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This guide is for managers using the Skills for Health eLearning platform.

Managers are users which have been assigned the manager role for any user group. This role provides
managers with additional functionality, such as the ability to administer users and create reports.

Cost-effective, quality-assured online learning delivered on a secure, cloud-based online platform, aligned to
the UK health and social care training standards and frameworks.

Courses can be undertaken anytime anywhere and are self-paced allowing learners to bookmark their
progress so that they can complete training in their own time.

=
500,000+ course completions every Our eLearning is quality assured The UK’s leading not-for-profit
year from NHS, private health, and with the Skills for Health Quality online learning provider for health
care organisations Mark to deliver exceptional learning and social care settings

Experts in mapping in stat/man Simple, quick access for existing, Mobile-first training at any time on
learning aligned to the Core Skills new, and returning healthcare staff any device, suited to a remote and
Training Framework to train at pace locally dispersed workforce
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Getting Started

To access Skills for Health eLearning you will need to navigate to
https://elearning.skillsforhealth.org.uk from your web browser:

Your front page includes the following information:

1. Welcome to the platform
2. Loginhere
3. The latest news from Skills for Health

Skills for

Health

SKILLS FOR HEALTH

elLearning

=Welcome

Thank you for using the Skills for Health eLearning platform (previously named National Skills Academy (NSA) Health E-learning), where you can access
our extensive portfolio of national core learning. Please login below.

Please note: The maintenance on this website is complete as of 15th February 2021. If you experience any issues or errors, please contact the help desk for

assistance.

=Returning to the site? =Coronavirus

For the latest information please visit our guidance and
support page here.

This site sets cookies on your computer. These cookies are
essential for the site to work. (&

Username

Forgotten your username or password?
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Logging in

To access Skills for Health eLearning you will firstly need to log in using a unique username and
password.

Navigate to https://elearning.skillsforhealth.org.uk/

Enter your username. This will usually be an email address.

Enter your password.

Click Log in.

You may be prompted to reset your password upon logging in for the first time or if you have been
issued a temporary password.

arwdE

o £
OKI

or
Health

SKILLS FOR HEALTH

elLearning

=Welcome

Thank you for using the Skills for Health eLearning platform (previously named National Skills Academy (NSA) Health E-learning), where you can access
our extensive portfolio of national core learning. Please login below.

Please note: The maintenance on this website is complete as of 15th February 2021. If you experience any issues or errors, please contact the help desk for
assistance.

=Returning to the site? =Coronavirus

This site sets cookies on your computer. These cookies are

For the latest information please visit our guidance and
essential for the site to work. (%)

support page here.

Username

Forgotten your username or password?

»

You must change your password to proceed. = Help
$ Change password :

Username JohnSmith@training.com

The password must have at least 8 characters, at least 1 digit(s), at least 1 lower 8
case letter(s), at least 1 upper case letter(s)
Leamner Support is available
Current password * -] Monday to Friday, 9am until 5pm.
New password * (0]
New password (again) * ®

Save changes
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Trouble logging in

If you are having difficulties with logging into Skills for Health eLearning you can request your
username or reset your password. You will need to know the email address you are registered with.

Navigate to https://elearning.skillsforhealth.org.uk/

Click Forgotten your username or password?

Enter the email address you used to register.

Click Find my details.

If your request has been successful you will receive an email prompting you to reset your password.
This will be confirmed by an on-screen message.

6. Follow the logging in instructions contained within the email to access your eLearning.

arwdE

Skills for
Health

SKILLS FOR HEALTH

elLearning

=Welcome

Thank you for using the Skills for Health eLearning platform (previously named National Skills Academy (NSA) Health E-learning), where you can access
our extensive portfolio of national core learning. Please login below.

Please note: The maintenance on this website is complete as of 15th February 2021. If you experience any issues or errors, please contact the help desk for
assistance.

=Returning to the site?

This site sets cookies on your computer. These cookies are
essential for the site to work. &

Username

Skills for
Health

SKILLS FOR HEALTH

eLearning

-

Please enter the email address you used to register then click on the 'Find my details' button.

»
Ll Email address
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Health

SEILLS FOR HEALTH

elLearning

v

W hawe sent 0 messoge to fhe emall ooddress you hawe on file with oink 10 reset your pasawoed

Skills for Health eLearning: Change password confirmation
'm,m, —— N "

To @ bbb gy

Hiwmre
have: a new p ¥ il g ta the folowing web address:
1 I II.III q-.l LR L LN = . L L] . I N EETE B B N . ]
_I-.I LN | mEEE . III..III..I-II III.-IIIIIIII N e L "

I st il programs, this should appesr as & blue link [ e, 1f then cut and paste ira the atthe ¥ window.

This s o email fre et
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Navigating the site

When you log in to Skills for Health eLearning, you will be taken to your home page. From here you
can access your assigned learning or use the main menu to navigate to other parts of the site.

1. Home — access your assigned learning.

2. Manager Menu — these are additional functions you can access as a manager, including:

¢ Clients/reporting

e Users

o Manager’s guide

Profile details — view and edit your profile or change your password.

4. Course lists — access the courses available to you, including course descriptions, starting a course or
continuing a course you have already started.

¢ ¢

# Home  Certificates & Manager Menu ~ @ John Smith =

w

for
Health

SKILLS FOR HEALTH

elLearning

If you have any queries over the list of courses available below, or you can't find a course that you expect to see, = Help
please speak to your organisation's learning and development team/manager in the first instance, who controls -

access to the list of courses shown.
n_> = Courses started/completed @

Course name Description Attempt Certificates Status B .
Leamer Support is available
_ Monday to Friday, 9am until 5pm.
Conflict Resolution Description Continue course

= Courses not started

‘Course name Description

Conflict Resolution
Equality, Diversity and Human Rights - General Awareness
Fire Safety
Health, Safety and Welfare
Moving and Handling
Privacy and Dignity Start course
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Viewing information for groups you
manage

As a manager, you can view information on client user groups that you manage, such as learners
within each group and courses that are available to them.

Viewing user groups you manage

Follow these instructions to view a hierarchical list of client user groups that you manage.

Navigate to Manager Menu from the main menu.

Select Clients/reporting from the drop-down.

The Browse clients screen provides a hierarchical list of groups you manage.

Beside each group you can click on either Courses or Learners to view more information on these

groups.

5. If you manage a large number of groups, you can use the search function to find the group you
require. Enter part or all of the group name in the Name contains search box.

6. Click Search to bring up all results relating to your search.

7. To return to your full list of user groups, click Clear.

S\

b

# Home % Certificates | HULGEEEANENTES @ John Smith -

le# Clients/reporting

SKILLS FOR HEALTH
& Users

eLearning [Se—a—m

H » _Browse clients

~ Search

15) >

Name contains

Only show active clients ]

= ;
Z]

7 > oo

« ACME Health Care (24 courses) (10leamers)

Heaod Office (24 courses) (10 leamefs)

4 London Hospital (24 courses) (10 lefmers)
Staff Leavers (24 courses) (10 leamners)

Bournemouth Hospital (24 cuurses]fo |learners)
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Viewing course information for groups you manage

These instructions detail how to view a list of courses available to users in a group you manage.

Navigate to Manager Menu from the main menu.

Select Clients/reporting from the drop-down.

The Browse clients screen provides a hierarchical list of groups you manage.

To view the courses available to a group, select Courses beside the group name. The number shown
is the total number of courses available to users in this group.

5. Alist of all available courses for this group will be viewable on screen.

.

# Home & Certificates fERIGGEGERIETTES @ John Smith ~

pPwnNpE

eal
le~ Clientsjreporting

SKILLS FOR HEALTH

& Users

eLearning [

a_> =Browse clients
~ Search

Name contains

Only show active dients []

Select clients to report on or move
~ ACME Health Care (24 courses) (10 leamers)
Bournemouth Hospital J44 courses) (10 learners)
Heod Office (24 coursed) {10 learners)
London Hospital (24 cofprses) ) (10 leamners)

Staff Leavers (24 coursgs) (10 learners)

# Home R Certificates B Manager Menu » @ John Smith ¥

SKILLS FOR HEALTH

elLearning

H—V = ACME Health Care
+ Expand all

~ Stat/Mand (2020)

Conflict Resolution
Learner Support is available
Equality; Diversity and Human Rights - General Awareness Monday to Friday, Sam until Sprm.

Equality, Diversit; and Human Rights - Promating
Understanding

Fire Safety
Heolth, Safet; and Welfore

Infection Prevention and Control - Level 1
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Viewing learner information for groups you manage

These instructions detail how to view a list of learners in a group you manage.

Navigate to Manager Menu from the main menu.

Select Clients/reporting from the drop-down.

The Browse clients screen provides a hierarchical list of groups you manage.

To view the learners within a group, select Learners besides the group name. The number shown is
the total learners in this group.

pPwnNpE

5. Alist of all learners in this group will be viewable on screen.

# Home % Certificates [ NNLLERERYELTES @ John Smith ~

l#* Clients/reporting

SKILLS FOR HEALTH
5 Users

eLearning [

F =Browse clients

~ Search
Name contains

Only show active clients [ ]

Clear

~ ACME Health Care (24 courses) (10 leamners)
Bournemouth Hespital (24 courses) “JL0 learners)

Head Office (24 courses) (10 learnefs)

4 London Hospital (24 courses) (10 lefrners)
Staff Leavers (24 courses) (10 leamners)

H—V =Browse users
11/11 Users
Userful name | contains ¢]
Usemame | containg
Email oddress = contains
Isamanoger [ |
Add a new user
First name f Last
name Usemame email Client Last access Select all
— — iy "W 0 W el “ams mee— e s L o Edit
[SS R = i b B P Select
Password
email
o [ R s - oas o e — e EE— e e e Edit
[ | [ L] w i Select
Password
email
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As a manager, you can view detailed reports on groups you manage, such as details of learners and
their progress with assigned courses.

These instructions outline:
¢ how to select the groups you would like to report on.
e how to choose what to include in your report.
e how to download your report to view in Excel.

Running and downloading a report involves three steps:
1. Selecting groups to report on.
2. Choosing the report type.
3. Viewing and downloading a report.

To create a report, you will first need to identify which client user group or groups to include in your
report.

Navigate to Manager Menu on the main menu.

Select Clients/reporting from the drop-down.

Click Select clients to report on or move.

If your client user groups contain sub-groups, you can expand the list by clicking the arrow next to the

top-level group.

Use the checkboxes to select the group or groups you would like to include in your report.

6. Once you have selected the clients you wish to run a report on, click Report on selected clients.
This will open the reporting options screen (continue to choosing the report type).

7. Toreturn to the Browse clients page click Go back to normal, single client actions.

# Home & Certificates @ John Smith «
Skills for
Health
ealt e < 2

E A

o

ting
& Users

Manager's guide

=Browse clients
Search
Name contains

Only show active clients []

courses) (10 learners)

ol (24 courses] (10 learners)

II ' ACM C:
ead Off cour:
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# Home @ Certificates &8 Manager Menu v @ John Smith =

SKILLS FOR HEALTH

elLearning

=Browse clients

- Search
Name contains

Only show active clients [

ﬂ .

Report on selected clients

ﬂ—’ Go back to normal, single client actions

~ v x ACME Heglth Care []

Bournemouth Hospital [J
Head Office [J

London Hospital O
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2.Choosing the report type

These instructions assume that you have identified the client user groups (step 1) that you would
like to report on and that you are now ready to choose what records to include in your report.

1. Use the report on clients screen to select the relevant information for your report. The options
include drop-down menus to select from.
2. To view the drop-down menus, click on the arrow beside the lists.

#& Home % Certificates &8 Manager Menu v @ John Smith ~
Skills for
Health

SKILLS FOR HEALTH

elLearning

n—> =Report on clients

Reporton  Summary of learners E‘

Learning objects  Courses E‘

Course filter Al E‘ <
Date filter None E|
Between
20 | | January V|| 2021 Mg
and
20 | | January V| 2021 M

Show employeeid [J

Show job description [

Download Excel

Report on

1. Summary of learners — select this if you want to see an overview of _
learner information e.g. total time on the platform studying, total Reporton | Summary of leamers
number of courses/modules in progress or completed. summary of leamers

2. Detail of learners — select this if you want to see detailed
information on learners e.g. individual time spent for each module or
course or whether they are in progress or have completed a course.

Detail of learners

Learning objects

1. Courses - If you only want to see course information for learners, Learning objects = Courses
select this option.

2. Modules — If you also want to see information on the modules for Course filter
each course, for learners, select this option.

Courses
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1. Select a Course from the drop-down to include only information on a specific course in your report.
Hold shift to select multiple courses. If you do not select any courses, your report will contain details
on all courses relevant to the user group/s in your report.

Course filter = All E|
Deprivation of Liberty Safeguards (Dol S}

Driving Guidance for Employees
Diabetes Awareness

Display Screen Equipment

You may want to see specific details of dates that learners have used the platform or taken courses.

1. Date learner completed this course/module — select to view details of courses your learners have
completed.

2. Date learner last studied this course/module — select to view details of learner progress with

courses, including courses in progress and completed.

Date learner registered on site — select to view details of when your learners were created.

4. Date learner started this course/module — select to view details of when your learners first started a
specific course.

w

Date filter = None V

Between
Date learner completed this course/module
Date learner last studied this course/module

Date learner registered on site
and

Date learner started this course/module

1. To use the date filter, you will also need to select the time period you want the data to include, e.g., if
you have selected Date learner started this course/ module on the date filter, you may want to view
this information from 1%t to 30" January only.

2. You can select the dates by using the drop-down, or by clicking the calendar icon.

Between

1 |~ January ¥ 2021 |v

and

30 |~ January > 2021 |~
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3.Viewing and downloading a report

These instructions assume that you have chosen client user groups that you would like to report on
and have selected what data to include in your report. The next step is to view your report online or
download a copy to view in Excel.

1. Select View Report to view your report online. Your report will display on screen.
2. Select Download Excel to download a copy of your report to view in Excel. Your download will start in
your internet browser.

& Home @ Certificates &8 Manager Menu v @ John Smith »
Skills for
Health

SKILLS FOR HEALTH

elLearning

=Report on clients

Reporton | Summary of learners |~
Learning objects  Courses |~
Course filter | Al H
Datefilter | None H

Between
20 E\ January E\ 2021 E\m
and
20 E\ January E\ 2021 Bﬁ
Show employeeid [

Show job description [

» B
View report

'@ Download Excel

-~ -
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As a manager, you can add learners to the platform and provide them with courses to complete.
From time to time you may also need to update learner details, such as their email address. This
section provides step by step instructions on managing your learners and their courses.

Browse or search for users to locate the learner you would like to manage.

1. Navigate to Manager menu on the main menu.

2. Select Users from the drop-down.

3. The following screen allows you to browse users you manage.

4. From this screen you can also add new users to the groups you manage.

5. Perform a basic search for users by entering the user’s full name, username, or email address into the
search boxes.

6. For an advanced search click show more. This gives you more search options to help you locate

your learner, such as the date they last accessed the platform.

7. When you have input all search requirements, click Search to display the results you requested. Your
results will be displayed on screen.

8. To return to browsing all users, click Clear.

# Home % Certificates &b shn Smith »
Skills for |
Health

1 Clientseporting

13 Manager's guide .

A

=Browse users

11 Users

- User full name
»

contains & o]

n H
v

Username

contains ~

Email oddress

containg hd

Isamanager [

n <
- - m h

Show more.

R
>

First name / Last
name Username email Client Last access Select all

- g >

Edit
Select
Password
email
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You can reorder your list of users by clicking on any of the headings at the top of the table.
To view a user’s profile, you can click on their full name.

To email a user, click on their email address. This will open your default email program.
To edit a user’s profile, click Edit.

To select and move a user to another group, click Select.

To send an email to a user so they can reset their password, click Password email.

# Home @ Certificates @& Manager Menu v @ John Smith +
Skills for
Health isamanager [

Show more.,

ogkhwbhE

. Firstname/Last
1 name Username email Client Lastaccess  Selectall
sy . Edit

Select
Password

email
2 1 Edit
Select
Password

email

\

A
H

A 4

Edit
Select
Password
email

Edit
Select
3 Password
email

Edit
Select
Password
email

v

A

A
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Adding a new user

To add a new user you first need to complete the learner’s general details. The second step is to
assign them to a user group to make the correct set of courses available to them.

Navigate to Manager menu on the main menu.
Select Users from the drop-down.
Click Add a new user. Please note users can only be added once.
Complete the general details form.
1. We recommend using the learner’s email address as their username.
2. Required fields are marked with a red *.
Select Force password change to prompt the user to reset their password upon first login.
Scroll down to view the client user groups you manage. Use the drop-downs to add your learner
to the correct group.
7. When complete, click Update profile.

P nNPE

o u

@ John Smith +
Skills for
Health

SKILLS FOR HEALTH

elLearning

=Browse users

11 Users

User full name

Usemame

Email address

lsamanager []

name Username 4 email Client Last access Select all

- om omwd - - - = = - = fimme et Edit
= Select

Password

email
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# Home ® Certificates & Manager Menu ~ @ John Smith ~

SKILLS FOR HEALTH

el earning

~ Collapse all Hel
n =He
~ General P

achel. ining.colf

New password (%) Click to enter text »° Q. E
Fo change (& Learner Support is available

Monday to Friday, 9am until 5pm.

v

Firstname < Rachel o]

Sumame s | Jones

Rachel ining.com

# Home @ Certificates & Manager Menu ¥ @ John Smith +

Skills for
Health

n » w ACME Heclth Care ~ ‘
»

Client =

Bournemouth Hospital e |

Head Office

Stoff Leavers

Learner

Comments:

> Update profile
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Viewing a user’s profile and course progress

As a manager, you can select any of the users you manage to see an overview of their profile and
their available courses.

Navigate to Manager menu on the main menu.

Select Users from the drop-down.

To view a user’s profile, click their full name.

This will take you to the user’s profile screen where you can view the user’s profile information,
courses started and courses available to them.

E A

# Home % Certificates  [L_LLILE R TETE S @ John Smith *

€ or

SKILLS FOR HEALTH & Users

elLearning

=Browse users

11 Users

User full name

contains a

contains

Email address.

Isamanager [

Clear arch
Show more...
Add a new user
Username 4 email Client Last access Select all
e . S SN = S— T Edit
1 —— - = o - il Select
Password

email
S

# Home Q Certificates & Manager Menu v @ John Smith +

Skills for
Health

SKILLS FOR HEALTH

eLearning

= i S

[ jrlirerep—

[ Cient: | Private Organisations / ACME Health Care

‘Wednesday, 20 January 2021, 10:56 AM (2 days 6 hours)
‘Wednesday, 20 January 2021, 10:56 AM (2 days 6 hours)

=Courses not started

Course name Description Start course
Conflict Resolution

Equality, Diversity and Human Rights - General Awareness
Equality, Diversity and Human Rights - Promoting Understanding
Fire Safety

Fluids and Nutrition
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Editing a user’s profile
As a manager you may need to edit a user’s details, such as their email address or password.

Navigate to Manager menu on the main menu.

Select Users from the drop-down.

Click Edit beside the name of the user.

Amend a user’s general details using the form available.

Select Force password change to prompt the user to reset their password upon their next login.
When complete, click Update profile.

ogkhwnNE

#Home @ Certificates [ ANEREREAVEINES

@ lohn Smith v

SKILLS FOR HEALTH ®
eLearning

=Browse users

11 Users

User full name
contains. o
Username
contains.
Email address
contains

isamanager  []

o - |

Show more...

email Client Last access Select all
<&
- P Pl e e [r— et 3
— = o - L Select
Password
email
e

# Home Q Certificates &8 Manager Menu ~ @ John Smith ~
Skills for
Health

SKILLS FOR HEALTH

eLearning

~ Collapse all
=Help
~ General
Username *  3achel. Jones@training.colfy @
New password (@ Click to enter text 4 Q,

p  Force password change () Learner Support is available
5 > Monday to Friday, 9am until 5pm.
Firstname* | Rachel o

Sumame= | jones

Email address*  Rachel Jones@training.com

» Update profile
6 | >
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Assigning a manager to a user group

Managers can view, edit and generate reports on users within the groups and subgroups that they
manage. To assign the Manager permission to another user you must be a manager.

Navigate to Manager menu on the main menu.
Select Users from the drop-down.
Click Edit beside the name of the user you would like to assign as a manager.

Scroll down to view the client user groups you manage.

Use the drop-downs to assign your user as a manager to the correct group.

A user can belong to more than one group, e.g., a user can be a learner in one group, and a manager
in another. Assigning a manager to the top-level group will allow them to view and manage users in all

sub-groups.

oukr wNpE

7. When complete, click Update profile.
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1 Clientsheporting

SKILLS FOR HEALTH
W Users

elLearning
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contains
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isamanager  []

Show more.
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name Username 4 email Client Last access Select all

- - - - = = iE 1 Edit
= W SEET!  fmmm—— 3
Password
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H
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Boumemauth Haspita

Learner

Head Office

London Haspital
Stoff Leavers
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Moving users to another group

Follow these instructions to change the group that one or more of your users belong to. Moving a
user to another group will change the set of courses that they have available to complete.

Navigate to Manager menu on the main menu.
Select Users from the drop-down.
Locate the required user and click Select beside the name of the user.
To move all users, click Select all. This will only select users displayed on the current page.
Users you select will appear in a list at the top of the page.
To clear the selected users, and start your list again, click Clear.
When you have selected all users you wish to move, click Move to a new client.
A new screen will appear with the list of client groups you manage.
To move the users to the new client group, select the name of the new client group.
. Click move these learners to the client. The users will now only view the courses assigned to this

group.
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11 Users
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Show more...

Add a new user
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# Home & Certificates &% Manager Menu ~ @ John Smith ~
g

Health

SKILLS FOR HEALTH
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=Browse users
=Selected users

* John Smith - JohnSmith@training.c om - JohnSmith@ training.com

User full name

contains

contains

# Home < Certificates & Manager Menu ¥ @ John Smith +
lls for

Health

SKILLS FOR HEALTH

elLearning

=Move ALL of the following users:

John Smith
=to:
E ~ New parent
Client ID (populated automatically) | 2087462 -
*
Boumnemouth Hospital
~ ACME Health Care (Demo Account}
P Hospital
Head Office

London Hospital

Staff Leavers

Move these

A 4

There are required fields in this form marked « .
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Archiving a user

Follow these instructions to move one or more of your users to an archive group. If you do not have
an archive group, please contact Skills for Health support.

Navigate to Manager menu on the main menu.

Select Users from the drop-down.

Click Select beside the name of the user.

To move all users, click Select all. This will only select users displayed on the current page.

Users you select will appear in a list at the top of the page.

To clear the selected users, and start your list again, click Clear.

When you have selected all users you wish to archive, click Move to a new client.

A new screen will appear with the list of client groups you manage.

Select the archive group. In this example, we are moving users to the Staff Leavers group.
. Click move these learners to the client. The users you have moved to the archive group will now

have no courses available to complete.
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g
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=Browse users
=Selected users

* John Smith - JohnSmith@training.c om - JohnSmith@ training.com

User full name

contains

contains
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=Move ALL of the following users:
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=to:
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There are required fields in this form marked * .
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SIER{eJ@ Better Better Better
CEUGY Skills | Jobs | Health

Skills for Health (Head Office)
4th Floor, 1 Temple Way,
Bristol, BS2 OBY

E-mail: contactus@skillsforhealth.org.uk
Website: skillsforhealth.org.uk
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