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Scope

This guide is developed to assist with the upload of learner and target/component award details on
a per course basis from the PLSS System to the QBS Certification Request System. Please note that
this process uploads learner and award details in preparation for entering certification results in
support of making QQl certification requests.

It is assumed that the reader is familiar with the use and navigation of the PLSS - National Course
Calendar, PLSS - National Learner Database, QBS System and email. If you are not, please do not hesitate
to contact your PLSS coordinator for the PLSS system and your Quality Assurance contact for QBS System
queries.
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Pre-requisite Requirements

QBS System Access
You will need login credentials to access the QBS website. This entails a login username and
associated password for your centre ID and access to the registered landline or mobile phone.
e l.e., you will need to login using the QQl username and password and then you will receive
a call with specific instructions to follow or a verification code to enter, depending on what
options were selected during QBS setup, to complete the login authentication process.

QBS Coordinator

When a file upload takes place, an email is automatically sent from the QBS system to the
designated QBS Coordinator for your centre. The email provides confirmation of the number of
learners uploaded and details of any ‘Invalid Entries’. Make sure that you know who this colleague is
as access to this email may assist in completing the certification request process.

PLSS - National Learner Database Access
You will need access to PLSS - National Learner Database in order to export an XML file for upload.
e  PLSS will automatically assign a learner group name and export the centre QQl code, target
certification and component award codes and required learner details.
o Important: ensure that all modules to be delivered for the course are selected on PLSS in
advance of creating the export file so that all component details are uploaded.

Email Access

You will need access to the email account used when registering on PLSS. An email is sent with a

password to allow the extraction of a compressed (zipped) folder containing the export XML file.
e For most users, this is your ‘@wwetb.ie’ email account.

Advance Planning

The QBS upload process is intended to assist in automating the upload of award and learner details
from PLSS in support of requesting QQl certification for learners. As such, it eliminates a level of
duplication in manual data entry and resulting errors. The QBS upload file processing and verification
process takes some time to report back that all has succeeded, or otherwise, before actual learner
results can be entered. This can take up to 24 hours. However, this delay can easily be overcome
with some advance planning. Plan to upload all learner groups at least a few days in advance of
when your results are due to become available and ensure that any ‘Invalid Entries’ arising are
resolved.

‘Invalid Entries’ may arise due to a mismatch between data stored on the QBS System and that
stored in PLSS. It is important that all learner details are correct on PLSS before exporting.
Once uploaded to QBS the learner details can't be edited by the user. A ticket must be
submitted to Q-Help to edit learner details.
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Procedure

PLSS System - File Export Process (XML)
1. Logon to PLSS — National Course Calendar (NCC) in order to export the XML upload file.

2. Navigate to Calendar | List Scheduled Courses and search for a course with learners to be
exported (i.e., to be uploaded to QBS).

3. Select the Modules tab and ensure that all QQl modules to be delivered for this course have
been selected, and that no additional QQI modules are inadvertently selected.
a. Take care as selected modules may extend to more than one page.
b. Hybrid (non-QQl modules) can be selected and will not be included in the export file.

This Scheduled Course is Locked & Click here to Unlock it
There are referrals for this Scheduled Course.

It must be unlocked j

Search Applicatiofis Learners Started On Course (2) Jarners (6)

/
2 0 1 7 2 8 Early Childhood Care and Education - Year 1 CS
Details Scheduling Venue Programme Modules Map Unlocks

Assign Modules to the Course

== B ——

Meawe sy Gredts Asemed Vemen
S CHILD DEVELOPMENT - 5N1764 (006693) QQI-FE (5N1764) 15 Yes 1.00 El"
WMANUAL HANDLING FOR WORKPLACE (006805) 1] 1.00 EV,
\KCAREER PLANNING & JOB SEEKING SKILLS (005047) 1] 1.00 Ef,
S EARLY CARE & EDUCATION PRACTICE - 5N1770 (006704) QQI-FE (5N1770) 15 Yes 1.00 Elf‘
wCDMMUNICATIONS 5N0690 (006799) QQI-FE (5N0690) 15 Yes 1.00 Ef,
\KCHILD HEALTH AND WELL BEING - 5N1765 (006682) QQI-FE (5N1765) 15 Yes 1.00 El,
\‘EARLY CHILDHOOD EDUCATION 8 PLAY - 5N1773 (006691) QQI-FE (5N1773) 15 Yes 1.00 EV‘
WWORK PRACTICE-EARLY CHILDHOOD CARE & EDUCATION SN1433b (006908) QQI-FE (5N1433) 15 Yes 1.01 EV‘
QCCUPATIONAL FIRST AID - 5N1207 (006804) QQI-FE (5N1207) 5 Yes 1.00 D

4. Now click on the ‘Learners Started on Course’ link at the top of the course screen to navigate to
the ‘On-Course’ tab in the Manage Course Applications section.

_ Gorey Community School | National Course Calendar  Welcome Training Nine | Settings | Sign Out
mw

Manage Applicants

Applicants On Course "Early Childhood Care and Education - Year 1 CS" (Ref: 201728)
(Code: 598)

Applicants On Course "Early Childhood Care and Education - Year 1 CS".

The Course is scheduled to run from 29/08/2022 to 26/05/20232 and the contact is john browne.
Mobile: 0871234567 EMail: test@test.ie Venue: Gorey, Co. Wexford, Ireland

€SS Handled | Referrals | In Progress | Call for Course | ON COURSE | Finished

| search

PLCD5812210004 Paul, John @ © €D 20/08/2022 29/08/2022 201728 (m]

PLC05812210005 Day, Holly @& & €D 29/08/2022 20/08/2022 c201728 (m]

Page 1 of 1
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5. The ‘QQl Awards XML’ action is only available from the ‘On-Course’ and ‘Finished’ tabs.

a. You may need to upload from both of these tabs if you are uploading learners in
preparation for certification results entry before a course has finished. l.e., where
some learners remain on course and where other learners have either partially
finished the course or left early.

6. The following example exports from the ‘on-Course’ tab.
a. The same procedure applies from the ‘Finished’ tab.

7. Select all learners using ‘Select All’ option located below the right most column (checkboxes).
a. Take care where multiple pages exist to ensure that all learners are selected.
b. Itisimportant that all learner details are correct. Once uploaded to QBS the learner
details can't be edited by the user. A ticket must be submitted to Q-Help.

8. Click the ‘QQl Awards XML’ action from the drop-down list of actions available to create an
export file.

Manage Applicants

Applicants On Course "Early Childhood Care and Education - Year 1 CS" (Ref: 201728)
(Code: S98)

Applicants On Course "Early Childhood Care and Education - Year 1 C5".

The Course is scheduled to run from 29/08/2022 to 26/05/2023 and the contact is john browne.
Mobile: 0871234567 EMail: test@test.ie Venue: Gorey, Co. Wexford, Ireland

Reports €SS Handled | Referrals | In Progress | Call for Course | ON COURSE | Finished Notifications

201728 (CC) +

Search > actions for selected users (2)

s

| Paul, John °|| Day, Holly Q| -

(™ sendansms S Sendan Email () Sendaletter | @ Change Course Class 4@ Refer o Guidance

‘6’ Switch to Guidance 1: Switch Course &" Undo Start Finish on Course L,} Finish and Refer

GD Export CS @ QQl Awards XML Follow Up Consent Ij F103 Training Allowance form

-
3> Leamer Resources

PLC05812210004 Paul, John G5 © €D 20/08/2022 29/08/2022 C201728 ™

PLCO5812210005 Day, Holly G5 © €ED 20/08/2022 29/08/2022 C201728 ™

9. The upload XML file required is now contained within a compressed (zipped) folder and you will
be asked to save this zipped folder to a known location.
a. Save to your desktop or to a known location.
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@ Sovehs x
1 Bl > ThisPC > Desiicp - p
Organize = New toider il - o
Courses Uploadi »  Neeoe e o~
ST e e TN Vi e
Fevew Lists hle
Lerr 201808 e e
2 Oropbox SLA Template Fite
SOLAS Plans fule
@ Onelrive $P8 Actuehs Jan-Sep 2018 o
SPA Comparetive Anatyss YTD e
W Dre <08 Omiecsinns s oAb ook iransferred
2B 30 Objects v < >
File name: | 93204438
Swce a3 type: Compressed {pped) Folder ~
~ Vide Folders [ Cancel -

b. The zipped folder is automatically labelled with a ‘qqi’ prefix followed by the PLSS course
reference number.

C. The saved zipped folder must now be uncompressed. Locate the zipped folder on your
desktop (or other location used) and right-click on the folder icon to select ‘Extract All’
from the pop-up menu list.

| Gtract Compressed (Zipped) Folders

Select a Destination and Extract Files

Extract All... Fies wil be extracted to this foldes

Pin to Start . \Uien Ry Deskicp 20416 Srowie..

v/ Norton Security £ Show extracted files when complete

32 Move to Dropbox

3 12 Share

Open with...

Give access to

Restore previous versions

! Cance
I

d. Accept or change the destination folder location where the zipped file is to be extracted
to and note the saved location for later. l.e., click the ‘Extract’ button to save the
extracted file to a known location.

10. During the extract process you will be asked to supply a password as the zipped folder contains
an XML file with personal data. A password is required to complete the extraction process in
order to view the contents.

3 0% complete

Copying 1 item from qqi204498 to qqi204492

) 0% complete n x
E Extj
SElEth t'\;"‘ More details
Files will be extracted to this folder:
C:\Users\Ray\Degkt: 204408 1 | Browse...
Password needed X |
Stiow eitrictel (") File 'qqi204498" is password protected. oK
Please enter the password in the box
R L
S —

Net | [ Cancel |
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11. The required password is automatically sent to your PLSS registered

email account after the ‘QQI Awards XML’ action was clicked in Step 8 above. It should arrive
within a few minutes of clicking this action.

a. Enterthe password received using copy and paste into the ‘Password’ textbox.

noreply-plss@solas.ie

Password for your recent Download
CAUTION: EXTERNAL SENDER. Do not click links or open

0549

12. The extract process now stores the XML file in a standard (uncompressed) folder with the same
name as the zipped folder. The XML file for upload is contained within this new folder.

5 | = | qqi204498
Home Share View
| E 4 Cut 7 = hd
Pin to Quick Copy Paste -~ Move Copy Delete Rename New = Properties
access #| Paste st it te to - folder - £k
Clipboard Organise New Open
™ > ThisPC > Desktop > qqQi204498 v O

A
~ 2

L] & Date modified
3 Quick access
Desktop X 2| qqi204498 11/02/2019 1
@ Downloads

“=| Documents

)]

| Pictures

13. The file of interest for upload is the XML file shown above. The file will be attached and

submitted to the QBS ‘Upload files’ facility in the next section (see QBS System — File Upload
Process section).

a. The XML file will need to be dragged into the ‘Upload Files’ facility, on the QQl website.

a. Do notinadvertently try to drag the containing folder or the original zipped folder as
these will not be accepted as attachments in the QBS file upload facility.

b.

The XML file can be renamed, if required. The PLSS course reference should be retained
in any new filename. E.g., ‘qqi204498 oncourse’, ‘qqi204498 finished’, etc.
i.  Take care not to change the file type extension ‘.xml’, when renaming.
Changing the XML file name does not change the ‘Learner Group Name’
assigned by PLSS within the XML file content.
C. The ‘Learner Group Name’ is structured as follows:
i ‘[PLSS Course_Reference]-[Local _Code_entered in PLSS]-PLSS’

i. E.g.,204498-07101-PLSS’
iii.

The local code is derived from the award code but can be modified in PLSS.

d. The ‘Learner Group Name’ as shown in the screen grab below will be displayed in the
QBS System. This can be edited, if required.

e. The XML file contents can be viewed by opening it with either Internet Explorer or Edge
browser. The contents often show as blank when using the Chrome browser.

f.

Learner details are removed in the image below for data protection purposes.
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| B causers\Ray\appDatall > | -+ = =] =

O @ @ | files///C:/Users/Ray/2 e

<?xml version="1.0" encoding="IS0-8859-1"?>

- <upload=
- <centre>

<code>71840V</code=

c

<learner-group>

learner, ]

<name>204498-07101-PLSS</name>

- <component>

<ppsn> </ppsn>
<first-name> </first-name>
<last-name> </last-name>
<gender>F</gender>

<dob>uuy way </dob>

- <address>

<linets .
<line2=.... _
<linez>
<linea/>

</address>

w</linel>
T 2fline2s
</line3>

- <certificate

<code>5M4339</code>
</certificate>

- <components

<code>5N1356</codex>
</component>

- <component>

<code=5N0690</codes
</compenent>

- <component>

<code>5N1794</codex>
</component=

- <component>

<code>5SNO758</code>
<fcomponent=

- <component>

<code=5N1279</codes
</component>

- <component>

<code>5N2706</code>
</component=

rnda~ BN Z?0 lenda~.
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14. If you are new to the QBS ‘Upload Files’ process than it might be best to try uploading a single

export file from PLSS and processing this completely on the QBS system, so as to become
familiar with the entire export and upload process and in resolving any issues arising.

15. The QBS ‘Upload Files’ facility allows for up to 10 files/documents to be uploaded at a time.

16. You are now ready to proceed to the QBS ‘Upload Files’ process in the next section.

QBS System - Upload Files Process

1.

Click on the Log-in link on the top right. This
takes you to the two login options shown here.
Click on the ‘QBS Certification Services’ link to

This presents you another couple of options and

again choose the link QBS certification services.

Go to the www.qgi.ie website using the Internet Explorer or Edge browser.

The QQI guide recommends avoiding the use of the Chrome browser as some of the
screens appear differently and there are some reports that the file drag-and-drop facility
and other aspects do not appear to function correctly.

Home > Log-in

Log-in

QBS cetrtification services

QHub

When you are familiar with the entire file upload process you can consider batch
processing, i.e., the uploading of multiple learner group files.

Note: as stated from the outset, advance planning is important as the QBS System takes some
time to process uploaded files. This can take up to 24 hours after the file upload process has
been completed. l.e., before learner certification results can be entered for that course

@

7|Page
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5. You will need your QBS login credentials at this stage.
a. Enter your QBS username and password.

b. You will then need to choose one of the following to complete the login process:

¢ atext message(from Microsoft) with a verification code and enter in the space
provided

or alternatively a phone call (press # key after listening to instructions)

6. Once you are logged in, you are now ready to commence the file upload process. Click on the ‘Upload
Files’ link.

18] aoes - Home « = — = = i h ﬂ.
- 0 a s rroeraaiiems 3 T
[SharePoint

= Weicome to the Certification section of OBS

New Leames Groop VAzard Invasd Entnes

= &
o Manage Leamer Groups

©n how %0 use the System

Leamer Dotats

Sunmission for Cerification

cates 3150 0n Conication e avatadie Fom Mis page

End of Submission Dates

The next theee end of submission dates are

€l 12ren2019 224500
G 12-Ape-2019 224500
Bl 122m-2019 224500

Notice Board

File up-10ad facifity — We have enhanced the file Up-Ioad faciity on GBS. You will receive Progress s-mails fter you upload your files. See page 17 of Guick Guide to OBS Cerumication her:

February 2019 Assessment - Learners are cunenitly being submited for the Febrisry Canicstion pencd whch doses on Tuesday 12% of Fetriasry 2019 1f you have any invaiid Jeaner Guenss. please subm them thiough G- helg
By Thursasy 7™ of Febnsary &3 aner st ale we Canmol GUaaNIEe W

i be atfe 10 Process e n ime fof he Febriuary 2019 assessment
Information regans

Yo,

11 yOu have Sy Issue with the MFA Aising the updated OBS, please rase 8 query in OHELP and sekect 'Updaled GESIMFA issue’ please INCUGE yOut phone mumber W prontise Mese Quenes and wil 1e3pond 85 3000 &3 possile

Informatton regarnsng Generl Data Protection Reguiaton (GOPR) ts avakatie at

ek @ seprcreder A X33O temponsbAle

8|Page



"
~ wwetb
A\ \ Bord Oideachais agus Oilitina

Phort Ldirge agus Loch Garman

N
Guide to QBS Upload Files Process using QQl Awards XML Action in PLSS .//) M L .

7. The QBS website now shows an area where files can be attached using the drag-and-drop
method in preparation for uploading to the QBS System. Alternatively, you can use the Browse
link.

o) ql Filo Upload - OCH Contif t-g. v

¢ 0 0 cenaatie

Search

File Name Uploaded By Uploaded Date

8. While keeping the QBS website open, navigate to the location where you have saved the XML
export file, noted earlier per Step 9.d in the PLSS File Export Process (XML) section, and drag the
XML file to within the drop area highlighted above.

a. Alternatively browse to the file location to attach it.

9. Release the mouse drag button to attach the file in preparation for submission/upload.

a. Confirm that the file has been attached and is displayed in the ‘Attached Documents’ section.

e O a pe/certaqiier_ tayout s cortp aspoe * ™ L w

- -:lj File Upload - Q< Certit X li ~

55, Qar

& smmsmmms—. . File Upload

Please click

s in the area below 10 upload files.

not exceed 10 Mb size

Attached documents.

QUi204498 xmt

Search

Fite Name Uploaded By
QQi204503 xmi sov

Q204496 xmi

] [FO
s ¢ &
g 2 9

Q208499 xmi 40v 06.02.2019 1721 Z g

10. Click the ‘Submit’ button when ready to upload the attached file/s.

11. Note that up to 10 files can be uploaded at a time but the recommendation, at least initially, is
that you should limit to single file uploads so that you can become familiar with the entire
upload process and in resolving any issues arising before proceeding to a batch upload process
for multiple files.
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12. All going well, the QBS website should now show that the file upload
process has succeeded with the status shown as ‘Upload Succeeded - waiting for processing’.

a. The subsequent QBS processing of the upload file/s can take up to 24 hours.

b. The QBS System will send an automatic email to the designated QBS coordinator
confirming the number of learners uploaded and listing any invalid entries.

c. Resolve any ‘Invalid Entries’ and manage learner groups and details using the navigation
links on the left of screen above. E.g., resolve PPSN, learner name, DOB, gender, etc.
mismatches identified. Process learner results and exemption status, etc.

d. You may need to log an issue on Q-Help (https://ghelp.qgi.ie/) if it cannot be resolved
locally and must be addressed by QQl.

® -B] File Upload - QQi Certif [+ v

Qat

Search

Flle Name

Certification Qqi204498 xml

Qqi204503.xm!

QQI204496 xm|

QQI204502 xm!

qQqi204497 xmi

O @ hitpsy//cert.qqi.ie/ layouts/15/Q

File Upload

qqI204498 xmi

Uploaded By
0v
To40v
40v

40v

p, 208085 .Ceny/Pages/TileUpload.aspx
SharePont

@ Success: Your hie was upioaded successiully and will be processed avermight

Please click "browse” link or just drag and drop files in the area below o upload files.
Only xaml files are acceptable
Up to 10 documents can be attached, each file must not exceed 10 Mb sze

Uploaded Date

11-02-2019 12.01
06-02-2019 17.34
060220191731
06-02.2019 1727

06.02-201917°24

Drop an xmi file 1o attach, Of DIowse

o = E!'rX“
* = L@

CL) Upload Succeeded - walting for processing

) Processing Succeeded

/) Processing Succeeded

(+) Processing Succeeded

13. When the subsequent QBS upload processing is successfully completed in the background you
will see the status updated to ‘Processing Succeeded’, per some other entries above.

14. Users of the QBS certification system may be familiar with the type of error messages that can
present and how these errors might be resolved. For others, the ‘QBS Quick Guide to
Certification.NET AUGUST 2018.pdf’ should be referenced in support.

a. E.g.the QBS Quick Guide should be referenced where the file upload process reports

upload warnings and upload fails, per page 18.

b. Links to ‘Manage Learner Groups’, ‘Manage Learner Details’ and ‘Invalid Entries’ are
highlighted above.

Feedback Request

Please report any issues or feedback on the above procedure so that it can be maintained up to date to
ensure that this export and upload process is more widely adopted in support of streamlining the
process of requesting QQl certification for learners.
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Contact Details

PLSS Coordinator — carriesmith@wwetb.ie

PLSS Coordinator — Jamesohanlon@wwetb.ie

Assistant Quality Assurance Officer — edelwalsh@wwetb.ie
Quality Assurance Officer/AEO — alanlarkin@wwetb.ie
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