QQl Exam Charge — Enter QQl Exam Charge if applicable.

City & Guilds Exam Charge — Enter City & Guilds Exam Charge if applicable.
Page 21 of 47



Back to Course List | Save Changes

\ J

Select [Save Changes] once all details are entered. If any details are missing, a pop-up message will
be displayed and will alert you. The Course is now saved to the NCC.

‘

The Scheduled Course was Creatsd 22/05/2015 12:05 and Last Modified 22/05/2015 12:05.

The NCC User now has the option to select [Copy Course] which will copy these Course details and
create a new instance of the Course. The new instance of the Course can be modified for any Course
title changes, date changes etc. This option is useful if a number of Courses are starting at the same
time or are similar in details.

Modify Course details

The NCC has a navigation menu system through which the NCC User can enquire or update on a
saved Course in the system’s database. Choose a Course from the main Menu: Calendar/List
Scheduled Courses and select a Course Title from the list.

Learner Attendance Notifications

Schedule a Course

Schedule 8 course for the Training Provider

entre (Delivered By)

List Scheduled Courses

Show a list of Scheduled Courses . . .
Courses Cancelled Courses

My Scheduled Courses advanced search

Show my kst of Scheduled Courses

10 weeks

Training Centre 04/05/2020 10/07/2020

Search Scheduled Courses

PIISRRON Secarch for the Scheduled Course Training Centre 23/03/2020 10/07/2020 16 weeks

On the first level menu are tabs that allow the NCC User to carry out enquiries/updates on the
following areas:

e Details

e Scheduling
e Venue

e Programme
e Modules

e Map

o Unlocks

Details - allows NCC Users to enquire on, or modify, any of the Course Details, Recruitment Notes,
Administration, Course Status or Course Charges information displayed on this page.
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322340 Catering & Life Skills Programme - LTI

Click here to refer Applicants to this Course [E'm The Course details were copied to FARR 20/01/2021
Details Scheduling Venue Programme Modules Map Unlocks
Details
Programme Title (Code) Course Reference
Catering Support (NL07254) 322340
Local Title Local Code SAP Code
Catering & Life Skills Programme - LTI ‘ ‘ B8G | | LW1AT B8G
' validate

Published Description

Programme Aim
The aim of this programme is to equip the learner with the knowledge, skills and competence to contribute and assist in preparing and
serving food in a catering operation.

Learning Outcomes

Learning Outcomes
On completion of this programme learners will have the skills, knowledge and competencies to
contribute and assist in preparing and serving food in a catering operation.

Course Delivery Course Location

‘ Inhouse ‘ ‘ Longford || Longford Town

Is this course part of *Core Skills Pilot Initiative'?

N |

Programme Category Route

[ Skl to Advande j Skilts 1o Advande - Enbérpride Engagément Route 2 j
Course .

Yar

| Year 1 "\r‘l

Employers Associated with this Course

Johnany's Rooling Company

23 Johniny's Road, Hullingar,
Co.Waslmaath, Westmeath

@ jahnnysreehngtomp any Bgmal com
pr0BG-4574123

[EMOYE

Seled Emplovers Assopabed vikh this Course

FARR

Does this course provide the option to complete the Target Major / Special Purpose / Supplemental Award?
YES

Thes Cosrme Mas 8 QO Target Award

Recruitment Notes

MNotas

Myt have 25 wprm Typing or have completed & Basic Compuler Skills courss

Further Details

Administration

Capacity Lacenl Admin Systan Primary Tahrget Groaup
18 TAPS Mo Specific Target Group

Use Moodle TACS

D TACS (with Clock Cards)

Course Application URL
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Course Status

Course Charges

General
Registration Student Services
€[2s000 | €fzs000
Prigeity 1 Priority 2
GL: 3580
T2: NOOO1
Exams

Exam Charge Q1 Exam Charge

€| 0.00 | €looo |
Pricerity 3 Priaity 4
GL: 3580 GL:
T2: NODO1 T2:

Status
| At V|
QA Approwved Approwed
QA Approved Iy Approved Ry
Stephen Mcbride Stephen Mcbride
13082022 13/05/2033

Publish to Web  Available to BSP  Accept Online Applications (FETCH)  Available to CAD

@

Made Avaidable By
Stephen Mcbride
0811/2021

Course Materials PLC Gow. Lewy
€|0.00 | efoso
Pricaity 3 Priceity &

GL: 3580
T3: NOOO1

City & Guilds Exam Charge

oo ]
Priarity 7
GL:

T2:

Mota: Changes made to the Charges will nat affect Aaplicants whars Baymant has already been Reguasted

Back to the Course List Save Changes

Schadulad by College of FET, Shannon Campus on 20/04/ 7027 15:00 | Stephen Mcbrids) snd Lest Modifiad 13/03 /2027 18:04 (Stephen Mchrida).

Select [Save Changes] once any modifications to the details are entered. If any details are missing a

pop-up message will alert you.

Any changes to the Course are now saved to the NCC.

The NCC User now has the option to select [Copy Course] which will copy these Course details and
create a new instance of the Course. The new instance of the Course can be modified for any Course
title changes, date changes, location etc. This option is useful if a number of Courses are starting at
the same time or are similar in details.
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Scheduling - allows the NCC User to enquire on or modify any of the Scheduling details — e.g.,
Date Start/Date Finish Dates, Duration, Learner Participation (per Week), Application Closing Date.

Work Placement — the NCC User can select the tick box to indicate if the Course includes a Work
Placement component and, if so, input (Working Day(s) and Duration (per Day)) of Work Placement.

Prerequisites — the NCC User can indicate if there are prerequisites for this Course other than those
included in the Programme description.

Delivery — the NCC User can change the Delivery details — e.g. Mode, Time (e.g., Daytime, Evening,
Weekend/Evening), Type (e.g., Fulltime, Parttime), Tuition (e.g., Group, One to One). The dropdown
menus will indicate what delivery options are available to any Course.

Timetable — the NCC User can input specifics regarding the actual Timetable for the Course.

Details Scheduling Venue Programme Modules Map Unlocks

Advanced Scheduling

Scheduling
InTake
[ Scheduled (Single) > ]
Duration
Date Start Duration Date Finish Learner Participation (per Week)

lo6/12/2021 | |52 H Week(s) v] 02/12/2022 Hrs Mins

Automatically calculate the "Duration"” and "Date Finish"

Application Closing Date

Work Placement

Weorking Day(s) Duration (Per Day)

Prerequisites

‘ O Aptitude Assessment ‘ O Initial Assessment ‘ O Medical ‘ Interview ‘ ‘ O Garda Vetting ‘ O Audition
Delivery

Mode Time Type Tuition

| Classroom ‘ ‘ Daytime ‘ ‘ Fulltime | ‘ Group ‘

The Programme can be scheduled for [Classroom] .

Timetable

T T N e
Morning O Morning Morning O Morning Morning O Morning O Morning

Afternoon C] Afternoon Afternoon D Afternoon Afternoon D Afternoon D Afternoon
D Evening D Evening D Evening D E ing D E ing D E ing D E ing

Back to the Course List

Scheduled by Longford and Westmeath ETBE on 03/04/2019 15:16 (Stephen {super) McBride) and Last Modified 02/04/2019 15:25 (Stephen (super) McBride).

Select [Save Changes] once all details are entered. If any details are missing a pop-up message will
alert you. Any changes to the Course are now saved to the NCC.
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Venue - allows the NCC User to enquire on, or change the Provider, Venue and Contact Details for
a Course.

Maodhues Hap

Venue Details

Delivery Provider

Hame change provider Type

FuartPeie' Educ alstrn & T arwng

Contact

Hame Changs contact

i Mall [T YETIT Plesla e

(¥ ¥

Tutor

Hame change tutor

taphan Mo

L Mail Fhaoasn Plcrlsiler

t b el 3 p 1-110333

Venue

Venue change yenus Vonue Capsclty

"
"

Venue Facilitias

Fros Parkrsg ol Cantaan

If an NCC User has ETB access, they can s ider associated
with this Course.

When the Course is set up, NCC will attach the default§ontact for that Provider, but this can be
changed if there is more than one Contact set up for a Provider. The NCC User can select change
contact to select different Contact details.

When the Course is set up, the NCC User can add a Tutor for the
this provider who have a contact type of Tutor. The NCC User selects chan
different Tutor.

tutor to add or select a

When the Course is set up, NCC will attach the default Venue for that Provider, but this~can be
changed if there is more than one Venue set up for a Provider. The NCC User can select change
venue to change Venue location. This tab provides Venue information such as address, facilities, and
capacity. Any changes to the Course are saved to the NCC.

Note: Adding new Venues and Contact names must be done through the Provider section or
menu option in the National Course Calendar. While scheduling a Course the NCC User can only
select from the list of available Venues and Contacts.
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National Course Calendar

Welcome to the User & National Course Calendar Home Page and Guide. From here you can access all the areas.

ENERON0

Calendar Learner Attendance

Notifications Provider

Manage Course Applications Record Attendance

Enter Prerequisite Results

Schedule a Course

List Scheduled Courses
My Scheduled Courses
Search Scheduled Courses

Manage Applicants
Learner Support Data
Refer an Applicant
Import Learners

PLSS Declaration For PLC
Preview October Returns
TACS/PeopleXD

List my Providers
Create a Provider

List Templates
Create a Template

List Employers
Create an Employer
Provider Applicants and Learners

Manage Email Disclaimer

Programme - Displays the Programme details and allows the NCC User to change the Programme
associated with this Course if necessary. ‘Change Local Code’ is optional (can be left blank). If a new
Programme i§ selected, make sure that the Primary Award and Secondary Award(s) are relevant to

this instance of a Course, (some Programmes have m

iple Primary Award options).

Scheduling Programme
Programme ’
Title Code Version
 Catering Support / w72 a0

Classroom Delivery Blended Delivery Online Pelivery

= o |
Primary Award
‘ 4M2805 - Catering Support / ‘

Secondary Award(s)

| / |

Change Secondary Awards
Award Level Cluster Programme Credits
‘ Catering Support ‘ | Food and Beverage ‘ 90

Change Programme

Changing the Programme will:

« Overwrite the Course Title and Code
 Clear all assigned Modules.

Also Change Local Code?

L

Are you sure you want to change the Programme?

@ Change the Programme

Any changes to the Course are saved to the NCC.
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Modules - displays all the Modules belonging to this Programme - both mandatory and optional.
The NCC User can assign any optional Modules to the Scheduled Course.

Details Scheduling Programme Unlocks

Assign Modules to the Course

-
I Search =) advanced search

1w Communications QQI-FE (3N0880) 10 Yes 1.20 ™
puter Literacy QQI-FE (3N0881) 10 Yes ™
plication Of Number QQI-FE (3N0928) 5 Ej
athematics QQI-FE (3N09229) 1.00 a

= W,
A " starindicates a mandatory Module. & Check/un-check the box to select or de-select a
Module.

All other Modules are optional and must be included (or excluded) as part of the Scheduled Course.
Each Course needs at least one Module.

To associate more Modules or Hybrid Modules with the Course, select advanced search, select an
Awarding Body, and select update the search results.

Note: Th
choice. Si

NCC User can use the Search facility along with Awarding Body to narrow, down the

Unlocks

Search \ i’ |Cﬂ

Awarding I;de

QaQl-FE ~
QQl-HE

ACCA

ADOBE

APMG-International v
Approved EN Certifvina Bodv

Selection is limited to a Max of 5

advanced search

d to the Course

@) DREAMWEAVER ADOBE (ACA-DWCSE) 0 Yes 1.00 O
@DREAMWEA\I’ER CS3 - OMNLINE ADOBE (ACA-DW) 0 Yes 1.00 a
@ PHOTOS ADOBE (ACE-CS4) 10 Yes 1.00 a
@DREAMWEA\I’ER CS4 - OMNLINE ADOBE (ACA-DW) 0 1.00 a
{@FILES IN BROWSER - EVENING 1.00 a
Mathematics QQI-FE (2N0929) Yes 1.00 [:]

Available Modules from this Awarding body will be listed. These Hybrid Modules © can be added
to the Course.
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An instance of a Course can include one, two, or three different types of Modules.

The example below includes all of them: mandatory ( “* ), optional (no icon), and hybrid ( @)

. Communications
Computer Literacy
Application Of Number
@ DREAMWEAVER

@FILES IN BROWSER - EVENING

QQI-FE (3N0880) 10 Yes
QQI-FE (3N0D881) 10 Yes
QQI-FE (3N0D928) 5 Yes
ADOBE (ACA-DWCS6) 0 Yes
ADOBE (ACA-P) 0

Map = Provides a map location of the Venue for the Scheduled Course.

Detmls

Scheduling

Venue

Programme

1.20 ™
1.20 ™
1.20 ™
1.00 ™
1.00 ™

Venue

Administrative Offices V|

&

PETISWOOD
MANOR

Latitude
53.522246691005

%)

Longitude
730354939348
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Modify Locked Course details

If there are any Applicants or Learners attached to the Course, it will be locked, and relevant
information will be displayed above the menu. The Course can be unlocked to modify some of its
features i.e., Recruitment Notes, Scheduli odules, Publish to Web, Available to DSP, Accept
Online Applications (FETCH), Available to CAO, Course
be allowed such as changing the Programme or the title of the

This Scheduled Course is Locked Click here to Unlock it
There are referrals for this Scheduled Course.
It must be unlocked in order to make changes

Search Applications Learners Started On Course {S) Learners (5)

2009 78 Creative Design & IT Skills - Level 5 (VTOS)

Ciick here to refer Applicants to this Course [B+» The Cowrse details were copied to FARR 08/11/2018

rges etc. However, no major changes will

Vanue ‘ Programma ‘ Modulos Undocks

When the Course is unlocked — all greyed out fields indicate no changes can be made to these fields.

This Scheduled Course is UnLocked Click here to Lock it
The scheduled course was Locked because it has active referrals.

It has now been Unlocked to allow edits

Search Applications Learners Started On Course (5) Learners (5)

2009 78 Creative Design & IT Skills - Level 5 (VTOS)

Click here to refer Applicants to this Course [E= The Course details were copied to FARR 08/11/2018
Details Scheduling Venue Programme Modules Unlocks
Details
Programme Title (Code) Course Reference
DESIGN 5M2208 (LW07216) 200978
Local Title Local Code
Creative Design & IT Skills - Level 5 (VTOS) l [ 07216

Published Description

This varied and stimulating course equips learners with the art, design and computer skills necessary to
study Art and Design at 3rd Level and/or progress directly onto employment.

Course Delivery Course Location

[Inhouse l [Westmeath H Mullingar

Programme Category

l Community Education Vl

Course
Year

Year 1

Note: Lock the Course after making any required updates.
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Notifications

All changes in the listing, creating, and updating of Notification Templates and Email Disclaimers are
made through accessing the Notifications menu options displayed in the National Course Calendar
Home page.

Notifications

< List Templates >
re. mplate

Manage Email Disclaimer

List Templates

To list the available Notification Templates for a Provider, select the List Templates sub menu option
from the Notifications menu displayed in the National Course Calendar Home page. List Templates
allows the viewing of Notification Templates created to communicate with both Applicants and

Learners.

The Notification Templates page is displayed, listing Templates under a series of notification Area
tabs [defaulted to the All tab]. By selecting each tab, the NCC User can search for and view each
notification Area, Type, and Title for Templates used by the ETB or ETB Provider.

Notification Templates

List available Email, SMS and Letter Templates.

The Provider section is used with the "Provider Applicants and Learners" messaging.

| | avpiication
' Search ‘ (o}

Modified Test Template

25/02/2021 Learner

17/02/2021 Learner SMS weqeew
17/02/2021 Learner SMS Modified Template from Manage Applicants page
17/02/2021 Learner SMS Modified Template/Manage Applicants
17/02/2021 Learner SMS Modified Template from Manage Applicants page
17/02/2021 Learner SMS Electronic & Programmable Automation
17/02/2021 Learner Email Message from Athlone TC

10/02/2021 Provider SMS Test SMS for Provider

04/11/2020 Prerequisite Call for a course - Evening_course

Call for Course Sept 20

03/11/2020 Prerequisjte

Page Size

‘Page10f3|1)/2‘3‘>|Last‘

There are 3 Types of notifications: Email, SMS (mobile text message), and Letter.

The notifications are sorted based on a group assigned at the time of creating a Template.
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Modifying a Notification Template

Selecting and clicking on a Title brings the NCC User to the edit mode that allows modifying, copying,
previewing, and deactivating a Notification Template as shown. Please Note: A deactivated
Template will no longer appear in the Notification Templates list.

Modify a Notification Template

Make changes to the Notification Template here. The Type determines where the Template can be used and what placeholders are available. It
can not be changed.
List available Email, SMS and Letter Templates.

The Provider section is used with the "Provider Applicants and Learners” messaging.

Provider

Payments

Application Prerequisites

Details

(1) Notifications have been sent using this Template
There were Notifications sent to Applicants using this Template. Any changes made will not affect Notifications that

have already been sent.

Title Area Type
| Modified Test Template | | Learner | sms
O Single-Use Notification
Message
Hello {{firstname}} ~
You have been successful in your application for {{code}}{{course}}.
v

Please attend {{coursevenuename}} on the {{startl} at 9.30zam.

This SMS Template has used 235 of 800 characters.

Applicant
[Salutation (Mr/Ms) {{sgl}}] [Leamer's Fullname {{ml\name}}] [Leamer's Firstname {{ﬁrstname}}} [Leamer's Lastname {{Ias’mame}}]

[Leamer‘s Date of Birth {{@}}] [Leamer's Address (Single Line) {{address}}} [Leamer's Email {{email}}} [Leamer's Maobile {{mob'\le}}]

Contact & Venue

[Course Contact {{coursecontad}}] [Contad Mobile {{contactmobile}}} [Contact Phone {{contactuhone}}} [Contact Email {{contactemail}}}

[Course Venue Name {{coursevenuename}}] [Course Venue (Single Line) {{Coursevenue}}J

Course
[Provider {{provider}}} [Reference {{@f}}_} [Course Code {_{(Lde}}_] [Course Title {{course}}_} [Course Start Date {{stl‘t}}_]

Active Template

@ Back to the Template List B Preview Template |§ Il Copy Template [ B Save Template Changes

The content of a Template can be changed, and, any data can be included or excluded, by adding
and removing placeholders. An NCC User locates the cursor anywhere in the text and selects and
clicks on a placeholder to add relevant information that will be derived from PLSS.
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Previewing a template is supported.

SMS Preview

Hello DA L E] You have been successful in your application for [ETRT S FaRLao LI 8]
Please attend FELOUTE= G G L8 on the (RS GlLaday at 9.30am. Kind regards
coursecontact provider contactemail contactmobile

[ ]
0 Back

l {{coursecontact}} {{provider}} {{contactemaill}} {{contactmobile}} ‘

Applicant

[Salulaﬁon (Mr/Ms) {{sal t] [Leamers Fullname {{fullname} ] [Leamers Firstname {{firstname: {] [Leamers Lasmamejjlaslname{}]

[Leamel‘s Date of Birth Hdob{{] [Leamers Address (Single Line) Haddress{{] [Leamers Email Hemai!{{] [Leamel‘s Mabile {{mobile} ]

[Sludent No. ]_{smdenlno[}] [ PPS Number {or NINO' {{Q@nk}] [Date the L eamner started the Course {_{Ieamerstarlk}]
Contact & Venue

[Course Contact ﬂcwrsecontad[}] [ Contact Mobile ﬂcontadmohile{{] [ Contact Phone {jcontagghone}}] [ Contact Email {]contactemai!{{]

[Course Venue (Single Line) {{coursevenue ]

Course

[Pro\.rider rovider’ ] [Reference{{g}}} [CourseCodeHcodek}] [CourseTitIeHonurse{}] [Course Start Date {jshrm]

[Course Finish Date {{ﬁnish}}] [Tcda s Date {ftoda ]

Active Template

Preview Template Copy Template | Save Template Changes

If an Active Template is no longer required by either the Provider or the Office NCC User(s), this can
be deactivated by selecting the Active Template tick box displayed in the Notification Template
page shown above. This results in the Template being deactivated (as shown).

D Active Template

Please Note:

A deactivated Template will no longer appear in the Notification Templates list once this tick box
has been de-selected, and the Template change has been saved by the NCC User.

Page 33 of 47



Create a Template

To create a Notification Template, select the Create a Template sub menu option from the
Notifications menu displayed in the National Course Calendar Home page. Alternatively, the NCC
User can create a Template from the Notifications Templates page by selecting the hyperlink Click
here to create a Notification Template displayed towards the bottom of the page.

Create a Notification Template

Notification Templates can be reused for communication with Applicants. The Type determines where the Template can be used and what

| appiication | Prerequisites

placeholders are available.

Title Area Type
{ Enter a title for the Template J I --select the notification area-- | ~ I --select the notification type-—- |~

() single-Use Notification
Select a different Area and Type combination

© Back to the Template List Bi Preview Template E3 Create Template

Select the Title field and type in the title for the Template.

Select the tick box if the Notification Template is for a Single-Use Notification only [that is, if the
template is to be a one-off notification to Applicants or Learners]. The Template will automatically
be de-activated after its first use.

Select the notification area from the Area dropdown list.
Select the notification type from the Type dropdown list.

Select the Subject or Message field, [of either a SMS, Email, or Letter]. The content is organized by
combining free text and placeholders that are later populated with PLSS Learner and Course data
when a Template is used to generate Notifications to Learners.

NOTE: The Subject, Message, and associated Placeholder details of a notification template will be
dependant on the both the Area [that is Application, Learner, etc.] and Type of notification

[that is, an SMS, Email, or Letter] treated by the NCC User.
[an ] [ reamer | prerequisites

Details

Title Area Type

[ Enter a title for the Template ] [ Application ~ ] [ sMs

() single-uUse Notification

Message

This SMS Template has used 0 of 800 characters.
Applicant

[ salutation (Mr/ms)_{{san} | [Learners Fullhame ({fullname}) | [ Learner's Firstname ({firstname)}. | [ Learner's Lastname {{lastname}} |

(Learner's Date of Birth {{dob}} | [ Leamer's Address (single Line) {{address)} | [Learner's Email ({email)} | [ Leamer's Mobile {{mobile}} |

[ Student No. {{studentna}} | [ BES Number (or NINO) ({ppsn}}:] [ Date the Learner started the Course {{learnerstart}} |

Contact & Venue

[ Course Contact {{coursecontact}}: | [ Contact Mobile {{contactmobile}}: | [ Contact Phone {{contactphane}} | | Contact Email {{contactemail:}: |

[ Course Venue Name {{coursevenuename}}: ] [ Course Venue (Single Line) {{coursevenue}} ]
Course

[ Provider {{provider}} | (Reference ({ref}} | [ Course Code {{code}} | [ Course Title {{course}} | [ Course Start Date {{start}} |

(Course Finish Date ((finish}} | [Today's Date ({today} |

© Back to the Template List Bi Preview Template Create Template

Page 34 of 47




An additional styling menu is available to the NCC User in creating a Letter Template.

Title Area Type
[Entera title for the Ten‘p\g:e I l Application v] l Letter v

O Single-Use Notificati

Message

[e) source B @ @ =

B I USx x & L == ||z s = = = MLm= Qo=
Styles ~ | Normal ~ | Font ~ | Size - | A~ B' :: c. ?

Active Template

Use Disclaimer

The information and any attached files transmitted in this email is intended for the addressee indicated in the message only and may contain
confidential and/or privileged material. Any review, re-transmission, dissemination, reliance upon or other use of this information by persons
or entities other than the addressee are prohibited. Opinions expressed in this email may be personal to the author and are not necessarily
the opinions of Education and Training Boards Ireland or SOLAS. If you are not the intended recipient and have received this message in
error, you must not disclose, copy, distribute or use the information but please contact the sender and delete this email as soon as possible.

/K Preview Template Copy Template Save Template Changes

If the Disclaimer is no longer required by either the Provider or the NCC User(s), this can be
deactivated by selecting the Use Disclaimer tick box displayed in the Notification Template page
shown above.

D Use Disclaimer
This results in the Disclaimer being deactivated (as shown)

and the information, currently being used for the disclaimer, removed from the page.

Please Note:

A deactivated Disclaimer will no longer appear in the Notification Template once this tick box has
been de-selected, and the Template change has been saved by the NCC User.

Once the Subject and Message details for the Notification Template have been completed the NCC
User will be able to either Preview, Cancel, Copy or Save the Template Changes to a notification
Area located within the Notification Templates page.
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Manage Email Disclaimer

Notifications

List Templates
Creats

Manage Email Disclaimer

Manage Email Disclaimer allows the updating of the Email Notification Disclaimer. Select this sub
menu option from the Notifications menu displayed in the National Course Calendar Home page.

Email Notification Disclaimer

Notification Disclaimers can be included with Email communication with Applicants.

Disclaimer

The information and any attached files transmitted in this email is intended for the addressee indicated
in the message only and may contain confidential and/or privileged material. Any review, re-transmission,
dissemination, reliance upon or other use of this information by persons or entities other than the
addressee are prohibited. Opinions expressed in this email may be personal to the author and are not
necessarily the opinicons of Education and Training Beards Ireland or SOLAS. If you are not the intended
recipient and have received this message in error, you must not disclose, copy, distribute or use the
information but please contact the sender and delete this email as soon as possible.

Back to Templates | Save Disclaimer Changes

The disclaimer when selected can be edited, then, once completed, select the Save Disclaimer
Changes button displayed. Select the Back to Templates button displayed to go back to the
Notification Templates page.
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Provider

All changes to Contacts, Venues, and Maps are made through accessing the Provider menu options
displayed in the National Course Calendar Home page.

National Course Calendar List my Providers

List Training Providers that are delivering
Welcome to the User & National Course Calendar Home Page apd Guide. F Courses

Select List my Providers sub menu from the Provider menu option.

Training Providers

List of the Training Providers

Test X Q advanced search «

Provider Address

Mobile Email

Test Provider Address 1 Mulingar, Address 2 Mulingar, Address 3 Mulingar, Address 4 Mullingar, Westmeath b.wizz@plss.ie

+ Create a Provider

Page Size 10 20 30 40 5

Page1of1 | 1

Select a Provider from the list to view Details, Contacts, Venues, Charges & Payments and Map.

Test Provider

Details Contacts Venues Charges & Payments

Provider
Name jequired) Type (required)

Test Provider Adult Guidance ~
Data Protection Contact Student Number Prefix

LW1380

Default Course Application URL

Administration

Billing System Approve Refunds Bank Account GL Code

NOT_SET ETB

QA Process

If unchecking QA Process, please check first that the courses
associated with this Provider are not QA Approved.
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Provider Contact Information
Address 1 {required)
Address 1 Mulingar

Address 2

Address 2 Mulingar

Address 3

Address 3 Mulingar

Address 4/Postcode

Address 4 Mullingar

Cou nty {required)

Westmeath -

Eircode

Phone {required)

0801122111

Mobile

Fax

Email {required)

b.wizz@plss.ie

@ Back to the Provider List | B Save Changes

If required, Contacts and Venues can be added, updated, or set as the default for a given Provider.

Add/Update ‘Contact’ or ‘Tutor’

An NCC User can change Contact details for a Provider through the ‘Contacts’ tab. All Contacts are
listed with the default Contact marked with a (D). Select
the ‘Create a Contact’ hyperlink, (displayed to
Contact.

e to view/update a Contact or select
s the bottom of the panel) to create a nev

Test Provider

Details Contacts VELUES Charges & Fayments

Registered Contacts

Search for Records

Contact Mobile Email

Wizz, Billy (D) Address 1 Mulingar, Address 2 Mulingar, Address 3 Mulingar, Address 4 Mullingar, Westmeath 0801122111 b.wizz@plss.ie

+ Create a Contact

Page Size 10 20 30 40 5

Page 1 of 1 1
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Fill in the details for a new Contact person.

The Contact Type Details for the registered contact can be updated. These types are listed in the

Contact Type dropdown box displayed below.

Contacts

Registered Contacts

Contact Type

Wehiues | Charges & Payments

Addrass 1 [reguisd)

T | street 1

[u-m- 987654321

EMall [reguired)

Tradner

Financa Address 2

Recruitrent [

FET Manager :I Address 2

FET Coordnator Address 3

FET Adrninéstratian

ETE Manages J [-"lﬂﬂfﬂﬂ 3

ETE Coardinatar

ETE Administration Address 4

Tubar

Guidance J l.ﬁ.l:IIZIFE'.‘-S 4
Mhone EirCode/PostCode

-

County

—

Ilesl@pls.s e

D Default Contact (Only one permitted)

Langfard

|€

@ Back to the Contact List | © Set Inactive | B Save Changes

Any Registered Contact (onl

details input Contact details as above, select Contact Type as Tutor and Save Changes.

a time) can be set as a default for a given Provider. A Registered
Contact can be also ‘Set Inactive’ if they are no longer a Contact for the Provider. To input Tutor
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Add/Update ‘Venue’

An NCC User can change the Training Venue details for a Provider through the ‘Venues’ tab. All
Venues are listed, with the default Training Venue marked with a (D). Selecta name from the list to
perlink (displayed in the

view/update a Training Venue or click the ‘Create Training Venu
bottom of the panel) to create a new Venue.

Test Provider

Details Contacts Venues Charges & Payments

Training Venues

l Search for Records

Capacity Facilities Phone

Test Provider 100 Address 1 Mulingar, Address 2 Mulingar, Address 3 Mulingar, Address 4

0801122111 b.wi Iss.i
(D) Mullingar, Westmeath wizz@plss.ie

+ Create Training Venue Page Size 10 20 30

Page 1 of 1 ‘ 1 ‘

Fill in the details and save a new Venue. Make sure to specify the services available to Learners on
the premises such as Free/Pay Parking, Wheelchair Access, Full Canteen facilities, etc.

Test Provider

Details Contacts Venues Charges & Payments

Training Venues

Title (requirea) Address 1 jrequired)
Test Provider Address 1 Mulingar
Capacity (required) Address 2
100 Address 2 Mulingar
Phone Address 3
0801122111 Address 3 Mulingar
Mobile Address 4

Address 4 Mullingar

Fax EirCode/PostCode
Email gequired) County (required)
b.wizz@plss.ie Westmeath ~

Default Venue (Only one permitted)
Facilities

Free Parking C] Pay Parking Wheel Chair Access Full Canteen

Any Venue (only one at a time) can be set as a default for a given Provider.

Page 40 of 47



Charges and Payments

An NCC User can view the Course Charges and Payment Gateways for a Provider through the
‘Charges & Payments’ tab. The Billing System for the Provider is defaulted either to the SUN,
MANSER or SAP Billing Systems.

The Course Charges and Priority Payment Order is defaulted to All Programme Categories.

Select any of the tabs listed below this All tab to view the Course Charge, Exam (Status), GL, T2, and
T3 Codes and the Pay(ment) Order for any of the Programme Categories listed. Payment Gateways
for the Provider are displayed and explained on this page.

Test Provider

Details Contacts Venues Charges & Payments

Course Charges and Payment Gateways

Billing System Refund Approval

‘O SUN H O MANSER HO SAP ‘ ‘Q ETB H O Provider ‘

Course Charges & Priority Payment Order

Al Charge Types & Codes for All Programme Categories

Specific Skills Training Pay

Order

Feottion - o o -: _:' -

Course Charge Exam T2 T3

Traineeship Training

Evening Training

3580, 3580, F1110, F1150, F1131, 501, 501,
Student Services - NO0O01, NODO2, 501, 501, -
Skills to Advance - Direct NO003 501, 501
Employee Access Route 1
F1110, F1150, F1131, 501, 501,
q Exam Charge Yes NO001, N00D2, 501, 501, -
Skills to Advance - Enterprise 2 N00O3 "501 J501
Engagement Route 2 !
QQl Exam - -,
p Yes - - -
Skills to Advance - Regional Charge e
Initiatives Route 3
3580, 3580, F1110, F1150, F1131, 501, 501,
Course Materials == 3580, 3580, NO001, N00O02, 501, 501, ==
3580, 3580 NO0003 501, 501

PLC Gov. Levy -

City & Guilds
Exam Charge oy, =

Payment Gateways

PLSS only asks for a Merchant Id and a Shared Secret. Anyone in possession of this information can only instigate
an online payment. They cannot access or query any information nor interfere with the payment process.

The Realex Portal, on the other hand, has full access to payments and settings. Access requires different
credentials: client Id, username and password. PLSS does not ask for any of these details.

Payment Gateway Key 1 Key 2 Accept Payments Enabled
PayPal Client I1d Client Secret

Realex Merchant ID Shared Secret

Stripe Public Key Private Key

WorldPay Installation Id
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Add/Update ‘Map’

An NCC User can select, view, and update the geographic location of a Provider Venue through the
‘Map’ tab.

Select a Venue from the dropdown menu and then click on the Venue’s Map Locatior’ Marker to
view and update the Venue location on the map.

New Test Provider (1)

Details Contacts Charges & Payments

Venue Latitude Longitude

New Test Provider| V| 53.528126376873 -7.349719598358

New Test Provider

Address: Mullingar Address 1, Mullingap
¢ Address 2, Mullingar Address 3, Mullingar
| Address 4, Westmeath, M176RT

Phone: 0018355353
Email: s.mcbride@plss.ie
[53.528126376873] [-7.349719598358]

To move the Marker: Drag the Warker to the new
location, or, Right-Click the nefv location for the

8,
s,

Marker on the map. &
G

() — N / | N
= [save] |Centre | |Ce}£tre All] | Cancel | Sarbour Quay,
. v

wur
+ Ashe Ry @

—

v

A pop-up window for the Venue will open to display:

e the Venue Title,

e the Address, Phone number and Email address details of the Venue,

e the Latitude and Longitude coordinates for the location of the Venue on the map,

e aset of instructions how to move the Map Location Marker to a new location,

e and a set of buttons to save, centre or cancel the moving of the Map Location
Marker on the map.

The NCC User can either move the Map Location Marker, @ by dragging it to a new location on the
map and save the details, or the NCC User can [Right-Click] the new location for the Map Location
Marker on the map, and then save the details.

The Latitude and Longitude coordinates will reflect the new positioning for the location on the map.

To close the pop-up window, select the X displayed in the top right-hand corner of the window.
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List Employers

An NCC User can view/update Employer details for a Provider through the ‘Provider’ menu option by

selecting the List Employers menu option from the Provider dropdown menu option.

m fosifications

. . _
National Course Calendar DGt

List Training Providers that are delivering
Welcome to the User & National Course Calendar Home Page and Guide. FrolesllEts]

Create a Provider

Create a Training Provider. This is a
Training Provider that has been assigned
to deliver a course

Calendar Learner
Schedule a Course Manage Course Applicatiol
Vire Cobndudad Favieman Etnr Bemenmeinien Darlen

Once selected this will display an Employer List along with their Address, Mobile and Email details.
By selecting the displayed Employer hyperlink, the NCC User can view and edit details for that

Employer.

PLEASE NOTE: An NCC User will need Management permissions to edit or update Employer

details.

Employer List

List of the Employers

[ Search Stephen =

l

Stephen's Business 1 Nowhere Lane, Nowhere Road, Nowhere, Westmeath 086-0000000 test.test@test.com

‘

Page Size

Page 1 of 1

Details

Employer Business Name cequires

Stephen's Business

Registration Number grequirea) Employer Type requireay

0000000 Sole Trader/ Limited Partnership E|
Employees iequired) MNACE - Statistical Classification of Economic Sectors iequirsd;

1-9 [~] Agricutture

Mobile Address 1 pequireay

0860000000 1 Nowhere Lane
Phone Address 2 pequirem

0460000000 Nowhere Road

- Address 3

Email gequirea

test.test@test.com MNowhere

Address 4

EirCode/PostCode

MNWWO 1 1V

County requires)

i B

\

T~

e ——

/

Once viewed and completed, select either the Save Changes or Employer List buttons displayed at

the bottom of the page to return to the Employer List.
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Create an Employer

An NCC User can create the Employer details by either selecting the Create an Employer sub menu
option from the Provider dropdown menu, or, by selecting the Create an Employer hyperlink
(displayed in the bottom panel of the Employer List page).

PLEASE NOTE: An NCC User will need Management permissions to either create, edit, or update
Employer details.

m N Dtiﬁcations prov-lder

. . -
National Course Calendar Lizt my Providers

List Training Providers that are delivering
Welcome to the User & National Course Calendar Home Page and Guide. Froil®ellE]

Create a Provider
P Create a Training Provider. This is a
“ Training Provider that has been assigned
to deliver a course

List Employers
Calendar Learner 1st Emplovers

List Employers within the ETB that can
be assigned to Scheduled Courses

Schedule a Course Manage Course Applicatio
List Scheduled Courses Enter Prerequisite Results
My Scheduled Courses Manage Applicants
Search Scheduled Courses Learner Support Data

Refer an Applicant
Import Learners
PLSS Declaration For PLC

A Wizard to Create an Employer will be displayed. Enter the Employer’s Registration Number, (if
(&l

=

known), in the Search field displayed on the page, and then select the magnifying glass icon (

Wizard: Create an Employer
Step 1 of 2 - Check if the Employer Exists

The Employer may already exist. Please search for the Employer before continuing.

(1) Check if the Employer already exists (2) confirm Employer Details cancel wizard

Enter the Employer's Registration Number

If the Employer’s Registration Number does not exist and no results are found, then the NCC User
can create the Employer by selecting the hyperlink (displayed in the bottom panel of the page).

Wizard: Create an Employer
Step 1 of 2 - Check if the Employer Exists

The Employer may already exist. Please search for the Employer before continuing.

'il Check if the Employer already exists 'il Confirm Employer Details cancel wizard

I Search 00000000

Page Size
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0000000

Employees requiren
1-9

Mobile
0860000000

Phone

0460000000

Email jrequired)

test.test@test.com

Stephen's Business

Registration Number grequirea

Employer Business Name (required)

Employer Type (requied)

Sole Trader/ Limited Partnership E|

NACE - Statistical Classification of Economic Sectors (rquirsq)

E| Agriculture

Address 1 equired)

1 Nowhere Lane

Address 2 jrequireg)
Nowhere Road

Address 3

Nowhere

Address 4

EirCode/PostCode
NWO11WM

County (required)
Westmeath E|

]

J

Save Changes

Complete the Details page for the Employer, and, once completed, select the Save Changes button
displayed to the bottom right corner of the page.

A save was successful information window will be displayed and the new Employer Details will be
added to the Employer List which can then be associated to a Course Programme, (if required). (See
Programme Category - Skills to Advance section on Page 17).

Employer List

Lest of the Employers

ISlun:h

1 Mowhere Lane, Nowhere Boad, Mowhere

Samuels Hardware Shop
ahiev's Risofing Compady
Bmene's Grocenes
Bank Of [reland

Pagi 1

. Wiestmaeath tost test@test com

of 11

Page Size
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Provider Applicants and Learners

An NCC User can send bulk SMS text messages to all Applicants and Learners who are currently
engaged in Courses and download a .CSV file of Applicants and Learners from all Courses, by
selecting the Provider Applicants and Learners menu option from the Provider dropdown menu
option.

Provider

Notifications

m

National Course Calendar

Welcome to the User & National Course Calendar Home Page and Guide. Fr{

(=]

Calendar Learner

List my Providers

List Training Providers that are delivering
Courses

Create a Provider

Create a Training Provider. This is a
Training Provider that has been assigned
to deliver a course

List Employers

List Employers within the ETB that can
be assigned to Scheduled Courses

Schedule a Course Manage Course Applicatio

List Scheduled Courses Enter Prerequisite Results

My Scheduled Courses
Search Scheduled Courses

Manage Applicants
Learner Support Data
Refer an Applicant

Create an Employer

Create an Employer for all Providers in

the ETB that can be assigned to
Scheduled Courses

Import Learners

PLSS Declaration For PLC
Preview October Returns
TAPS Additions Not Trans!

r—

This opens a Provider Applicants and Learners page which displays the number of Applicants and
Learners who are currently Referred, In Progress, Call for Course, On Course, or have Finished, for all
Courses assigned to a Provider.

Select @

Select and click the icon listed against a Provider.

Provider Applicants and Learners

Click the downlead icon o download a CSW of the Applicants and Learners ram all Courses,
Chick the S5M5 kcon to send a message to the Applicants and Learnars from all Courses

Chick the Select kcon to view all Applicants and Léarérs by Coudde,

Pravider I Progress Call far Course On Courss

Page Size 10 20 30 aw 30
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This opens a Provider Applicants by Course page, (defaulted to the BY COURSE tab). This displays a
breakdown of all Provider Applicants and Learners, who are currently Referred, In Progress, Call for
Course, On Course, or have Finished, courses that have been assigned to the Provider. Details can
also be viewed by selecting the By Programme Category tab.

Provider Applicants by Course

Click the download icon to download a C5V of the Applicants and Learners.

Click the SMS icon to send a message to the Applicants and Learners for a Course Title.

By Course By Programme Category

Search for Records

In Progress Call for Course On Course Finished
Animal Care ( ) 12/09/2022 5 (sms) Sz 0 0 0 0
Healthcare Support ( ] 12/08/2022 1 @ él o o o o
Pre-MNursing (Nursing Studies) ( )] 12/08/2022 1 gp _J‘vl o o o o

Skills to Compete- Healthcare Support
( )

.
B
®
B

13/09/2021

Provider Applicants by Course

Click the download icon to download a CSV of the Applicants and Leamers.

Click the SMS icon to send a message to the Applicants and Learners for a Course Title.

By Course By PROGRAMME CATEGORY

Referral In Progress Call for Course On Course Finished

p 4@& ] o 68@.-{_3!. 4@&

Page Size 10 20 30 40 5

If the NCC User selects the SMS ballooned icon against each course Title or Programme
Category, an SMS Text message will be sent to the number of Applicants and Learners who are
currently associated with that Course progression.

If the NCC User selects the download icon &] against each course Title or Programme Category, a
pop-up Download window will be displayed, prompting the NCC User to download the file
containing the number of Applicant/Learner name(s), address(es) and contact details associated
with that Course progression.

Download

Download the exported CSV with the Applicant/Learners Name, Address
and Contact details.

=@
Select the Download Now button from the pop-up window.

This displays an information pop-up window prompting the NCC User to either Open, Save or Cancel
the downloaded file. If opened, the file will be displayed as password protected.

Once the password is known and inserted to the file, the download file will open to display the
names, addresses, and contact details of all Applicants and Learners for the downloaded Course.
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