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National Course Calendar — Home Page

Notifications Provider

National Course Calendar

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

Calendar Learner Attendance Notifications

Schedule a Course Manage Course Applications

Attendance List Templates
Create a Template
Manage Email Disclaimer

List Scheduled Courses
My Scheduled Courses
Search Scheduled Courses

Enter Prerequisite Results
Manage Applicants
Learner Support Data
Refer an Applicant

Guides Forms Documents Support © 1998-2017 SOLAS
Calendar Learner Details Form Learner Details Form - Easy to Read View My Tickets
Guidh
Learner Learner Details Form (Gaeilge) uiae Create a Ticket
N PLSS Frequently Acsked Questions
PLC October Returns Expression of Interest Form
Style Expression of Interest Form
(Gaeilge)

Parental Consent Form

The areas displayed on the NCC 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 and Notifications areas displayed above.

Once successfully logged into PLSS, an NCC User can also access the current version of the NCC User
Guides, located in the bottom panel of the page.

When processing Learners, an NCC User should be familiar with four areas: Calendar, Learner,
Attendance and Notifications. These areas can be accessed by selecting the main area heading
displayed in the NCC Home Page menu bar above. Then select the associated sub-heading from the
area’s dropdown menu.

An NCC User can also select any of the hyperlinked sub-headings associated with these areas, as
displayed in the NCC Home Page above.
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Calendar - Basics

The NCC Application has a Navigation Menu System through which the NCC User can enquire or
update on a saved Course in the System’s database. To choose a Course from the main menu, select
Calendar, List Scheduled Courses, and select the Title of the Course from the list provided.

Calendar LEarmer Artenidanci Paymients Notfications Proveder

[: ours Schedule a Course
Schiedule 5 course for the Training Provider
List of 5¢

Use the Adva

18/05/2020 OF/0B/2020 12 weeks

Search Schedul

B 5eorch for the Scheduled Course 18/05/2020 07/08/2020 12 weeks

On the first level menu there are tabs which, when selected, allow NCC Users to enquire on, or
modify, any information for a Course.

I R N e e e
2 0 0 1 49 Word Processing

Click here to refer Applicants to this Course [E]l= The Course details were copied to FARR 10/11/2017

Details Scheduling Programme Unlocks

The tabs display Course information relating to the:

e Details (Title, Course Location, Recruitment Notes, Capacity, Status, etc.)
e Scheduling (Intake, Duration, Prerequisites, Delivery etc.)

e Venue (Delivery Provider, Contact Person, Tutor, Venue Facilities, etc.)

e Programme (Title, Primary/Secondary Awards, Programme Details, etc.)
e Modules (Module Name, Awarding Body, Credits, etc.)

e Map (Provider/Venue Name, Latitude/Longitude Coordinates, etc.)
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If a Course has pending referrals or Learners, 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, Course Status, Publish to Web, Available to.DSP, Accept Online Applications
(FETCH), Available to CAO, Course Charges, Scheduling and Modules. However, no major changes to
the Course will be allowed such as Administration, the Course Venue, or the Course Programme.

Always remember to lock the Course once any changes to the Course have been made.

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

Search Applications Referrals (2) Learners (2}

20 0 1 49 Word Processing

Click here to refer Applicants to this Course [Elm The Course details were copied to FARR 10/11/2017

Details Scheduling Programme Modules Unlocks
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Learner - Manage Course Applications

National Course Calendar

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

Calendar Learner Attendance Notifications
Schedule a Course Manage Course Applications Record Attendance List Templates
List Scheduled Courses e Create a Template
My Scheduled Coursaes Manage Applicants Manage Email Disclaimer
Search Scheduled Courses Learner Support Data

Refer an Applicant

Manage Course Applications allows NCC Users to manage existing Applications for Scheduled
Courses.

The Course listing includes all Scheduled Courses, the Course Referrals, Applications In Progress,
Applicants Called for Course, Applicants On Course and Applicants who have Finished the Course.

The advanced search option will allow the NCC User to filter by Programme Category or By Provider
Centre.

Applications for Scheduled Courses

Manage Applications for Scheduled Courses

List of Referral Counts for the Scheduled Courses.

Current Future Active Courses Cancelled Courses Guidance Courses

. A ACAL ) 1V08/2020 4 0 0 1 0
([ ( ) 10002/2020 & s 0 3 0
o
(i 02/09/2019 0 \ i 2 0
( )
4
(1:] e i 02092019 0 0 0 1
o 02/ow2019 ) 0 0 2
] ( )
1 2 3 4 5
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1. The first column shows the number of Applicants who have expressed interest in this
Scheduled Course e.g., through DSP referral or online self-referral. Select the number to
access a list of all referrals to this Scheduled Course.

2. The second column shows the number of Applicants whose Applications are in progress
(accepted Application, screening process, or were referred by the Provider). Select the
number to access a list of all referrals whose Applications are in progress for this Scheduled

Course.
3. The third column shows the number of Applicants who have been called for the Course.
Select the number to access a list of all referrals who have been called for this Scheduled

Course.
4. The fourth column shows the number of Applicants who are started on the Scheduled

Course. Select the number to access a list of all Applicant/Learners who are currently on this

Scheduled Course.
5. The final column shows the number of Applicants who have finished the Course. Select the

number to access a list of all Applicant/Learners who have finished this Scheduled Course.
Note: Selecting the Course Title brings the NCC User into the Course Calendar (i.e., the Details page
of this Scheduled Course).
All

Selecting the ‘All’ icon e displayed to the left of the Title, will bring the NCC User to the ‘All’ tab,
listing all Applicant referrals, at various stages of processing, for an Application Course apid includes
both Cancelled and Switched Applications.

Manage Applicants

ALL Applicants for "Skills to Compete - Palliative Care Healthcare " (Ref: 326720) (Code:
07101)

All Applicants for the Course "Skills to Compete - Palliative Care Healthcare ".
The Course is scheduled to run from 10/01/2024 to 01/05/2024 and the contact is C-Firsthname2855 C-LAstname2855.
Mobile: 0800002855 EMail: contact.2855@plss.ie Venue:

Waitlist | CSS Handled

Search /T\

Referrals | In Progress

LC08132410010 Lastname 460266L, Firsthname 4602661 n/a

n/a n/a U
n/a O

LC08132410008 Lastname 463891L, Firstname 463891L@

LC08132410009 Lastname 24000L, Firstname 24000L@

Expressions of interest will be listed under ‘Referrals’.

Accepted Applications currently processed will be listed

Applicants called for a Course will be listed under ‘Call for Course’.
Learners started and finished will be listed under ‘On Course’ and ‘Finished’ respectively.

Additional qptions are:

e ‘Waitlist’ listing all Applications for similar Courses scheduled for the same Programme, in
the same location, and delivered by the same Provider.
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o ‘Reports’ providing a printable version of the above listings and generating additional
documents, i.e., Scheduled Courses, Class Lists, Training Allowance (F103 form), etc.

e  ‘Notifications’ listing all Notifications sent to Applicant/Learners for Courses.

e ‘Map’ providing a manual mapping of those Applicant/Learners’ addresses who are currently
on or have finished the Course.

The Status of an Application will change when processed. It is Received at the referral stage, In
Progress when an Applicant is screened, Called for Course when the screening process for an
Applicant has been completed, and On Course at the time of starting a Learner on a Course.

To record an event for an Applicant, an NCC User selects the check box, displayed opposite the
Applicant’s name under any of the tabs. A panel section will open to display all available actions for
the selected Applicants at this stage of processing. To update all Applicants at the same time, select
the Select All option, displayed in the bottom-right corner of the page.

Referrals

After selecting an Applicant or multiple Applicants, an NCC User can select one of the avaliable
actions displayed in the panel section, ahdthe event will be recorded against the selected
Applicant(s). The names\of the selected Applicants will be listed at the top of the panel section.

Manage Applicants
Referrals by Reference fo
(Code: )

AppRcats Reforred 10 "Skils to Compete

Lastname 668860, Firstname 668060 € || Lajtname 2325700, First
Lastname 46127 1L, Festname 4612711 ©

™ sendansus B seodanemal (S sendatener W Acttude Assessment W Intal Assesser

W adaverno Oosaswn P stecroGadaoee 4T SchioGudance el Aookaton Acceods

‘k Unsucceasiul Apckcaton o= SwRch Coutse B’ Expot £S5 Colowy Vo Consent

LC08132410007 & () Lastname 668860, Fustname 668500 [ 2 @ € Recorced 18/10/2021 ~ ~
LEOB122410004 & lastname 2325701 Frstoame 232570, @ O - Rocerved  29/00/2021 ®
LCOB 132410003 » Lastname 618431, Firstname 610031 &8 D O Rocetved  21/07/2021 ®
LCOB132410001 & Lastname 4012711 Featname 4612711 @ P Recewed  23/04/2021 ®
Page Sue
Pagelofl |1

‘Unsuccessful Application’ will remove the Applicant referral, while ‘Switch Course’ allows moving
the Applicant to another Course. If the action selected for the Applicant is ‘Application Accepted’,
then the Applicant will move to, and be listed under, the ‘In Progress’ tab located within this page.
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In Progress

Manage Applicants

Applicants Accepted on "Skills to Compete - Palliative Care Healthcare " (Ref: )
(Code: )

Apphcants Accepted on "Skils to Compete - Palkatwe Care Healithcare ©

The Course 15 scheduled to run from 10/01/2024 to 01/05/2024 and the contact 15 C-Firstname285%5 C-Lastname2855
Mobde: 0800002855 EMad: contact.28550plss. e Venue

Call for Course

Search LC08132410010

Lastname 460266L, Frstname 460266L €|
™ sgmss BB sedmemy (O sendateter  WAude Assessment W It Assessment W Intenven
Wadaverry WOpsausin @0 Gifeccorse P Blertocudinee /07 suach to Gudance

A\ Unsicoesiicpiaton | e Betur theRefema Lt =2 SMchCourse e, Start on Course

B’ Expot CSV @ Manage Requests for Pyyment Folow Up Consent

LCO8132410010 Lastname 60266, Festname $602¢6L (@ 2 & O InProgress  21/04/2022
Pagelofl 1

All Applications in progress for a Course will be listed under the ‘In Progress’ tab. Please note that, at
this stage, ‘Accepted’ means that the Application has been accepted for further processing. The
Application is reviewed, but the Applicant has not yet been accepted on a Course.

To record an event for an Applicant, an NCC User selects the check box, displayed opposite the
Applicant’s name listed under the tab. A panel section will open to display all available actions for
selected Applicants at this stage of processing. To update all Applicants at the same time, select on
the Select All option, displayed in the bottom-right corner of the page.

The actions might vary depending on the Course Details (i.e., prerequisites).

Note: If a Manage Requests for Payment action is displayed for the Course, only NCC Users with
Payment permissions will be able to select, access and action the Applicant(s) for the Course.

If the action is selected, this will open and display a new panel to either Request or Undo a Payment
Request for the selected Applicant(s). This applies only to Applicants who have not yet had
Payments requested or have not yet made any Payments for the Course.

Note: If either Request Payment or Undo Request Payment is selected from the panel then a
Communication Method is required so Applicant(s) can be notified of the action. This Notification
Template is created by the Provider in the Notifications section of the NCC system. (see Pages 57 -
61 for information on this).
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Waitlist | €SS Handled Referrals | IN PROGRESS | 3l for Course | On Course | Finished Motifications

actions for selected users (2)

[ Lastname 4602661, Firstname 4602661 €) || Lastname 463891L, Firstname 463891L €} || Lastname 24000L, Firstname 24000L €3 |

Manage Requests for Payment from Learners

° Request Payment Communication Method (Optional)
Request Payments from the Selected Applicants. + I D Select a communication type

The request will be logged for the selected + Add fall back method
Applicants and they will be notified via the selected
Communication Method (Optional).

Note: Only applies to Applicants who have not yet
had Payments requested.

O Undo Request Payment

21 Request Payment

LC08132410010 Lastname 460266L, Firstname 460266L & 2 fg €D In Progress 21/04/2022 ™

LC08132410008 A\ Lestname 4638011, Firstname 4638911 (& D 5 C» InProgress  12/12/2021 (¥

LC08132410009 ) &wlastname 24000L, Firstname 24000L & D g €D InProgress  06/12/2021 (%
Page Size

Page 1 of 1

If the action selected for the Learner is ‘Return Learner to the Referrals List’ then the Applicant will
be returned to, and be listed under, the ‘Referrals’ tab located within this page.

An Applicant can also be switched to another Course. An NCC User can select a name from the
listing, select the ‘Switch Course’ action from the action panel, and record a new Course referral
while, at the same time, removing the current one.

Select the Select Course hyperlink displayed on the page.

~
search ‘ - _ actions for selected users (1)

Bloggs, James o

Switch Course

A [No Course Selected - Click to Select a Course] Select Course P

The Date of Application for the new Course will match the Date of the current Application.

+ Switch to Course

LW0874201016 Bloggs, James @& © €D = In Progress 15/04/2020 =
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Switch to Course

A Course s required for the selected Applicant(s) in order to complete the Switch Course action.

Delivered By

[ al ) 100ew SO0 gapae (2)

A N } 1006S 180572020 oo (3)

e 1Q Aards n Persanal oo 10021 lmznzu

PLEASE NOTE: Only Active Courses will be displayed here. Select the @ icon listed against the
Course Title you want the Applicant(s) to switch to. Information will appear to confirm the details of
the switched Course. To proceed with the switch, select the Switch to Course button displayed in
the panel.

Search B [
IBln-pgs, lames v@_]

Switch Course

@)  Active IQ Awards In Parsonal Training (Raf: b Salect Cowrse B

The Date of Application for the new Course will mateh the Date of the current Application.

( = Switch to Course ) & Cancel

LWOSTAZ01016 Bloggs, Jamecs Wl & ] In Progress 15,04/ 2020 =

Page Laof 1 | 1

A pop-up window will open to prompt the NCC User to continue with the switch.

Switch
Switching the Applicant(s) to Active IQ Awards in
Personal Training (Ref: 1

Are you sure you want bo continue?

” N

Once completed the NCC User can then continue working in the current Course Application or go to
the switched Course Application to view and work on the newly switched Applicant(s).

Switch Complete

The switching action has been completed.

Go to other Course Applications
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The Start on Course action updates the status of an Application from In Progress to On Course and
records the attendence on a Course for the Applicant(s).

Waitlist | €SS Handled | Referrals | IN PROGRESS | cgjlfor Course | On Course | Finished Notifications

actions for selected users (&)

[Lastname 3997471, Firstname 399747L €} || Lastname 645146, Firstname 645146 € || Lastname 149017L, Firstname 149017L €3 |

[ Lastname 442041, Firstname 44294L €} || Lastname 99100L, Firstname 99100L €} || Lastname 355871L, Firstname 355871L 3|

Course Participation
Date Course Starts Communication Method (Optional)
04/05/2022 N = Q Select a communication type

Date Course Finishes
13/07/2022 + Add fall back method
Date Start

4 N May- 2022- )

Mon Tue VWed Thu Fri  Sat  Sun Start on Course
o

9 10 11 12 13 14 15 }
Lcl V7L, Firstname 299747 & 2 g € In Progress 20/10/2021 ™
16 MM 15 19 20 21 22

Lci 23 24 25 25 27 28 29 :5146, Firstname 645146 & D £ D InProgress  22/09/2021 ™

Lel _Firstname 149017L & © g5 C» In Progress 10/09/2021 ™

Alternatively, an Applicant can be called for a Course. When the ‘Call for Course’ action is recorded,
the NCC User will specify the Call for Course Date, the Arrive at Time, and the Venue Address of the

actions for selected users (8)

7
[ Lastname 3897471, Firstnams/399747L €3 | [ Lastname 645146, Firstname 545446 €3 | [ Lastname 149017L, Firstname 145017L €3 |
| Lastname 442941, Firstnamg 442941 €3 | [ Lastname 99100L, Firstname 99#00L € | [ Lastname 35587 1L, Firstname 355871L €3

Call for Course

call for Course Date Arrive at: Communication Method

17/05/2022 09:15 = (O ) Select = communication type

+ Add fall back method
select the Vvenue Address

[ otner ]

venue Address

LC13022210012 Mmlastname 3997471, Firstname 3297471 @G £ In Progress 20/10/2021 =

LC13022210011 an Lastname 645146, Firstname 545146 @a 0 fp Y In Progress 22/09/2021 [

After selecting the ‘Save and Send’ button and confirming the action with the ‘Proceed’ button, the
Applicants will be listed under the “Call for Course’ tab.

I Old Dublin Rd, Stillorgan IrelandM]

Process the Call for Course Save and Send
I ;
_ Do you want to process the Call for Course for the selected Applicatns? _
)DL044170046 Cancel 1/04/2016 ™
)DL044170053 Dick Iracy §§ (4 @0 In Progress 29/04/2016 ™
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Call for Course

The ‘Call for Course’ tab lists the Applicant(s) who are called for and are awaiting the start of a
Course. The results can be recorded via the ‘Enter Call for Course Outcome’ action.

Waitlist F e Referrals | In Progress | CALL FOR COMRSE | op Course | Finished Notifications

Search LC13022210012 =S actions for selected users (1)

| Lastname 399747L, Firstname 390747L G210 € |

@ Send an SMS E Send an Email @ Send a Letter :9 Enter Call for Course Outcome &* Undo Call for Course

I}'D Export CSV Ij F103 Training Alowance form

LC12022210012 gelastname 3997471, Firstname 3997471 & © Q@ Call for Course  20/10/2021 17/05/2022 [#

Page 1 of 1

The Outcome is selected from the drop down menu options.

Reports | Waitlist | C55 Handled Referrals In Progress CaLL For Course | on Course | Finished | All Notifications Map

<. 9

Search LC13022210012

[Lastname 3997471, Firstname 399?4?Lm

Course Participation

actions for selected users (1)

Outcome Communication Method {Optional)
w = I i
Select an Outcome I + I Q E‘ Select a communication type
Select an Outcome + Add fall back method

Started Course

Did not start, cancel - Domestic circymstances Save and Send

Did not start, cancel - Financial circumstances

Did not start, no longer interested

Did not start, reason unknown

LC me 300747L & D £ E» call for Course  20/10/2021 17/05/2022 [

Did not start, working

Did not start, deferral granted Page Size

Reserve status released
Page 1 of 1

Applicants who ‘Started Course’ will progress to the ‘On Course’ tab located within this page.

If the action selected for the Learner is ‘Undo Call for Course’ then the Applicant will be returned to,
and be listed under, the ‘In Progress’ tab located within this page.
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On Course

The action for a Learner started in error can be reversed by using the ‘Undo Start’ action.

Reports | waitlist | €55 Handled | Referrals | InProgress | Call for Course | ON Course | Finished Notifications

€326301 (€C) & +

Undo the Course Start for the
selected Applicants

Undeo the Course Start for the selected Applicants. Applicants will be returned to the
"Accepted” queue for this scheduled course.

2> Undo the Course Start

A Learner can also be finished with a specific date and a series of outcomes, selected from the
dropdown menus Completion Status, Early Finish Reason, Completion Outcome, Certification, and
Certification Award displayed.

Reports Waitlist CSS Handled Referrals In Progress Call for Course On Course Finished All Notifications Map

€326301 (CC) & +

Search - actions for selected users (1)

[ Lastname 2007471, Firstname 200747 GZI2D € |

Course Participation

Date Course Starts

Communication Method (Optional)

EaEsfaE=E (=) Select a communication tyfpe
Date Course Finishes + i Q
13/07/2022 + Add fall back method

Date Finish

[ ]

Completion Status
Early Finish Reason

l

Completion OQutcome

l

Certification

<]

<]

<]

<]

[ Not Applicable

Certification Award

L]

’ Not Applicable

/

N

Finish Learners Cancel

Lc13022210012  &mwlastname 3997471, Firstname 399747 g& 2 &g C» 20/10/2021  17/05/2022 C326301 [@
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NOTE: In the Completion Status dropdown Early Finishers are defined as Learners who have
completed less than 25% of the Course.

Whether a Learner has been started or finished, the Application status will change to Complete. This
can be seen under the ‘All “ tab in the Status column (see All, Page 7).

Waitlist CSS Handled In Progress Call for Course Notifications

(]

DDL044170046 JOHNNY GILES Cancelled nfa nfa
DDLO44170047 CHRISTIAN DIOR Cancelled nfa nfa
DDLO44170052 TESSA BRUCE Complete 11/07/2016 13/10/2016 12/10/2016
DDLO44170053 Dick Tracy Complete 29/04/2016 11/10/2016 n/a

One of the actions available from the panel section is the ‘Export CSV’. The ‘On Course’ list can be
exported and saved as a .zip folder containing a password protected,.csv (a comma separated
values) file. This universal format allows the transferring of data betwgen various systems (i.e., PLSS
and a Local Admin. System) and can be viewed in Excel.

Reports Waitlist | €SS Handled Referrals In Progress call for Course | Om Course | Finished | Al Notifications Map

Al {ALL)  CUBGZE (CT) o CC- 18638 (OC) 4 + Tramsber Class lo VAFS | Class Lt Report [

) . E
| = _ actions for selected users (1)

@ SeNdansMs A Send an Emai @ Send a Letter :ﬂ Change Course Class ‘? Refer to Guidance

N RS

Searq

\ N\ AN
[ Lasth\ame 399747L, Frstname 3997%7L CZIT) € |

-’E’?' Switch to Guidance T—' Syitch Coursg &“ Undo Start Finish on Course r_,’ Finish and Refer B" Export CSV

@ Q0L Awards XML @ TACS/PedrlexD 0 Audit for TACS/PeopleXD Follow Up Consent g Learner Resources

|_(31302221001r|ame 399747L, Firstname 389 = D Q@

20/10/2021 17/05/2022  C326301 ™

Page Size

Note that Learnlers can be viewed and processed by Classes. The buttons below the tabs allow
switching between viewing ‘All’ Applicants and Applicants started on a Class.

The action ‘QQl Awards XML’ creates an XML file with the Learner’s details and Course Modules.
This file can be saved on the NCC User’s local machine. This file can then be uploaded to the QQl
Business System and modified if necessary.
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Learner transfer to TACS/PeopleXD

The option to transfer Learners to TACS/PeopleXD is available from the On Course tab for a selected
Course. (Home>Learner>Manage Course Applications). Select the On Course numbered hyperlink
associated with the Course Title).

Reports | Waitlist | €SS Handled | Referrals | In Progress | Call for Course | OM COuRsE | Finjshed Notifications

Learners, who are On Course, can be transferred to TACS/PeopleXD from the actions for selected
users - panel of the On Course tab. The action is available if the Provider is set up with a Cost centre,
(Training Centres are set up with Cost centres), and the NCC User has Learner Transfer permissions.
The TACS option (either automatic or manual) must be selected on the Course Details page.

To transfer TACS/PeopleXD details an NCC User selects one Learner at a time from the list and
selects the ‘TACS/PeopleXD’ action from the actions for selected users - panel.

r
Search | - _ asdenE (a7 ol weers ()

| Lastname 93741L, Firstname 937410010 @)

@ Sendan SMS A Send an Email @ Send a Letter :0 Change Course Class ‘5‘ Refer to Guidance

—6’ Switch to Guidance 4_—. Switch Course - Undo Start Finish on Course L’ Finish and Refer

@v ExportCsv & Q01 Awards XML (B TACS/PeoplexD

.:9 Audit for TACS/PeopleXD Follow Up Consent § Learner Resources

A pop-up window will open to display the Learner’s TACS and/or PeopleXD data to be transferred.
The Learner’s personal and contact details, and their Course Reference will be displayed.

For both VTOS Core and Youthreach - WAVE 2 Learners, the Programme Category and Code will be
displayed instead.

If the TACS option selected for the Course is TACS (with Clock Cards) — the provider prefix is
displayed under the Clock No./Badge input box, and MUST be input by the NCC User as the prefix to
the Clock Card number.

The TACS/PeopleXD Start Date will default to the Learner start date. The Expected Finish Date will
default to the Course finish date. Both dates can be updated if required.

Both Sponsored and Transfer to TACS Only options default to No, but both options can be updated
if required. If either Sponsored or Transfer to TACS Only options are updated to Yes — the Learner
will only be transferred to TACS. All other Learners will be transferred to both the TACS and
PeopleXD Payment systems.
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Note: The Location is not a mandatory field and can be left blank if the Learner is either a VTOS
Core or Youthreach - WAVE 2 Learner.

Note: For those Learners being transferred to PeopleXD, the Expected Finish Date for the Learners
can be updated.

Lrmsrgrm Twarsnrem Dwraas
Aclelreas P g
AddressT 2481111 Address2 24877110 Lmerichk City

Errumil o]

2481108 pludie D=l 267 TR0
TACSF PaopleXD Start Date Expoctiad Fimish Date
i tli s e 2 0f 202 L
ack Mo Sadge Locaticon Sprarnaread Transfer to TACS Cindy
23 O P -
Camai b Prefs is 1
Ansarried By

Once completed select the Save and Add to Queue button displayed. This will transfer and queue
the recorded data to either TACS only or TACS/PeopleXD for action.

The TACS/PeopleXD column on the course - On Course listing will display a pencil icon
o
when the Learner is keyed in, and, once the

[ ]
Learner is processed and transferred to TACS/PeopleXD, an lock icon will be displayed.

[ ]
A clock icon ™% will be displayed if the Learner is processed and transferred to TACS only.

& Lastname 482574L, Firstname 482574L g g

LW01462113377 11/09/2021 15/11/2021 C€319291 -..,~ Keyed In a
&» Lastname 55023L, Firstname 55023L g g
LW01462113523 28/09/2021 15/11/2021 C319291 Mo TACS a

LW01462113528

‘Lﬁhﬂ"ge 4153011, Firstname 4153011 7 29/09/2021 15/11/2021 C319291

-
TACS/PeopleXD G

If a Learner is starting a new Course, which requires the Learner to be transferred to TACS/PeopleXD,
the Learner must be terminated first from their existing Course, and these Termination details must
be transferred to TACS/PeopleXD before the Learner’s Payment details on the new Course can be
input for transfer to TACS/PeopleXD.

Note: (All Learner’s transfer details are transferred from PLSS to TACS/PeopleXD overnight).
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PLSS - TACS/PeopleXD Reports

The following PLSS Reports are available from the Reports tab for the selected Course for any NCC
User who has permissions for the PLSS Learner Payment System — TACS/PeopleXD functionality.

(Home>Learner>Manage Course Applications> Applications for Scheduled Courses> Select Course).

CSS Handled Referrals In Progress

‘ Reports l Waitlist

Call for Course

On Course

Finished Notifications

Learner Payment System - TACS/PeopleXD reports will be available under the Course Reports

tabbed heading.

Learner Payment System - TACS/PeopleXD

D@M

Show the TACS/PeopleXD Admin info sheet for all "On Course”
Applicants.

G‘D Learner Age Report (Course)
Learners Approaching Age 16 Learners Approaching Age 18

@* Learner Age Report (Provider)
Learners Approaching Age 16 Learners Approaching Age 18

Show Learners transferred to PeopleXD that will be 16 or 18 in
less than 3 weeks time for This Course.

G'D Learner Expected Finish Report (Course)

Show Learners transferred to PeopleXD that are expected to
finish in less than 3 weeks time for This Course.

9

Selected Course Audit Details for transfers to TACS/PeopleXD

Show Transfer Audit details for the Selected Course.

1. PeopleXD Additions -
and/or PeopleXD in a .pdf file.

2. Learner Age Report (Course) and Learner Age Report (Provider) -

Show Learners transferred to PeopleXD that will be 16 or 18 in
less than 3 weeks time for ALL Courses for the Signed in
Provider.

@0 Learner Expected Finish Report (Provider)

Show Learners transferred to PeopleXD that are expected to
finish in less than 3 weeks time for ALL Courses for the Signed
in Provider.

O ram

Generate the Training Allowance Memorandum (TAM) form for
This course where the Applicants are "On Course" and have
NOT been "Keyed Up".

Lists the details of all transferred On Course Learners to TACS

Learners transferred

to PeopleXD who will be 16 or 18 in less than 3 weeks when generating the report. If

selected, this generates a password protected .CSV file. — An email will be sent to the NCC

User’s Email account with the password. Once the password is known to the NCC User and

inserted to the filename, the downloaded report file can then be viewed in Excel.
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3. Learner Expected Finish Report (Course) and Learner Expected Finish Report (Provider) —
Learners transferred to PeopleXD whose expected finish date is less than 3 weeks when
generating the report. If selected, this generates a password protected .CSV file. — An email
will be sent to the NCC User’s Email account with the password. Once the password is
known to the NCC User and inserted to the filename, the downloaded report file can then be

viewed in Excel.

4. Selected Course Audit Details for transfers to TACS/PeopleXD — Displays the Transfer of
Audit Details to TACS/PeopleXD for the select Course for downloading.

PLSS TACS/PeopleXD - Learner Transfer Audit Reports

An Audit report for Learners, Audit for TACS/PeopleXD is available from the On Course tab for a
selected Course. (Home>Learner>Manage Course Applications>Select the On Course numbered
hyperlink associated with the Course Title). The action is available if the User has permissions for

PLSS Learner Payment System functionality.

Waitlist | €SS Handled | Referrals | In Progress | Call for Course ! On Course ! Finished Notifications

To generate and audit a report for any changes made to Learners who have been transferred to
TACS and/or PeopleXD, the NCC User selects one TACS or TACS/PeopleXD Learner at a time from
the On Course list, and, then selects the ‘Audit for TACS/PeopleXD’ action from the actions for
selected users - panel.

F:
Search | - _ s (a7 salEied wnzns (4

| Lastname 93741L, Firstname 93741L 1) @)

@ SendanSMS A Send af Email @ Send a Letter :0 Change Course Class ‘5‘ Refer to Guidance

{c_';’ Switch to Guidance C_—. Switch Course ;* Undo Start Finish on Course L’ Finish and Refer

(B> Export csv

QQI Awards XML @ TACS/PeopleXD

.:D Audit for TACS/PeopleXD Follow Up Consent § Learner Resources

A pop-up window will open to display changes to the Learners Details that have been transferred to
TACS or PeopleXD — e.g., Name, Email address, Date of Birth, SAP Code, Programme Category etc. —
for downloading to a report. Please note that changes to the Learner must be transferred to TACS
and/or PeopleXD before they will included in the report.
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Learner Transfer Audit Details
Learner Audit Details for transfers to TACS/PeopleXD

Changes must be traniferred to CoreMR andfor TACS before they will be included in the report

bl
Learmuer Old Value Changed By
160320310 AFTI45 Firsd Hame Firstnamed S84.3% Firstnamed 584 353
V00 A 14l L I e Lamtnamaed 94 15 Laitramaed i 15X
TG0 AT 189 Corerier (X] [

Page 1of1 | 1

|
5
{

Select the Download Report button.

The Learner Transfer Audit Details will be downloaded. This generates a password protected .CSV
(a comma separated values) file to be downloaded . — An email will be sent to the NCC User’s Email

account with the password.

Once the password is known and inserted to the filename, the downloaded report file can then be
viewed in Excel.

If no changes have been made to the Learner, the following pop-up window will be displayed.

Learner Transfer Audit Details
Learner Audit Details for transfers to TACS/PeopleXD
Changes not yet transferred to PeopleXD and/or TACS are highlighted using the :_g icon.

No changes to the original transfer record!
Download Report

Page 20 of 64



Finished

Once no longer on a Course, a Learner will appear under the ‘Finished’ tab. This action can be
reversed using the ‘Undo Finish’ action.

The action ‘QQl Awards XML’ creates an XML file with the Learner’s details and Course Modules.
This file can be saved 6n the NCC User’s local machine. This file can then be uploaded to the QQl
Business System and modified if necessary.

Waitlist CSS Handled Referrals In Progress Call for Course On Course FINISHED Notifications

actions for selected users (1)

i
[ Lastname 3635h3L, Firstname 363593L C01) €3 |

Y Py
@ Send an/SMS E Send an Email @ Send a | etter ﬁ Update Outcome/Certification Late OQutcome

a‘ Undo Finish G‘P Export CSV @ QQI Awards XML “D Audit for TACS/PeopleXD Follow Up

D
LCO2652010263 %mm_,m Fully Certified 05/11/2020 09/11/2020 05/11/2021 C280297 - ™
& D
. Undo the Course Finish for the

selected Applicants

Undo the Course Finish for the selected Applicants. Applicants will be returned

to the "On Course" queue for this scheduled course.
&* Undo the Course Finish

Waitlist

The Waitlist tab lists all Applications received or in progress, that relate to the same Course

scheduled for the same Programme, running in the same Location, and delivered by the same
Provider. The listing excludes Applicants for the currently viewed Course. These can be found under
one of the Yemaining tabs, depending on the status of an Application. The Ref listed is the reference
number of the Course the Learner was refered to. Ifa = icon is displayed against a
Applicant/Learner, this indicates that the Applicant/Learner requires additional supports.

CSS Handled Referrals In Progress Call for Course on Course Finished Motifications

actions for selected users (1)

Lastname 329004L, Firstname 329004L 9|

4— Switch to This Course

LC02652210351 Lastname 329004L, Firstname 320004L @& 2 #g C» 340106 Received  31/08/2021 ™
LC02652110599  Lastname 127931, Firstname 127031 @& © #g € 313059 Received  26/08/2020 [OJ
LC02652110600 Lastname 109803L, Firstname 109803L @& P #g C® 313059 Received  10/01/2020 ([J

Page 1 of 1
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Reports

The ‘Reports’ tab enables the NCC User to select and print listings of Applicants/Learners at various
stages of the Application/Learning process. It also allows generating additional forms populated with
the Applicant/Learner’s data such as the F103 Training Allowance form. Moreover, a prerequisite
schedule can be produced (i.e., an Interview Schedule) as well as a Courses schedule based on
selected criteria (Scheduled Courses). (See PLSS - TACS/PeopleXD Reports, Page 18).

All documents are generated and can be saved in the .pdf format.

General

E] Class List

Show details of all Applicants who are now "On Course" grouped
by the Class they have been assigned to. The Report includes
Course summary details and Applicant details.

D Class Finished

Show details of all Applicants who have now Finished the
Course. The Report includes Course summary details and
Applicant details.

E] Scheduled Courses

Show details of Courses scheduled based on Advanced Search
criteria. Access this Report from the Calendar List section.

Scheduled

D Interview Schedule

Show details of all Applicants scheduled for an Interview
including the Schedule details.

D Aptitude Schedule

Show details of all Applicants scheduled for an Aptitude
Assessment including the Schedule details.

Learner Payment System - TACS/PeopleXD

D PeoplexXD Additions

Show the TACS/PeopleXD Admin info sheet for all "On Course”
Applicants.

E"’ Learner Age Report (Course)

Learners Approaching Age 16 Learners Approaching Age 18

Show Learners transferred to PeopleXD that will be 16 or 18
in less than 3 weeks time for This Course.

B"’ Learner Expected Finish Report (Course

Show Learners transferred to PeoplexD that are expected to
finish in less than 3 weeks time for This Course.

L) Selected Course Audit Details for transfers to TACS/PeopleXD

Show Transfer audit details for the Selected Course.

Attendance

D Evening Course Attendance Sheet

View the Attendance Sheet for the Evening Course (On
Course Learners).

Course Reports

E] Call for Course List

Show details of all Applicants who have been "Called for
Course”. The Report includes Course summary details and
Applicant details.

() E10s

Generate the F103 Training Allowance form for Applicants
"Called for Course". Access this Form from the "Call for
Course” Tab.

D Discussion Schedule

Show details of all Applicants scheduled for a Discussion
including the Schedule details.

E"’ Learner Age Report (Provider)

Learners Approaching Age 16 Learners Approaching Age 18

Show Learners transferred to PeopleXD that will be 16 or 18
in less than 3 weeks time for ALL Courses for the Signed in
Provider

G"’ Learner Expected Finish Report (Provider,

Show Learners transferred to PeopleXD that are expected to
finish in less than 3 weeks time for ALL Courses for the
Signed in Provider

O

Generate the Training Allowance Memorandum (TAM) form for
This course where the Applicants are "On Course” and have
NOT been "Keyed Up".

D Evening Course Recorded Attendance

View the recorded Attendance for This course (On Course
and Complete Learners).
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Notifications

The ‘Notifications’ tab enables the NCC User to select, view and print listings of notifications for
Applicants/Learners at various stages of their Application/Learning process. These notifications have
been created as templates in the Notifications section of the NCC System and can be either viewed
or sent by selecting the hyperlinks displayed beneath each Notification Title.

Reports | waitlist Referrals | InProgress | Call for Course | On Course | Finished NOTIFICATIONS

Firstname578454 Lastname578454 e
1679 SMS: 0876542991 10:17 @
Created By

Firstname554898 LastnameS554898

16/12/2020
411679 SMS: 0872347818 10:27
Cresied By
Firstnama377171 167674L Lastnamad77171 167674L
16/12/2020
#1679 SMS: 0876792573 10:17

Crested By
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Map

The ‘Map’ tab enables the NCC User to view, select and update the Permanent and Term addresses
of Learners who, are either on Course or who have finished their Course, and have no GEO Code.
Select the Map tab from the Course Applications page. A list of Matched and Un-Matched Learner
addresses (which include both Permanent and Term addresses) will be displayed. By selecting the
numbered Un-Matched hyperlink, this will display those Learners’ (Permanent and Term) addresses
that require Geocoding for that Course.

Applications for Scheduled Courses
Manual Mapping of the Learner Address.

Manual Mapping of Leamer Address{es) for Scheduled Courses with OnCq shed Appiations

Active Courses | Cancellod Course I Mar .

K ( ) 19/04/2022 0 1 1
([ ) 4 22/01/2022 0 @ 4
([ ) d 17/01/2022 0 1 i
Q ( ) 10/01/2022 0 5 s
X ( ) 10/01/2022 0 s 5

This displays a Manual Mapping of the Learner Addresses page for the Learner(s). At the top of the
page the User will see a set of instructions on how to move and re-locate the location marker(s) on
the map. Note that the default starting point for Un-Matched addresses is the Course Venue
Location.

The Learners’ address details are displayed to the left of the map, along with the Latitude and
Longitude coordinates of each location, and, the GEO Accuracy of the mapped location(s), [each
represented in a heat graph].
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l o Back to the GEO Code Course List

Notes

1. To move the Marker: Drag the Marker to the new location, or, Right-Click the new location for the Marker on the map.

2. Default location for the Marker: The Starting point for un-matched addresses is the Course Venue location.

Address 472836 Al Latitude Longitude
[53.288410559870], [-6.369507508972] 5388410550870  -6.369507508972

A
%

Address 474786 5 v
Dublin 10 /Y
{ x
53.288410559870], [-6.369597508972 \ o BROOMHILL
L L L Address 474798, Dublin 16 INDUSTRIAL

This is the Permanent Address

-
Zo
o
=
w
=
o

DUSTR  Select the GEO Accuracy before Saving

Address 474798 ESTAT
Dublin 16
[53.288410550870], [-6.369597508972] 1 ;
— A—
Address 451774 < = - &
Z 3 \ t C cel 2
i 2% (save] (Centre] [Centre All] (Cancel] £
[53.288410559870], [-6.369597508972] 4, &
“ (“)‘
a — g —
Address 451784 ,
Dublin 24 — 5
[53.288410559870], [-6.369597508972] h_._LD v

Mapdats ©2020 Termsof Use  Report a map emor

Once a Map Location icon is selected from the map, a pop-up window will open to display:

e the Learner’s Address Details,

e acoloured set of radio buttons to Select the GEO Accuracy of a location before Saving,

e and a set of buttons to Save, Centre or Cancel the moving of the Map location icon on the
map.

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

e NOTE: The NCC User must select a GEO Accuracy value before selecting Save, to remove
the address from the Un-Matched list.

Once the location has been either modified, saved, or cancelled, either select a new address to
update, or select the Back to the GEO Code Course List link displayed in the page.
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Learner - Manage Applicants

Clicking on the name of a Learner will bring the NCC User to the Applicant Details page.

Alternatively, information about an Applicant can be accessed from the Manage Applicants link.

National Course Calendar

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

Calendar Learner Attendance Notifications

Schedule a Course Manage Course Applications Record Attendance List Templates

List Scheduled Courses Enter Praraquisite Results Create a Template
My Scheduled Courses Manage Applicants Manage Email Disclaimer
Search Scheduled Courses Learnar support Data

Refer an Applicant

Manage Applicants allows the viewing of Applicant Details and their Course Application History.

The Manage Applicants page lists all Applicants for currently or previously Scheduled Courses.

Manage Applicants

List of Applicants for Scheduled Courses and previously Scheduled Courses.

[= T

1906210FA Bloggs, Sarah sarah.bloggs0803322112@plss.ie 0803322112 14/05/2020
4076836EA Bloggs, James james.bloggs0800112213@plss.ie 0800112213 30/04/2020

By selecting the name of a Learner, this will bring the NCC User to the Applicant Details page and
will display tabs that allow the NCC User to review Learner information about past and current
Applications and related events. When selected, the tabs include the following data:
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e Details — General information about an Applicant (Personal Details, Contact Details, etc.).

Details Applications Notifications
Personal Details
PPSN (required) Learner Number
First Name jrequired) Nationality
Firstname 459121L Irish v
Last Name requirea) Country of Birth
Lastname 4591211 Ireland =

e Applications — Lists each Application and further details.

Hotifications | History

Course Applications

Student Mo Tithe Delivered By Lecation Status Stlart Finish

B Call for )
woaToeiE B .. Chlllee S 7]
LwoeramE L, HED Course © @ O

+ Create an Application Page Size 10 20 30 40 50

The dotted icon @
Eligibility, Education/Literacy, Principal Economic Status, Social Inclusion, Applicaton Resources,
and the History of an Application, all of whichafe listed under this Applications tab.

The pen icon @ switches the NCC User to the Manage Applicants page, to manage the Applicant
for the selected Course Apptication.

A payments icon =] will sometimes be displayed to allow the NCC User (with permissions) to
review or record payments for Applicants and Learners for a Course Application.
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Eligibility Details. This page allows the accessing and updating of data relating to an Applicant or
Learner’s eligibility for a given Course.

Datails Applications otificat History

Application 3

Eligibility Education Eccnomic Inclusicn Rasources History

Eligibility

Programme Category Is Eligibde for Course? e

Traineeship Training -

Eligibility Criteria pesees If nat eligible then specify why e
Traineeship Training B

Skills to Compete Initiative? resees

=sa -

Prerequisite Outcomes

View Details

Medical Card Holder?

D Yes
Mo

IMedical Card Mumber frequired Expiry Date (MM/YYYY) frequired)

Check Medical Card

Applicant Welfare Details

D In receipt of welfare payment D Signing for Credits

Duration (Weeks) requieay or, if more than a year Duration (Weeks) requieqy or, if more than a year

_— -

Welfare Payment jrequired) o
4 D Dependent of Welfare Recipient?

Relationship frequired

O Spouse/Partner

O Other

D None of the Above
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Non EEA Applicant
GNIB stamp 47 GNIB Expiry Date Labour Market Permission Letter?
- —
A
FETCH Support Data Application Form Support Data equireq)
O Includes data entered via FETCH O Includes data entered via a Form
Does not include data entered via FETCH Does not include data entered via a Form

pplicant has acknowledged the Data ImpactM

Save Changes

NOTE: When NCC Users are completing Application Support Data tabs, please ensure that the

Application Form Support Data radio button is selected each time and completed for the
Learner, and also, (where applicable), the Learner’s Data Impact Statement tick box, before
saving the changes.

Once saved, the Application Support Data tab flag heading will change from being Not Entered to

either:

Copied In instances where the Application Support Data has been exported from a
Learner’s FETCH account to PLSS.

Awaiting Data Where the Application Support Data has not been completed by an NCC
User or where there are blank data fields in the tab which have not been
fully completed.

Non-Disclosure Where the Application Support Data is incomplete due to Non-Disclosure.

Completed Where all the Application Support Data for that tab has been completed in

full.
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Education/Literacy Details. This page allows the accessing and updating of data relating to an
Applicant or Learner’s Education.

Application =

Eligibility Educatson Economic Inclusion Resowrces History

Highest Formal Education

Highest Formal Education (Level) pegpsed

Other

Can prior learning be recognised?
- v

Has Applicant participated in nen-formal learning (e.g. distance learning courses, private lessons, organised sessions for
on-the-job training, workshops, seminars etc.) in the previous 4 weeks ? e

_—

Learning Supports

Is support required in relation to the English language?

support required in relation to literacy?
support required in relation to numeracy?

support required in relation to Digital literacy?

o

I

n

C] None of the Above

Additional Supports Required? (required)

Describe Learning Support Required equirea)

FETCH Support Data Application Form Support Data pewwes
O Includes data entered wia FETCH O Includes data entered via a Form
O Does not include data entered via FETCH O Does not include data entered wvia a Form

Save Changes
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Economic Status Details. This page allows the accessing and updating of data relating to an
Applicant or Learner’s Principal Economic Status.

Apphcatsamns

Application =

Elsgibyiliey Eduicmtiod Ecoisirme Ineluision Rt es HEory

Principal Economic Status

Principal Economic Status e
~]
Charging the vahes hede will dear all data entered below

Start Date of current Econamic SUatus pegemes

or, if more than a year

.v.
FETCH Support Data Application Form Support Data (required)
() Includes data entered via FETCH (O Includes data entered via a Form
O Does not include data entered via FETCH O Does not include data entered via a Form
=+ Save Changes

If Employed is selected from the Principal Economic Status dropdown, this action will open
dropdowns and fieldnames to relate to the Applicant or Learner’s Job and Employment Type details.

MNot Entered

Principal Economic Status

Principal Economic Status frequirea) Current Job Title
Employed

Changing the value here will clear all data entered below ) .
Duration With Employer

Start Date of current Economic Status preguires
Years (required) Months required

or, if more than a year
— Employment Status rrequied
Employment Type irequirsd)
Employment Tenure trequired;
MNACE Category f known)
MNACE Category - Statistical Classification of Economic Sectors
FETCH Support |Data Application Form Support Data required)
O Includes dgta entered via FETCH O Includes data entered via a Form
(O Does not ificlude data entered via FETCH (O Does not include data entered via a Form

/ = Save Changes

NOTE: All Learhers on Skills to Advance must have a Principal Economic Status of ‘Employed’. The
NACE Categoryf (if known) should also be completed based on the current job title. (Refer to
Appendix — List of simplified NACE Classification Codes — Page 63).

Page 31 of 64



Social Inclusion Details. This page allows the accessing and updating of data relating to an Applicant
or Learner’s Social Inclusion and other personal details.

Dt ails Applications Notifications

Application =

Eligibility Education
Ethnic and Cultural [:] Applicant opted 1o not answer this section
Ethnic and Cultural
i~

If Other, Please specify
How best describes the Applicant [:] Applicant opted to not answer this section
E] One or more of the following

D A parent in a one parent household? D A Dependent in a jobless household?

G.ﬁ- Lependent in & oné panent househald? [:] Part af .:‘,_:-|"---;:. houzehold with Mo

Dependent?

G A parent in a jobless household with

dependants
D Maone of the Above
Do any of the following apply to the Applicant? () Applicant opted to not answer this section
Ex-offender / a substance misuser / homeless (required)
Long Lasting Conditions? D Applicant opted to not answer this section
D One or more of the following Long Lasting Conditions

D Other Illness or condition D Mobility impairment

D Intellectual disability D Vision disability

D Learning or remembering difficulty D Hearing disability

D Psychological disability
D None of the Above
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Unpaid Personal Care O Applicant opted to not answer this section

Do you provide regular unpaid personal care for a friend or family member with a long-term illness, health problem or
disability?

O Yes
D MNo

How many hours a week do you provide this help

Residency status for those outside the EEA (O Applicant opted to not answer this section

Residency Status (Non EEA Cnly)

If Other, Please specify
Length Of Residency
0 Years 0 Months
FETCH Support Data Application Form Support Data requires)
O Includes data entered via FETCH O Includes data entered via a Form
O Does not include data entered via FETCH O Does not include data entered via a Form

£ Save Changes

Application Resources. This page allows the updating of data relating to a Learner’s Application
Resources in either availing of NALA Write-On Courses or accessing FET Cooperation Hours.

S

Details Applichtmng Hotifications

Appheation =

Eligebilsty Eduication CONOIMIC Inchesion Resources History

Application Resources

Availing of NALA Write-0On Accessing FET Cooperation Hours

D Yes D Yes
O Ma O M

This Section is completed by the Course administrator for “COn Course™ Applications.

This can also be updated from the Manage Course Applications/Manage Applicants Section

# Save Changes
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History Details. This page displays an inventory of events recorded for an Applicant or Learner for
the Application.

Motifcaticna

Q I 1 In Progress DF12FA020 10nan

Page Siee 10 20 30 40 50

Page lof1 | 1

e Notifications — Lists all sent notifications recorded for an Applicant or Learner.

Dutalls Applications

Motifications

Datails of SMS, Emall and Letter notifications for this Applicant.

Ref Sent To Type Sent Title

Firsiname3 73242 Lastmame3dT3242
11,/0372019

235459 SM3S: 0BTEE56681 16:30 Miew SM3
Crested By:
Firstnamel 731242 LastnamedTi242
Call For Ewe Course - Call for Course
23549y arter S Generated ' '
Lourse Dowmboad Letter Downboad Letter Group
Firstname 373247 Lastname3 73242
AN02FH019
232499 SMS: DA TEESGEE1 1507 Wisw S5

Created By

e Map - The ‘Map’ tab at Applicant level enables the NCC User to view, select and update the
Permanent and Term addresses of the Learner/Applicant if they have no GEO Code. This will
be indicated by the GEO Accuracy indicator (GEO Matched 0%) displayed in the bottom
right-hand corner of both the Permanent and the Term Address sections of the
Learner/Applicant’s Details page.

Applications Hatifications History

Personal Details

FFSM pagured
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Permanent Address

Address (required)

1 Main Street
Main Townland
Dublin 17

-
El’ Edit the address

Term Address

Address

College Address
City Address
Dublin 4

3
El' Edit the address

GEO MafEhed 0% #

D Term Address same as Permanent Address

GEO Mat{

Select the Map tab under the Applicant Details heading. This displays a mapping of the addresses
for the Applicant/Learner.

At the top of the page the NCC User will see a set of instructions on how to move and re-locate the

location marker(s) on the map. Note that the default starting point for Un-Matched

Applicant/Learner addresses is the Provider Location.

The Learner address details are displayed to the left of the map, along with the Latitude and
Longitude coordinates of each location, and, the GEO Accuracy of the mapped location(s), [each
represented in a heat graph].

Mote: |he sStarting point for un-matched addresses 15 the detault locabon of the current Signed in Provider,

1 main Streat
Main townland
Dwblin 17

153.285410558870]. [-6.369597508972]

College Address

City new

Dublin 4

[53.288410550870], [-6.369507508072]

1. To move the Marker: Drag the Marker to the new location, or, Right-Click the new |ocation for the Marker on the map.
2. Default location for the Marker: The Starting point for un-matched addressas iz the default Iocation of the currant Signed in Provider.

Latitude Longitude
53.288410550870  -6360507503072

o™

x

College Address, City A | BROOMHILL
new,%ublinél I INDUSTRIAL

ESTATE
This is the Term Address
COOKST

INDUSTI
ESTA] Select the GEO Accuracy before Saving

|

O MNear the Address

% W

. ¥

HGFIELD B

a Map data 2020 Temsof Use  Raporta map armor

oy

Groer,,

&
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Once a Map Location icon is selected from the map, a pop-up window will open to display:

e the Learner’s Address Details, - both Permanent and Term Address if applicable. (If the
Term address is the same as the Permanent Address only the Permanent Address will
appear. Updating the Permanent Address will update the Term Address.),

e acoloured set of radio buttons to Select the GEO Accuracy of a location before Saving,

e and a set of buttons to Save, Centre or Cancel the moving of the Map location icon on the
map.

The NCC User can either move the Location Marker 9 by dragging it to a new location on the map
and save the details, or they can [Right-Click] the new location for the 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.

e NOTE: The NCC User must select a GEO Accuracy value before selecting Save, to update the
GEO Accuracy indicators displayed in the bottom right-hand corner of either the Permanent
or Term Address sections of the Learner/Applicant’s Details page.
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Learner - Managing Online Applications for Applicants

Displayed below is an example of the NCC (National Course Calendar) Home Page on PLSS
(Programme & Learner Support System), where an Applicant has been referred for a Course through
FETCH (Further Education and Training Course Hub), which is an Online Application Service. These
Online Applications, once received by PLSS, require validation by an NCC User. This is explained in

the information window displayed below within the NCC Home Page.

e
m Calendar | Learner | Attendance Notifications Provider

A There are Online Application (FETCH) Changes awaiting Validation

1. Changes have been made to Personal Details by existing Applicants and need to be reviewed
2. Changes have been made to the Application Status and need to be reviewed

3. Changes have been made to the Application Support Data and need to be reviewed
select "M

To review the ch Applicants” and follow the highlighted records

National Course Calendar

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

Attendance

Learner

Calendar

Schedule a Course Record Attendance
List Scheduled Courses
My Scheduled Courses

Search Scheduled Courses

Manage Course Applications
sBoacaquicite Results

Manage Applicants

L} e
Refer an Applica

nt

=

Notifications

List Templates
Create a Template
Manage Email Disclaimer

Select the Manage Applicants menu option from the Learner section of the Home Page.

Manage Applicants

List of applicants Tor Scheduled Courses and pravicusly Scheduled Courses,

= —
2I06TOTGA Jlk i (% Hollis Higoinbotham =il GBT-TASEEG0 OB/0S/2017
BT HOEW s Stochen HcBride stephen.mcbride@soladie OBT1IZIAS6TE 004 2007
DRIDHBAWA M Bory Lisnemann [~ OBE-BS2I200 ZB/04/200T
161382604 n Gala Valering [~ OBT4560852 02/05/2017

The resulting page is opengd, and a series of icons are displayed to the left of the Applicant’s Name.

Mollie Higginbotham

AD

mouse cursor:

These icons are explained if you hover over each icon with your
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A This Applicant has made changes to their Profile Online. Please Review the Changes.
-n This Applicant has made changes to their Application or Application Support Data Online.
This Applicant has registered Online, and their details have not been verified.

This Applicant has made changes to their Application Online.

Once the Applicant’s name has been selected from the list, this will open the Applicant’s Applicant
Details page. This will display the Applicant’s Name, and an icon against their name, stating that the
Applicant has made an Online Application through the FETCH Online Application Service.

Applicant Details
Mollie Higginbotham eer=

view Applicant Details, Application Mistory and Netifications sent 1o the Applicant

A This Applicant has made the following changes using Fetch

1. Registered and has not been Verified
Select the Verification Method and then Click the Verify Applicant button.

Verification Method

| -

2. Applications o
Click through to the Applications to Review these changes.

3. Application Supporting Data o
Click through to the Applications to Review these changes.

Details Applications Notifications

PPSN (required)

Beneath the Applicant’s name there is an information window, expl3ining that the Applicant has
made the followjng changes to their Application using FETCH, and these changes will need to be

verified and reviewed by the NCC User.

Click on the down button of the dropdown box, to display the different forms of the Verification

Method made available for selection.
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Applicant Details
Mollie Higginbotham e

view Applicant Details, Application Mistory and Netifications sent 1o the Applicant

A This Applicant has made the following changes using Fetch

1. Registered and has not been Verified
Select the Verification Method and then Click the Verify Applicant button.

Verification Method

I Verify Applicant

2. | Not Validated

ns to Review thege changes.
Invalid Account

Validated - Drivers License
Validated - Passport fotiicatons
Validated - Photo Identity

Validated - Existing Learner

Per

Validated - Birth Certificate

PPSN (required) Learner Number

Select from the dropdown, and then click on the Verify Applicant button displayed next to the
Verification Method section of this window.

Once selected [to either validated or not validated], this will close the section of the window, to
allow the NCC User to then Review the Changes for the Personal Details of the Applicant.

Applicant Detalls
Mollie Higginbotham e

view Applicant Details, Application Mistory and Netifications sent 1o the Applicant

A This Applicant has made the following changes using Fetch

1. Personal Details A
Click to Review these changes. You will be able to Approve or Reject the changes.
Review the Changes

2. Applications &
Click through to thel Applications to Review these changes.

3. Application Suppdrting Data i
Click through to the |Applications to Review these changes.

Details Applications Notifications

Personal Details

PPSM frequired)
Click on the Review the Changes button.

Once the button is selected a window will open, displaying and listing the changes which have been
made online by the Applicant to their Personal Details, and an option for the NCC User to either
Accept or Reject the changes made by the Applicant, through their FETCH account.

PLEASE NOTE: Personal Details changes will only be visible for validated FETCH accounts.
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Accept or Reject FETCH Changes

PLSS Value FETCH Value

>

LastName Lastname 107655 Higginbotham

Address1 Address1 107655 Apartment 12A

Address2 Address2 107655 The Commons

]
e
]
e
—_—
———
M ]
e

Address3

<

Toggle Mismatches Accept All RejectAll

Save Cancel

Once Accepted/Rejected, any changes made to the Personal Details of the Applicant will be
displayed in the Applicant’s Applicant Details page under their Details tab. Once Accepted/Rejected,
and saved, this will close the section of the window, to allow the NCC User to then Review the
Online Changes to the Application Supporting Data for the Applicant.

To Review the Online Changes made for the Applicant select the Applications tab listed below the

information window.

Applicant Details
Mollie Higginbotham e

view Applicant Details, Application Mistory and Netifications sent o the Applicant.

A This Applicant has made the following changes using Fetch

1. Applications &

Click through to the Applications to iew these changes.

2. Application Supporting

Click through to the Appliedtions to Review these changes.

Details Applications Notifications History

Personal Details

PPSN (requirad)
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Applicant Details
Mollie Higginbotham g

view Applicant Details, Application History and Notifications sent 1o the Applicant.

A This Applicant has made the following changes using Fetch

1. Applications an
Click through to the Applications to Review these changes.

2. Application Supporting Data o
Click through to the Applications to Review these changes.

Details Applications Motifications History

Course Applications

Student No Delivered By Location

-
LWiO1462 72517 H
{ ] oo
s
LWOT1452T2542
L 1 1
- ]
LWOBGAZIS54T
£ u 1E
i
LWIOBE1 3402975 L

#+ Create an Application

Pagutol 2 1 F > Lazt

in
Progress

In
Progres

Rescerved

Recadsssd

Finish

= @ 3
@ @ @
@ @
@ @

Page Size 10 20 30 40 50

Select the @ icon to open the Applications tab for the Applicant within the Applicant Details

page.

A This Applicant has made the following changes using Fetch

i
1. .gﬁ!{p“l:ﬂ“-ﬂl‘ls

& through to the Applications to Review these changes.

2. Arpllmtl-nn Supporting Data L
Click through to the Applications to Review these changes.

Details Applications Natifications Histary

AppEcation =

Eligibdlity Education

i Tha Applicant made changes to thelr Support Data on Fatch. Click to Review
i The Applicant has changed the Application Status on Fetch. Click to Roview

Eligibility

With the opening of the Applications tab, the NCC User will see red and green cloud icons, to allow
them to either Review the Changes made to the Learner’s Support Data or the Learner’s
Application Status on FETCH. Once the hyperlinks are selected, they will open pop-up windows,
giving options for the NCC User to either Accept or Reject the list of changes made by the Applicant

to their support details in their FETCH account.
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Once Accepted/Rejected, any resulting Application Supporting Data imported from FETCH will be
displayed for the Applicant on each of the Application tabs, [that is, under the Eligibility, Education
and Economic tabs] within their Applicant Details page.

NOTE: Any updates by the Applicant to their Inclusion Data on their FETCH account will

automatically update the Application Supporting Data for any active Applications for the
Learner on PLSS.

NOTE: If any Application Supporting Data is accepted by the PLSS User, then the FETCH Support
Data radio button will be automatically updated on the Learner’s FETCH account to reflect
this.
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Learner - Learner Support Data

Learner Support Data allows the NCC User to review and update Support Data on those Learners

who are currently on, or, have completed the Course, but have not yet had their Support Data fully
completed.

National Course Calendar

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

Calendar Learner Attendance Notifications
Schedule a Course Manage Course Applications Record Attendance List Templates
List Scheduled Courses Enter Prerequisite Results Create a Template
My Scheduled Courses Manage Applicants Manage Email Disclaimer

Search Scheduled Courses Learner Support Data

Refer an Applicant

Select the Learner Support Data hyperlink from the NCC Home page.

Learner Support Data Status
List By Course

List of Cowrses where Leamers are On Course or Completed and their Support Data has not been completed.,

Active Courgas

! { ) 13 13 13 13 =2
& { ) 13 13 13 13 )
c { ) 5 1 feus)
E i ) 14 7 =
E { ! z 1 =

This will display a list of Courses and tabs (tabs defaulted to Current) where“the Learners are either
On Course or have Completed the Course and their Support Data has net yet been fully completed.

If the NCC User selects each of the tabs (i.e., Past, Current, Future, and Active Courses) to preview

©

icon against any of the Course Titles
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listed, the NCC User will see displayed a list of Learners for that Course whose Eligibility, Education
and Economic Support Data has not yet been fully completed.

The advanced search option, when selected, will allow the NCC User to filter by Programme
Category or By Provider Centre.

Learners Support Data Status
List By Applicants for

List of Learners that are On Course or Completed and the Support Data status.

Back to Course List

o =

Firstname 10363L Lastname 10363L @ Not Entered @ Not Entered @ Not Entered

Firstname 1086551 Lastname @ Awaiting Data @ Awaiting Data @ Awaiting Data

Firstname 1499581 Lastname 1499581 (53 Awaiting Data (=3 Awaiting Data (E+9 Awaiting Data

Firstname 1863221 Lastname 1863221 (&) Awaiting Data (&) Awaiting Data (&9 Awaiting Data

Firstname 225251 Lastname 225250 (&3 Not Entered (&) Not Entered

If the NCC User selects the @ icon against any of the Learners listed they can update the Support
Data for that Learner under either the Eligibility, Education or Economic headings.

If, (for example), the NCC User selects the @
Entered for their Eligibility, this will open the Applicant Details page for that Applicant and display
the Eligibility Support Data section of their Applicant Details record.

icon against a Learner whose Support Data is Not

The NCC User will see that the page is flagged as Not Entered.

Datalls Applications Motifications History

Application =

Eligibility

Programme Category Is Eligible for Course? yeuwsw

CG!1'|I'I'II,|!1I|,:|.' Tralnlng Centres _— w

Eligibility Criteria ... If nat eligible then specify why mou
Cofmmunity Training Centres =

Skills to Compete Initiative? pegess

Page 44 of 64



If the NCC User fully completes the page and saves the changes,

Datails Applications Natifications Histary

Application =

Eligibility Education Economic Inchusion Redources

Eligibility
Programme Category Is Eligible for Course? mew
Community Training Centres YES e

Eligibility Criteria e If mot eligible then specify why i

Community Training Centres =
Skills to Compete Initiative? pegue

YES |~

the flag on this page will change to Completed. If the NCC User then goes back to the Learner

Support Data option and selects the @ icon from the list of Courses, they will see the updated
information for the Learner for that Course. In this example, the Eligibility Support Data for the
Learner has been Completed.

Learners Support Data Status
List By Applicants for

List of Learners that are On Course or Completed and the Support Data status.

Back to Course List

= -

Firstname 10363L Lastname 10363L Completed @ Not Entered @ Not Entered
Firstname 108655L Lastname 1086551 (3 Awaiting Data (3 Awaiting Data () Awaiting Data
Firstname 1499581 Lastname 149958L (&3 Awaiting Data () fwaiting Data () Awaiting Data
Firstname 186322L Lastname 1863221 (=3 Awaiting Data Awaiting Data (s+9 Awaiting Data
Firstname 225251 Lastname 2252501 @ Mot Entered @ Mot Entered @ Mot Entered

Select the Back to Course List tab displayed. The action therefore can be repeated, as Support Data
criteria can be selected for each Course Title and Ledrner, and this Support Data can be entered and
saved as being either Completed, not completed due to Non-Disclosure or Awaiting Data. This
information will be displayed on the List By Applicants for page for each Learner, once entered.
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Learner - Refer an Applicant

National Course Calendar

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

Calendar Learner Attendance Notifications
Schedule a Course Manage Course Applications Record Attendance List Templates
List Scheduled Courses Enter Prerequisite Results Create a Template
My Scheduled Courses Manage Applicants Manage Email Disclaimer
Search Scheduled Courses Learnar Sypport Data

Refer an Applicant

Refer an Applicant allows the NCC User to add new referrals to Scheduled Courses.

If an Applicant had been previously referred on a Course, a new Application can be created from the
existing data. Otherwise, details need to be inputted manually.

Select Refer an Applicant and then select the Refer hyperlink and icon from the list of Courses titles
provided.

Wizard: Refer an Applicant

Step 1 of 4 - Select a Course

Select a Coursa.

1) Select Coursa 3 [2) Seloct the Notification 3 Applicant already axist? :\ 4] Acd the Applicars )

N\
& i ) 00002 08/02/2021  Refer (2}
g { ) S06 01/03/2021  Rafar (2)
& i ) 70013 15/02/2021  Fefer (2)

The NCC User can select a communication type to inform an Applicant about the created referral by
selecting one of the icons, choosing an existing notification template from the dropdown list, and then
select the Next button displayed.
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Wizard: Refer an Applicant
Step 2 of 4 - Select the Notification

Selec Motification.

';I Add the applicant

'Z-;I Applicant already exist?

(2) select the Notification

-D --select a template-- - |
Il \

SMS Follow Up

Successful Application SMS

Select the Notification
Mo notifications have been selected for this Applicant.

Click OK to skip this step?

Cancel

This step can be skipped using the ‘OK’ button, located in the pop-up window, if no notification
templates have been selected from the dropdown list.

Type an Applicant’s PPS Number, in the Search facility displayed, conduct the search, and the
system will check whether the Applicant exists on the PLSS.

Wizard: Refer an Applicant
Step 3 of 4 - Check if the Applicant Exists

The Applicant may already gxist. Please search for the Applicant before continuing.

Select Course (2) Select the Notification | Applicant already exist? (4) Add the Applicant

If the Applicant exists on the PLSS, it will be listed on the page. Select the Applicant’s name or select

the Refer icon displayed. Some of the Applicant’s information [greyed out] will appear on the Add
the Applicant page. Scroll to the bottom of the page to complete the Data Impact Statement and/or
the Referral by Guidance checkboxes.

Wizard: Refer an Applicant
Step 4 of 4 - Add the Applicant

Enter the Applicant Details.

" y
1) Splect Course 2 Select the Hotification 3 applicant already existy 3 (4 ) Add the Applicant 3 cancel wizard
i i

Personal Details

(] o TP,

First Mame s Matiomality

| Fintan William

Last Mame pepses ) Country of Birth

Lastname 23548
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£22 Refer the Applicant
If the Applicant is to be referred for the Course, select the button displayed at

the bottom of the page.

A pop-up window will be displayed for the NCC User, to confirm that the action will create an
Application for the selected Applicant. Once confirmed, select the Yes button displayed within the
pop-up window.

Refer to Course

This action will create an Application for the selected Person
and Course with a status of Received.

Are you sure you want to continue?

—

———N\——
‘ @ Yes l ® No

A successful referral will be confirmed, and the process can be repeated to either refer another
Applicant to the same Course or refer an Applicant to a different Course.

The Referral was successful

What do you want to do next?

Refer to this Course:
- Refer another Applicant to this Course.

Refer to a different Course:
- Refer another Person to a different Course.

All Done:
- No more referrals at this time.

Refer to this Course Refer to a different Course All Done

If an Applicant does not exist on the PLSS, they can be created and saved manually.

I1I Select Course '2' Select the Notification Applicant already exist? Add the Applicant cancel wizard

l Search 789 L

+ Page Size
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Wizard: Refer an Applicant
Step 4 of 4 - Add the Applicant

Enter the Applicant Details.

(1) select Course (2 select the Notification (3] Applicant already exist?

Personal Details

'-_l' Add the Applicant

PPSN (required)

789
First Name gequired) MNationality

First Name is Required
Last Name (required) Country of Birth

Last Name is Required

=’ Save and Refer the Applicant

Previously and newly created referrals can be viewed by selecting Manage Course Applications from
the Learner menu option and selecting the numbered hyperlink displayed ufider the Referral

heading for the referred Course title.

National Course Calendar

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

Calendar Learner Attendance Notifications
Schedule a Course Manage Course Applications Record Attendance List Templates
List Scheduled Courses T o 5 Create a Template
My Scheduled Courses Manage Applicants Manage Email Disclaimer
Search Scheduled Courses Learner Support Data

Refer an Applicant

REFERRALS | 1 progress | Call for Course | On Course | Finished Notifications

Waitlist

LC02652210430 A\ Lastname 4387371, Firstname 438737 &5 D fg C» Received  12/12/2021 O
LC02652210426 &» () Lastname 459358, Firstname 450358 & © #5 ED Received  10/12/2021 )
LC02652210421 ") Lastname 681158, Firstname 681158 @& 2 #g € Received  09/12/2021 [
LC02652210292 ) Lastname 6756106, Firstname 676106 @& 2 fg C» Received  12/11/2021 O

Page 1of 1
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Learner - Enter Prerequisite Results

Some of the scheduled Courses include a screening process, to select the most suitable Learners.
Prerequisites, if any, can be viewed in the Calendar under the ‘Scheduling’ tab for a scheduled

Course.
3 Safety and Health at Work / On Line Delivery
Chelkl g to ralfer Apphcants vo this Coulgs M= The Courss detals were copaed to FARR 09/ 12/ 2021

Advanced Scheduling
Scheduling

InTake
Suhaduled [Sanpla)

Dinpration

Dk Start Duration age Finish Learner Participation {per Woeak)
| oovos/2022 5 | [ wieekrs 10/hg2022 12 Hrs | oo Mins

Application Closing kate
OR0S/Z02T

Work Placsnsnt

Whorklong Day(=) Druration (Far Day)

[o | oo |ves (oo Mirs
Prerequisites

O Aptitude Assessment | | [T Initial Assessmaent | | [T Medical Interview | [ Gardas vetting | | [T) Audition

Scheduling Prerequisites

A screening process can involve several steps. Whenever a prerequisite is added to the Calendar, an
action is added to the panel section of a particular Course under the ‘Referrals’ and ‘In Progress’
tabs. This action allows the scheduling of a prerequisite (e.g., an interview).

Manage Applicants

Referrals by Reference for "Safety and Health at Work / On Line Delivery" (Ref: 3 )
(Code: )
Apphcants Referred to "Safety and Health at Work / On Line Delivery™ only,

The Courne 15 scheduled to run from 09/0%/2022 to 10/06/2022 and the contact 1 C-Flntname25 C-Lastname2 %,
Mobde: OBOOOO002% T Mail: comact. 2% Opliss. bo Vonue :

Heports Waithiat CS5S Handled Rivemnacs In Prograns Call for Course ‘ On Courne Frushrodd Notdic atronn

actzons for selected usecs (3)

[Lastname 2014131, Firstname 2014130 © || Lastname 4508241, Festname 4490240 © |
[ Lastname 4886821, Fustname 4886821 € |

& sendansms BB seodantmal () sendatetter | Wntecvew U Dscusson S5 Refer to Guidance

/S suachioGudince Y Avoicaton Accepted | e\ Unsuccessiul Appicaton =2 Suich Course [0 Expoct csv

Eclow Up Consent

LE02652210429 & Lastoame 201410 Ficstname 2014131 @ © & € Rocarvod 12/12/2021 ~
LC02652210420 & Lastname 4528240 Ficstname 4598241 @8 22 & € Recocved 311/12/2023 [
LC02652210420 £ Lastname 4886821, Firstname 4886621 @ 2 & Recarcod 09/12/2021 [
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Manage Applicants

Referrals by Reference for "Safety and Health at Werk / On Line Delivery” (Ref: 3 )]

(Code: )

apphcants Referred to “Safely and Health at Work [/ On Line Dehvery™ only.

The Coursé 18 scheéduled o run from 09052022 to 10/06/ 2022 snd the contsct 15 C-Firstname2 5 C-Lastname2 5,

Mobide: DB00000025 EMad: contact.25@plss.be Venuwe:

Reports C55 Handlad I Progress Call for Course 0N Course Fashad

| Lastname 2014131, Firstname 2014131 €3 || Lastname 4508241, Firstname 4598241 €3 |
| Lastnama 4886831, Firstname 48385321 ﬂ]

Schedule Details (Interview)
Humbser of people per slot Humbeer of Days Communication Method

l-pﬁ Select 2

Start Date for the Event Timae slot (minutes) + el fall basck: Frthed

o
[
w
£l
§
F

Select the Event Address
[ Select a Verue

type

SEVE ar

The Schedule Details page allows generating interview listings as well as specifying dates and
calculating time slots and breaks. It also allows creating notifications, for selected Applicants, using a

preferred Communication Method and a predefined template.

All Courses with scheduled events are listed under Enter Prerequisite Results.

Entering Prerequisite Results

National Course Calendar

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

Calendar Learner Attendance

Notifications

Schedule a Course Record Attendance
List Scheduled Courses
My Scheduled Courses 3
Search Scheduled Courses Learner Support Data

Refer an Applicant

andge ey

List Templates
Create a Template
Manage Email Disclaimer
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Call Events (Prerequisites)
View and Manage Call Event (Prerequisite) Results for Scheduled Courses

vigw and Manage the Call Event [Prereguisite) Results for Applicants to Scheduled Courses.

ls—cn =3

f 3 07/12/2015 3
E i § OR/O9/ 2016 4
E { } OB/O/2016 4
E} - 08/09/2016 4

displayed at the end of each row, allows the NCC User to access Applicant Call Events (Prerequisites)
details from each Course.

Call Events (Prerequisites)
ALL Applicants for " " (Ref: ) (Code: )

Al Prevequisites for Applicants onfcompleted Course "Office Skills (Community] - fresh copy”.
The contact for this Scheduled Course iz Contact Person.
Hobile: 0871234567 EMall: test@testle Venue:

Back o (he AN Scheduled Courses Hanage Applicants for the Scheduled Course
Aptitude Assesament | Medical | Interview

Il-lﬂl il

|

Aptitude Avpestment Mediol Interview
COC-HGEIT4I Euzhort Cole (1511716 16:00% LIS/12/16 09:45) (2202716 09:30)

Sptituds Assessment
CDO44655743 Emma Bichardson — m_umu

Multiple events scheduled for an Applicant can be listed here. The results can be entered by moving

across the'tabs created for each of the prerequisites.

Call Events (Prerequisites)

ALL Applicants for " (Ref: ) (Code:

All Prerequistes for Applicants on/cowpleted Course "CATERING™.
The contact for this Scheduled CourseNg
Mobile: 654GE46454 EMall;

Interview | Garda Vetting

DOLO441151032 Mona Lisa Medicyl Interview Gard Vetting
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The NCC User selects a tab, then the Applicant(s), and selects the event to enter a result. The results
can be processed in batches depending 6Rthe-Gutcome

Al | Aptitude Assessment | Medical

| Emma Richardson (22/02/2016 10:00) (3 €3||Robert Cole (15/12/2016 09:45)

* Interview

0872222222 08/02/2016 22f02[IDNG 0930

0872222222 08/02/2016 15122016 09:4

08/02/2016 22f02/2016 10:00

Page Sire

]El'l'll'ﬂl Richardson (22/02/2016 10:00) ) ﬁ [m Cole (15/12/2016 09:45) IIE

Outcome (Interview)

Communication Mathod

Antenid — Succanalul Select a comamunication type
Adtendad - Mol Succasahal -GE

Diid Mot Atend = Re-schadule + Al fall Bscke rrcthesd

Did Mot Atend — No dhow

Did Mot Anend — Raler (o Guldanon

Did Mot Anend - Waorking

Did Mot Alend-Mod interested'Cancelad

Camcel

COO4366HT 45 QBFITTIATT OB03 2016 22/02F 2006 OF: 30
CDO4A6EG 745 Bobert Cole 0BF2232222 08022016 15/12F 2006 0945 &=
CDO4AGEIT43 0B/02/2016 22/02f2006 10000

Once saved, the Outcome results are recorded for each Applicant under the associated tab.

COOALL3 4% Botsert Cobe QATI2TI2TT QRO 2006

COOA4669741 GR/02/2016 C% a

"pagenof1|1]
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Viewing Prerequisite Results

Each Outcome is recorded and can also be viewed in an Applicant’s History by selecting the Manage
Applicants menu option, selecting on the Applicant’s name from the Manage Applicants page and
then selecting on the ‘History’ tab displayed in the Applicant Details page.

Home Calendar Leamer Attendance Payments Rotificatbons Provider

Call Events REII

Manage applicatl
ALL Applicants fo
} (Cnde . Enter Prerequisite Re

Enter Prér for Applicants

" (Ref:

All Prereguisites for Applica
The contact for this Schedul
Mobile: 0800001477 EMail

L o

garmer Suppo

Manage Applicants

List of Applicants for schéeduled courses and préviously scheduled courses.

== I

MATSON FIONBARR PATRICK 14/10/2016
STANM CONOR MICHAEL 14/ 10y 2016

Applications Hotifications Histary

Dwatails

Application =

History

Status Event Scheduled

A
In 0302202 02021

L - I Progress 1550
DHscissshon -
; In 03,0202 1
C { } Progress Stephen Mobride 155 0252021

[stephen mohride@iodat ie)

Page Size 10 20 30 40 5

Page 10of3 | 1 2 3 > Last
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Attendance - Record Attendance

m Calendar Learner Attendance Pay rents Hotifications

National Course (i

wid Attendance for Evening Courses

Walcome o the User & National Course can access all the areas.

il
Calendar Learner Attendance
Schedule a Course Manage Courde Applicalicns Record Attendance
List Schadulad Courses Enter Prefequisite Results
My Scheduled Courses Manage Applicants
Search Scheduled Courses Learmner Support Cata

Rafer an Applicant

NCC Users can record Learners’ attendances for selected Evening Courses.
PLEASE NOTE: This option is only available to those Users with Attendance permissions.

Select either Record Attendance from the main headings listed above, or, from the sub heading
displayed in the NCC Home Page. This displays a Wizard to select a Course for recording Attendance.

Select the Course Title hyperlink to view all the Learners for the Course or select the select O
to display all the Week Ending dates for those Learners who have attended the Course.

icon

Wizard: Record Attendance
Step 1 of 2 - Sglect a Course

pplicants for Evening Courses,

Rocord Attendsnce for

SOCIAL MEDLA FOR BUSINESS (MARKETING] - Evenings (2757200 Q7513 102020 5 1 seiea (2
Mgk Deston - Eveninosy (37 56-48) QG 13/02/3030 i L] Sefect @

Page §of 1 |1

Wizard: Record Attendance
Step 2 of 3 - Select a Week

Record Attendance for Applicants for Evening Courses.

elect a Course Select a Week Record Attendance cancel wizard

SOCIAL MEDIA FOR BUSINESS (MARKETING) - Evenings {275720)

Friday 01/05/2020 (5) Selact &)
Friday 08/05/2020 (5) Select @
Friday 15/05/2020 (5) select &
Friday 22/05/2020 (5) Select @

Page 1 of 1 n
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Again, select the select &) icon against the Week Ending date, to display the number of Learners
who are attending the Course for that week.

Wizard: Record Attendance
Step 3 of 3 - Select an Applicant

Record Attendance for Applicants for Evening Courses.

LWO0146274714 ;ﬁﬁzﬁ:ﬁgﬁﬁ g;‘ume 19/02/2020 01/05/2020 )
LW0146273760 % g{’)‘ume 19/02/2020 01/05/2020 1 day(s)
LWo146274239 LASTNamed8asya, o e 19/02/2020 01/05/2020 1 day(s)
LW0146274342 EESTNamedssog. o e 19/02/2020 01/05/2020 1 day(s)

rmanesss o, oo Do

Page Size

Page 1 of 1 n

By selecting the pencil = icon displayed against each Learner, the Learner’s attendance can be
recorded, updated, or cancelled accordingly. Group attendances can also be completed by selecting

e - hyperlink displayed, to highlight all the Learners, and then record, update, or cancel the
selected Learners accordingly. To de-select Learners from the attendance list select the -
hyperlink displayed.

Wizard: Record Attendance
Step 3 of 3 - Select an Applicant

Record Attendance for Applicants for Evening Courses.

'i' 'é' Select a Week '_:3 Record Attendance

Select a Course

SOCIAL MEDIA FOR BUSINESS {MARKETING) - Evemngs {275720) » Week Ending 01/05/2020

l Search

_
LWO0146274714 ',;ﬁitt':.i':‘niggg—‘;:i cDume 19/02/2020 01/05/2020 . m 1 2
_ update cancel
LWO0146273760 % g‘;'urse 19/02/2020 01/05/2020 @ 1 day(s)
LWO0146274239 %m* g’)‘urse 19/02/2020 01/05/2020 @ 1 dav(s)
Lwo146274342 L2stnamedfsss. o e 15/02/2020 01/05/2020 & 1 days)
Lastname300135, Erm 19/02/2020 01/05/2020 @ 1 day(s)

Eirstname300135 Course

Page Size

The Evening Training Course Attendance files are uploaded to SAP on the last Friday of each month.

All updates for Course Attendance must be completed by the NCC User by Close of Business on the
last Friday of each month.
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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 ,

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 Provider.

Notification Templates

List available Email, SMS and Letter Templates.

The Provider section is used with the "Provider Applicants and Learners" messagin

[ Taveication
I Search ‘ O,

Modified Test Template

Learner

25/02/2021

17/02/2021 Learner SMS weqgeew

17/02/2021 Learner SMS Maodified Template from Manage Applicants page
17/02/2021 Learner SMS Modified Template/Manage Applicants
17/02/2021 Learner SMS Maodified 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 Test SMS for Provider

04/11/2020 Prerequisitg Call for a course - Evening course

03/11/2020 Call for Course Sept 20

Prerequisjte

Page Size

‘Pagelof3|1M‘3‘>|Last‘

There are 3 Types of notifications: Email, SM$/(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, SM5 and Letter Templates.

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

Provider

Prerequisites | Payments

Application

Details

i Notifications have been sent using this Template

There were Motifications sent to Applicants using this Template. Any changes made will not affect Motifications that
have already been sent.

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

Please attend {{coursevenuenamel}} on the {{start}} at 9.30am.

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}}]

[Student No. {{studentno}}] [PPS Number (or NINO)?{{ppﬂ}},J [Date the Learner started the Course {{Ieamerstart}}}

Contact & Venue

Course
[vaider {{Drovider}}} [Reference {{@f}}l [Course Code {{m}}] [Course Title {{course}}l [Course Start Date {{stit}},]

[Course Finish Date {{m}}] [MV'S Date {{my}}]

Active Template

@ Back to the Template List B Preview Template [§ i 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 on 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.
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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 I --select the notification area-- | ~ I --select the notification type-- |~

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

€@ Back to the Template List BEi Preview Template B3 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.
[Can ] | tearner | Prereauisites

Details

Title Area Type
[ Enter a title for the Template ] [ Application &7 ] [ sMs ~ l

() single-Use Notification

Message

This SMS Template has used 0 of 800 characters,
Applicant

[ salutation (Mr/Ms) {¢sal}} ] [Leamer's Fullname ({fullhame?} | [ Learner's Firstname {{firstname)} | [ Learner's Lastname {{lastname}} |

[ Learner's Date of Birth {{dob}} | [Leamer's Address (Sinale Line) {{address}} | [Leamer's Emall ({femail)} | [ Leamer's Mobile {{mobile}} |

[ student No. {{studentno}} ] [ PPS Number (or NINO) {{ppsn}} | [Date the Learner started the Course {{leamerstart}} |
Contact & Venue

( Course contact ((coursecontact)} | [ Contact Mobile {{contactmobile)): | [ Centact Phone ({contactphone)}.] [ Contact Email ({contactemail}). |

[LMMMM(,(W)} ] [m{:ﬂuul:ml{(w}l]

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 B Preview Template Create Template
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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 on 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 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.

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

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 opinions of Educaticon 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 scon 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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Appendix - List of simplified NACE classification codes
| Simplified NACE Classification Code ___Employment sector description |

Accommodation & food services

Accommaodation
Food and beverage service activities

Admin & support services
(e.g. security guarding, facilities &
cleaning, call centre)

Employment activities
Travel agency, tour operator and other reservation service and related
activities

Security and investigation activities
Services to buildings and landscape activities
Office administrative, office support and other business support activities

Agriculture

Crop and animal production, hunting and related service activities
Forestry and logging
Fishing and aquaculture

Arts, leisure & other services
(e.g. hairdressing)

Social work activities without accommodation

Creative, arts and entertainment activities

Libraries, archives, museums and other cultural activities
Gambling and betting activities

Sports activities and amusement and recreation activities
Activities of membership organisations

Repair of computers and personal and household goods
Other personal service activities

Activities of households as employers of domestic personnel

Construction of buildings

Construction Civil engineering
Specialised construction activities
Education Education

Finance, insurance & real estate

Financial service activities, except insurance and pension funding
Insurance, reinsurance and pension funding, except compulsory social security
Activities auxiliary to financial services and insurance activities

Real estate activities

Health & welfare

Human health activities
Residential care activities

ICT (including broadcasting)

Publishing activities
Motion picture, video and television programme production, sound recording
and music publishing activities

Programming and broadcasting activities
Telecommunications

Computer programming, consultancy and related activities
Information service activities

Industry fmanufacturing (pharma,
medical devices, electronics)

Manufacture of basic pharmaceutical products and pharmaceutical
preparations

Manufacture of computer, electronic and optical products

Industry/manufacturing (other)

Mining of coal and lignite

Extraction of crude petroleum and natural gas
Mining of metal ores

Other mining and quarrying

Mining support service activities

Manufacture of food products

Manufacture of beverages
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Simplified NACE Classification Code Employment sector description

Industry/manufacturing (other)

Manufacture of tobacco products
Manufacture of textiles
Manufacture of wearing apparel

Manufacture of leather and related products
Manufacture of wood and of products of wood and cork, except furniture;
manufacture of articles of straw and plaiting materials

Manufacture of paper and paper products

Printing and reproduction of recorded media

Manufacture of coke and refined petroleum products

Manufacture of chemicals and chemical products

Manufacture of rubber and plastic products

Manufacture of other non-metallic mineral products

Manufacture of basic metals

Manufacture of fabricated metal products, except machinery and equipment
Manufacture of electrical equipment

Manufacture of machinery and equipment p,e,c.

Manufacture of motor vehicles, trailers and semi-trailers
Manufacture of other transport equipment

Manufacture of furniture

Other manufacturing

Repair and installation of machinery and eguipment

Electricity, gas, steam and air conditioning supply

Water collection, treatment and supply

Sewerage

Waste collection, treatment and disposal activities; materials recovery
Remediation activities and other waste management services

Other

Undifferentiated goods- and services-producing activities of private households
for own use

Activities of extraterritorial organisations and bodies

Professional services
(e.g. legal, accounting & consultancy)

Legal and accounting activities

Activities of head offices; management consultancy activities
Architectural and engineering activities; technical testing and analysis
Scientific research and development

Advertising and market research

Other professiconal, scientific and technical activities

Veterinary activities

Renting and leasing activities

Public admin & defence (e.g. army)

Public administration and defence; compulsory social security

Transport (including courier services)

Land transport and transport via pipelines

Water transport

Air transport

Warehousing and support activities for transportation
Postal and courier activities

Wholesale and retail

Wholesale and retail trade and repair of motor vehicles and motorcycles

Wholesale trade, except of motor vehicles and motorcycles

Retail trade, except of motor vehicles and motorcycles
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