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Ol ‘ Introduction to Music Tuition v4

Introduction

Music Tuition v4 enables the Local Authority to manage music tuition arrangements, music
applications, student details, ensembles and instrument inventory including, hire and repair.

It also provides support for recording financial transactions, generating invoices and scheduling
communications for those receiving tuition. Music tutor information is maintained including
personal details, list of courses conducted, observations, qualifications, instruments taught,
training history and checks.

The Administration area enables the System Administrator to set up and maintain the key
information used in Music Tuition v4.

Using this Handbook

This handbook is intended for One administrators and users of the Music Tuition v4 application.
The first chapter provides an overview of common functionality available throughout the
application. The second chapter covers the administration of Music Tuition and the rest of the
handbook covers day-to-day usage of the software.

What's New in this Release

This handbook has been updated for the One Autumn 2016 Release (3.61) with the following
changes:

m When setting up a one-day course, it will automatically create a session. For more
information, see Adding a New Course on page 67.

= When adding an applicant onto a multi-session course, it will default to all sessions.
Applicants can be removed from sessions in the normal manner.
For more information, see Adding a New Application on page 80 and Removing an Applicant
from a Session on page 83.

m After migration, invoice points can be created for bases, organisations and people that have
been migrated. For more information, see Migrating Invoice Points on page 52.

m The Local Authority can choose the email addresses that are used to notify applicants about
course information. For more information, see Scheduling Email Options on page 54 and
Using the Scheduler to Send an Email on page 8.

Overview of Music Tuition v4
Music Tuition v4 is accessed from the One v4 Online Home page.
Click the Music Tuition button to display the Courses area.

Music Tuition arrangements are managed using courses with sessions (including recurring
sessions), with which students can be associated via course applications.

Music Tuition v4 Handbook -
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Courses Applcations Traaners Music Reports AdMInESITation Welcome SYGADMIN | Opialee D | Beo | oo

Calendar View Ermor Log

& COurses & Add New Colse

| | 8

nactive T alse (] include Complated Courses (] Courses With Spaces Only

NOTE: Options available depend on access rights granted.

Using Wide View

On some pages containing a large amount of information, the Wide View option enables you to
view the details without having to use the horizontal scroll bar. In wide view, the search panel is
hidden.

Click the Normal View button to display the search panel.

Multiple Tabs

Multiple tabs can be opened within one login session, enabling you to deal with enquiries
without navigating away from your current task.

Collapsing and Expanding the panels

On some tab pages the facility to collapse the panels is available. If required, click the Close All
button to collapse all of the panels as shown in the following graphic:

To expand all of the panels, click the Open All button.

To expand or collapse an individual panel e.g. Course Details, click the expand button adjacent
to the panel name as shown in the following graphic:

_ Music Tuition v4 Handbook
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Setting up Alerts

An alert can be defined to display a message when a particular record is accessed.

More Information:

RG_Online_Common_Alerts.

The following reference guide is available on the One Publications website and on My Account:

Defining an Alert
1. Select the required record.

Appications Trainers Music Reports Adminisiration
Calendar View Ermor Log
@ B L= | PROCESS - 001
" Start Date L 0122014 End Date L 22014 Application Closing Date

Places Availabin ; Piaces Filed : 0 Minirsm Flaces for Vishisy ;

2. Click the Alert button to display the alert dialog.

I B S T ——
PROCESS-001 Alert Messages

No Alerts defined

Alert Messages = Add Alert

3. Click the Add Alert button.

—— e —
PROCESS-001 Alert Messages

N Aledts Safined

4. Enter an Alert Message.

Music Tuition v4 Handbook
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If required, select an Expiry Date.
Click the Save button.

the alert is deleted.

NOTE: If no expiry date is set, the alert message will be displayed each time the record is accessed until

Editing an Alert
Select the required record.

Appications Trainers Music Reports Adminisiration

Calendar View Ermor Log

e i [ w1 | PROCESS - 001 Alert G More cptoes... ¢
T swpaw  :ounmen Do Dole ;30122014 Aplication Closing Date ~ :
Maces Available Places Filled : 0 Mlindmam Maces for Vishisy ©

Click the Alert button to display a list of alerts.

B R e
PROCESS-001 Alert Messages

Course not avavilable........ 15102014 (fjDelete /'Edit ‘

Alert Messages = Add alert

Click the Edit button to display the alert detalils.

P —— ]

PROCESS-001 Alert Messages

Coursn not avanitabie. 1102014

Alert Massages

Course not svavisble

[ 15102012 [iri]

Cancel

The Alert Message and Expiry Date can be edited.
Click the Save button.

Deleting an Alert
Select the required record.

Applications Trainers Music Reports Administration
Catendar View Ermor Log
(=] N, [t wi1 | PROCESS - 001 alert 3 More cptsne... 4
5 Start Date S 0112201 End Date 201 Application Closing Date :
Maces Available Places Filled : 0 linimam Maces for Vishisy ©

Click the Alert button to display a list of alerts.

B R e
PROCESS-001 Alert Messages

Course not avavilable 15102014 {fjDelete /Edit

Alert Messages = Add alert

Click the Delete button for the alert you wish to delete.

Music Tuition v4 Handbook




0N PE

Introduction to Music Tuition v4

A confirmation message is displayed.
Click the Yes button.

Generating a Linked Report

A report can be set up as a linked report via the Reports focus and linked to a specific area
such as a course, instrument, application or trainer.

When you navigate to that area, you can generate the report if you have the necessary
permission.

It can then be accessed via the More Options drop-down.

Click the More Options button to display a list of options.

Select the Linked Report option to display any reports that are linked to this area.
Click the Report Title to start the report process and display a confirmation dialog.

If you want to log the report, click the Yes button. You will then be able to access the output
report via the report log.

Viewing the Report Log/Re-running a Report

Click the More Options button to display the drop-down list of options.
Click the View Report Log option.

If required, to re-run the report, click the Re-run button.

For more information on using the reports functionality, refer to the following reference guide
available on the One Publications website and on My Account:

RG_Online_Common_Reports

Managing Mail Merge

Mail Merge is enabled in most areas of MusicTuition e.g. Courses, Applications ,Instruments,
Ensembles and Trainers. Mail Merge creates a file of exported data on the basis of an SQL
Select Query. This file can be imported into a Word document mail merge.

More Information:

The following reference guides are available on the One Publications website and on My Account:
RG_Online_Administration_SQL Mail Merge

RG_Online_Common_SQL Mail Merge

Search for the required entity to view the details.
Click the More options button to display the drop-down list of options.

Alert |E& More options...

Click the Mail Merge option and then click the Mail Merge link to display the SQL Mail Merge
dialog.
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SQL Mail Merge i

User Name  SYSADMIN Context  TM - Course Detfails

Looking For |SGL Query Name

- 1
SQL Query Name

NOTE: The list of options displayed is managed via v4 Online | Administration | System Admin | SQL
Mail Merge or in v4 Client via Tools | Administration | SQL Mail Merge.

Managing Linked Documents

Documents can be linked to a particular entity. Linked documents can be added in the following
areas:

m Training units.

m Courses.

= Applications.

m Trainers.

® Instruments.

= Ensembles.

m Students.

® Invoice Points.

= Nominal Ledgers.

Viewing a Linked Document
1. Search for the required entity and select it to view the details.

2. Click the More options button to display the drop-down list of options.

Alert ] More options... |

* Linked Reports

¥ Mail Merge
Mail Merge

¥ Linked Documents
Linked Documents

¥ Scheduler

Scheduler

¥ Transfer Course
Transfer Course
¥ Billing

Silling

3. Click the Linked Documents link to display the Linked Documents dialog.
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o New ¥ Delete &/ Open

& Linked Documents 1s2

Templated.docx

&

Term Dates 27apri2.pdf

&

o]

Select the required file and click the Open button to display the Linked File Details window.

Linked File Details

Test 2
File Description

Directory Path | F:

File Name Term Dates 27apriz.pdf |{, Select File

% Open File

xc‘ancel

Click the Open File button.

Adding a New Linked Document
Search for the required entity and select it to view the details.

Click the More options button to display the drop-down list of options.

Alert ] More options... |

* Linked Reports
¥ Mail Merge
Mail Merge

¥ Linked Documents

Linked Documents

¥ Scheduler
Scheduler

¥ Transfer Course
Transfer Course

¥ Billing

Eilling

Click the Linked Documents link to display the Linked Documents dialog.

& Linked Documents 152
o N 0 & Oper

Close

Click the New button to display the Linked File Details window.
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Linked File Details

File Description

Directory Path

File Name {, Select File

|‘_"| Save K Cancel

Enter a File Description.

Enter a Directory Path.

Click the Select File button.

Select the required document.

Click the Save button to display a confirmation message:
Do you want to upload the linked document now?

Click the Yes button.

Scheduling Letters, Emails and SMS

Introduction

In Music Tuition, communications can be scheduled for students who receive tuition and
triggered based on a scheduler event. The communication method can be letter, email or SMS.
Scheduled emails and SMS texts are automatically logged in a communication log for the
training unit. Scheduled emails can have multiple linked documents e.g. pre-course joining
instructions and directions. Place holders can be used for key information, such as course
name, course dates, applicant name and venue.

Scheduled events can be set up at the training unit, course template and course level. Any
scheduled events set up for a training unit or template are default scheduled events which are
automatically inherited by any course created within a training unit or cloned from a template.
Once the course has been created, the scheduled events at the course level are independent of
the inherited events. Therefore, if you edit an event or add an event at the course level, it will not
affect the events for the training unit or template. Also, after a course has been created, if a
scheduled event is edited or added at the training unit level, this will not cascade to any existing
courses, only to new courses created in the future.

Using the Scheduler to Send an Email

The scheduler can be used to send a detailed, customised email by selecting the Email radio
button and entering the details on the Email Details tab. For more information, see Adding a
Scheduled Communication on page 10.

Alternatively, when scheduling a letter or SMS, selecting the Email Also check box sends an
automatic email to each applicant with the selected Application Status. In this case, the email
content is not editable. In the case of an SMS, the email and the SMS are sent at the same time
and have the same content. In the case of a letter, an automatic email is created when the letter
is generated via the Administration | Training Unit | Printing Pending tab and a PDF version
of the letter is attached to the email.

In all cases, the email is sent to one or more email addresses depending on the options selected
on the Administration | Scheduling tab. For more information, see Scheduling Email Options
on page 54.
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‘ NOTE: If new applicants are added after the scheduled date, an email is sent to the new applicants only.

Viewing the Scheduler

1. Search for a course using either the All Courses or Calendar View tab.
2. Select the required course to view the details.

3. Click the More options button to display the drop-down list of options.

4lert [ More options...

Linked Reports
Mail Merge

Linked Documents
I Scheduler
Transfer Course

Billing

Click the Scheduler option and then click the Scheduler link to display the Scheduler Letter /
SMS / Emails dialog.

@ Scheduler Letters /SMS /Emails — Ty (e EI
== Add New Scheduler

Fiters | [

Type Title Schedule/Event Addressee Sent Date\Time Error(s)

Email Application accepled ;ED;’;:‘LEH“ e e fi Delete  Details

Email xco00000t Application - Accepled fi Delete  Details

Email ==

On Gourse End Date i Delete  Details

5. Filters can be used to limit the list:
= Enter a full or partial Title.
m Select a Type from the drop-down list.

6. Click the Details button to display the Scheduler Details.
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@ Scheduler Letters /SMS /Emails - Fw i

Type : Email

Title : | Application accepted )

(® Schedule () Event

Day(s) Scheduled On : n Event Time : | Course Start Date : n
Day Tyve : [Workng Days Tl Werking Hours Dase: [mmimem sl i

Addressee

Application Status * -
ror(s) H

]

Application Received
Date Logged

i)

Accepted
] Sent Date/Time

Applicant Declined

(|

Authority Declined

IS ETE  Email Details | Linked Documents

o o Scrocue

Close

Adding a Scheduled Communica

tion

This option enables an event to be set up in relation to the course start or end date.

1. View the Scheduler for a Course.

For more information, see Viewing the Scheduler on page 9.

2. Click the Add New Scheduler button to display the Scheduler Details page.

6SchedulerLettersISMS/EmaiIsf-' ol R i e R ey LR

@ Letter (O sMS (O Email

(®) Schedule () Event

Email Also []

Addressee

[ A ion Status = =

O

Applicant Declined
Applicant Transferred

Application Received

0Ooagd

Authority Declined

.

Scheduler Details

Cancel ‘l

3. Click the radio button to select Letter, SMS or Email.

NOTE: Selecting Email enables the Email Details tab.

Enter a Title.
Click the radio button to select Schedule.

Enter the number of Day(s).

N o o &

On from the drop-down list.
Select Event Time from the drop-down list.

Select Working Days or Calendar Days from the Day Type drop-down list.

To enable the event to be set up in relation to the course start or end date, select Scheduled
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If Working Days is selected, click the Working Hours Base browse button to display the Base
Search and select a base.

For more information, see Selecting a Base on page 107.

If required, select the Email Also check box (only available if the Letter or SMS radio button is
selected). If selected, an automatic email is sent to each applicant with the selected Application
Status.

Select one or more Application Status. The communication will only be sent to applicants with
this status.

Click the Save button.
Click the Finish and Add to Schedule button.

NOTE: Selecting the Email Also check box for a scheduled letter does not enable the Email Details
tab. An automatic email is created when the letter is generated via the Administration | Training Unit |
Printing Pending tab. For more information, see Using the Scheduler to Send an Email on page 8.

Entering SMS details

SMS text messages can be scheduled to be sent to course applicants via a third party SMS text
messaging provider (fastsms).

NOTE: If your Local Authority uses another SMS text messaging provider and you would like Music
Tuition SMS texts to be sent using that, please discuss this with your Account Manager.

Select the SMS radio button.
Enter a Course Title.
Select the Schedule or Event radio button.

If required, select the Email Also check box (only available if the Letter or SMS radio button is
selected). If selected, an automatic email is sent to each applicant with the selected Application
Status.

Enter the remaining information for this schedule or event.

One or more place holders can be inserted into the body of the text:
a. Select a Place Holder from the drop-down list.

b. Click the Insert Place Holder button.

Enter the Message.

@ Scheduler Letters /SMS /Emails - Database Management System ]

Scheduler Details

O Letter @ sMS O Email

(O Schedule (@ Event
Type : | Course * Status : | Cancelled *
Email Also []

Place Holder : | Course Name Insert Place Holder

Message :

The following course: <=Course Name== has been cancelled due to
unforseen circumstances.

Soe |

Cancel

Click the Save button.
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9. Click the Finish and Add to Schedule button.

NOTE: Selecting the Email Also check box does not enable the Email Details tab. An email and an
SMS are sent at the time of the scheduled event. Both have the same content. Alternatively, a more
detailed email can be sent by setting up another scheduled communication for the same time as the
SMS and selecting the Email radio button.

For more information, see Using the Scheduler to Send an Email on page 8.

Entering Email Details

When the Email radio button is selected, the Email Details tab is enabled to enter a detailed
email message.

NOTE: The From email address for these scheduled communications must be configured in the
CCsSServer Config tool in the Application Servers | Email Settings panel using the field, TM From
Address for Email. If this is not configured, the email will not be sent.

1. Select the Email Details tab.

€ Scheduler Letters /SMS /Emails - Sy s ey b § [x]

Scheduler Details ISUETIWEICTENE Linked Documents
Place Holder : | Course Start Date \nsert Place Holder

Subject:

Body:

Close

2. One or more place holders can be inserted into the body of the email:
a. Select a Place Holder from the drop-down list.

b. Click the Insert Place Holder button.

A Subject can be entered.

Enter text into the email Body.

Click the Save button.

SR L el

If required, select the Linked Documents tab to display the Linked Documents dialog and link
one or more documents to the email.

For more information, see Managing Linked Documents on page 6.

& Linked Documents 152

hw X

7. Click the Finish and Add to Schedule button.
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For more information, see Using the Scheduler to Send an Email on page 8

Scheduling a Letter

Letter defaults are set up for a training unit as Crystal Report templates and are then available to
select when scheduling a letter for a course defined for the training unit.

For more information, see Setting Up and Maintaining Training Units on page 16.

View the Scheduler for a Course.

For more information, see Viewing the Scheduler on page 9.

Click the Add New Scheduler button to display the Scheduler Details page.

6 Scheduler Letters /SMS /Emails - = ¥ | a8

Scheduler Details

@ Letter (O sms (O Email

Title : B
(® Schedule (O Event
Day(s) Scheduled On: | On Event Time : "

Email Also []

Addressee
[J Application Status *

[] Applicant Declined

[J Applicant Transferred
[] Application Received

[]  Authority Declined

Cancel

Click the radio button to select Letter.

Select the required Title from the drop-down list of letter defaults.
Select the Schedule or Event radio button.

Enter the remaining information for the schedule or event.

If required, select the Email Also check box to send an automatic email. For more information,
see Using the Scheduler to Send an Email on page 8.

Click the Save button.
Click the Finish and Add to Schedule button.

Adding an Event

A scheduled communication can relate to an event such as cancelling a course or updating the
status of an application, e.g. an email is sent to confirm a place on a course when the status is
updated to accepted.

Open the scheduler for a course.

For more information, see Viewing the Scheduler on page 9.

Click the Add New Scheduler button to display the Scheduler Details page.
Click the radio button to select Letter, SMS or Email.

Select a Title.

Select the Event radio button.
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@ Scheduler Letters /SMS /Emails - Tas Meal

@ Letter (O SMS (O Email

(O Schedule (&) Event

Type :‘ ”‘ v ‘ Status :

Email Also []

Scheduler Details

0
o
B
i

Select a Type from the drop-down list.
Select a Status from the drop-down list.

If required, select the Email Also check box.
Click the Save button.

9 Scheduler Letters /SMS [Emails - mrw mas

Cmad Detats | Linked Documents

| SBeheduler Detsls

Type : Cmall

[Finish and Add to Schedule]

Click the Finish and Add to Schedule button.

Accessing Help and More Information

To access the help file, click the Help button

More Information:

Advice to LAs Migrating Music Tuition Handbook.
Reference Guides are quick high level ‘how to’ guides outlining specific v4 processes.

These are available on the One Publications we

bsite and on My Account.
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02 ‘ Setting Up and Administering Music
Tuition

Before using Music Tuition v4 there are certain areas that need to be set up and user
permissions must be assigned. The Administration area enables the System Administrator to
set up and maintain the following information:

m Training Units.

= Venues.

m Organisations.

m People and Roles.

m Course Analysis.

= Invoice Points.

= Nominal Ledger Accounts.
m Discount Defaults.

= Bulk Applications Invoicing
= Migrate Invoice Points

m Scheduling.

Setting up Permissions

NOTE: For detailed information regarding the permissions required, refer to the Advice to LAs Migrating
Music Tuition handbook which is available on My Account and on the One Publications website.

System Administrators need to set up user accounts and assign permissions to enable users to
access the Music Tuition area of v4.

One user accounts and membership of user groups are set up via the One v4 Client.

Permissions are assigned to groups of users in the v4 Client via Tools | Permissions | User
Group Processes as shown in the following graphic:
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] Save

= r UL Il [Training Hanager & Music =

01. Main Processes
Processes

(02 Business Processes &

MName Read Read-Write

[l Training Manager & Music
Applications.

Applications - Individuals (unmatched)

Read-Write-Delete Deny

Applications - Transfer to another
Bulk Delete Individuals Routine

Courses

Courses - CancelReinstate Course
Courses - Transfer to another Unit

Ensemble - Membership

Ensembles

Import Course Analysis

- Hire and Repair

- Inventory

S%%% 6% (b6

=

:

Scheduled C i Error Log
Scheduled Communications Set up &y
Trainers £
Trainers - Checks

Trainers - Observations.

Trainers - Subjects and Qi

Trainers - Training History

Training Units - Add p
Training Units - Maintain %
Training Units - User Groups. %
Venues p

%[00 %|G

%

NOTE: Users cannot access the Music training unit if they are not a member of a user group which has
been assigned permissions to it via v4 Online | Music Tuition | Administration | Training Units | User
Group. This includes System Administrators.

More Information:

Advice to LAs Migrating Training Manager or Music Tuition to v4 handbook
One System — Users, Groups, Permissions handbook
RG_Permissions_User Group Permissions Reference Guide
RG_Permissions_User Group Processes Reference Guide

These are available on the One Publications website (www.onepublications.com) and on My Account.

Setting Up and Maintaining Training Units
Training units are business units within the local authority that are responsible for managing
their own training courses.

A Music Tuition training unit is created when the module is migrated from v3 to v4 or when a v4
license is installed. All music specific courses are administered using this training unit. If your
Local Authority also has a licence for Training Manger v4 then, subject to permissions, you will
be able to add and update other training units. If there is no Training Manager v4 licence, then
only the Music Tuition training unit can be managed.

Default values defined for a training unit are applied to all courses created for the training unit.

Viewing a Training Unit
Select the Administration area.

Select the Training Unit tab to display the Music Tuition training unit. a list of available training
units.
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b | Helo | Looos

Ona Home Courses Applications Trainars
Irwoice Posis

e Organisation Paople Rokes

Nominal Ledgers  Discount Defaults  Bullk Applications Invoicing

Import Course Analysis  Investe Points
Scheduling

@ No Training Unit Selected

& Training Unit

tnactive [ Al Menw Training Uni

3. If required, select the Inactive check box to include training units that are inactive.
4. If required, filter the list by entering one or more characters of the Training Unit Title.

5. Click a training unit in the list to display the details.

Mol | Logout

Cpon ow Tt |

Welcsme SYSADMIN |

Trainers Risports

Courss Applcations

| One Home

Venus Crgansaton People Roles  Imporl Cowse Analysis  Invelce Points  NominalLedgers  Discount Defautts

4@ MUSIC TRAINING | MUSIC

oo T Y B B Y

Duan A | Cigwn &

Mart g morm optione... 4

¥ Tralning Unit Detalls
Code :MUSIC Tithe : |MUSIC TRAINING |
Active : o

¥ Training Unit Defaults

Coursa Start Tine ; | |= Course End Time : | Ol

Infer Acceptance from Receipl of Application [ 7] wvoice Prefix 1| MUSI i

¥ Letter Defaults A%
W Lattor Dofautt to display.
¥ Music Defaults

Security Number mandaiony cn instnaments O

Manulacturer's Serial Number mandatory on Instiuments - )

Editing a Training Unit's Basic Details

1. Select the required Training Unit.
For more information, see Viewing a Training Unit on page 16.

Invoice Poinls  Nominal Ledgers  Oiscount Detauts

Import Counse Aratss

Peapie Roles

feram Crgansatin

4 MUSIC TRAINING | MUSIC

OonAp | Gimn A

¥ Training Unit Details

Code 1 MUSIC Title: [MUBIC TRAINNG

Active : A
¥ Training Unit Defaults

Cosene Slast Time ¢ I Courss Fnd Tinn ;| [w

Inser Accepiance from Heceipt of Application ] Invoien Protix 2 fms

mvoice Report ¢ A\

¥ Letter Defauits <2
W0 Letter Defaull (o display.
¥ Music Defaults
Sacuniey Numbes mandstory on instramants =]

Manutscturer's Sevial Mumber mandatory on Instroments : [

2. If required, edit the following details on the Training Unit Details panel:

= Title.
= Active check box.

3. Click the Save button.
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If required, edit the following details on the Training Unit Defaults panel. The training unit
defaults pre-populate the information on any courses created in the future under this training
unit:

m Course Start Time.
m Course End Time.

m Infer Acceptance from Receipt of Application check box.

NOTE: Selecting the Infer Acceptance from Receipt of Application check box accepts applicants onto
courses automatically and assigns a status of Application Accepted.

® Invoice Prefix.

= Invoice Report.

NOTE: The Invoice Report should be used to select the Crystal report template which will be used to
generate invoices. This must be set up to expect the Print ID parameter. When generating invoices, the
PRINT_ID field is populated automatically. It is passed to the Crystal report in order to populate the
template with the selected invoice details.

Course Start Time : [02:00 _ [#] Course End Time : [13:00 _ [a]
Infer Acceptance from Receipt of Application [ Invoice Prefix | TRIG :

Invoice Report  : ‘ Invoices by Bases template | 8

Click the Save button.

If required, click the Add button to add a new letter default. This is used to set up a Crystal
Report that can be selected when defining a schedule:

a. Enter a Title.
b. Select a Report Letter from the browse of standard report letters.
c. Click the Save button.

P

If required, click the Edit button to update a letter default:

a. Enter a Title.

b. Select a Report Letter from the browse of standard report letters.

c. Click the Save button.

If required, click the Remove button to delete a letter default.

If required, edit the Music Defaults panel:

a. Select or deselect the Security Number mandatory on Instruments check box.

b. Select or deselect the Manufacturer’s Serial Number mandatory on Instruments check
box.

Adding a User Group to a Training Unit

When a training unit is created, One automatically creates a user group with the same name.
The System Administrator and, if applicable, the user that created the training unit are
automatically defined as members of the user group.
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NOTE: When a new user group is created, it is automatically granted read-write access to the Training
Manager and Music business process. No other permission areas are automatically granted, so the
System Administrator should consider what other permissions are required, e.g. under Student Data.
The System Administrator should consider the access rights to this training unit required by other users
and consider adding other user groups to the training unit, or other users to the user group.

Additional user groups can be added to a training unit as follows:
Select the required training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the User Group tab to display the user groups with access to this training unit.

| @ LA Training Unit | LA1 T

ot Traking Ut 9 Normad view
IR - D e e e e

Name

f Removy

Click the Add button to display the Select User Group window.

& Select User Group [x]

"H

Oo0o0Doo0oo0oo0ooooid

Ca

If required, enter a partial User Group Name to filter the list.
Select one or more check boxes to select the required user groups.
Click the Select button.

NOTE: Only users in user groups with access rights to the training unit are able to view and edit courses
managed by that training unit.

Removing a User Group from a Training Unit

The original user group, which is created automatically when the training unit is defined, cannot
be removed, although its permissions can be reduced and updated via v4 Client. Other
manually-defined user groups can be removed as follows:

Select the required training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the User Group tab to display the user groups with access to this training unit.
Click the Remove button adjacent to the user group.

A confirmation message is displayed.

Click the Yes button to remove the user group from the training unit.
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Adding Application Priorities

An application priority can be defined for a base or school. Any application received for that
base or school, for any course under the given training unit, is given this application priority. This
is displayed on the application and can be manually reviewed for oversubscribed courses to
decide which applicants to offer a place. Also if the base is selected as an invoice point, this
application priority is applied.

NOTE: Application priorities values are configured by a locally configurable Application Priorities lookup
that can be managed via v4 Client | Tools | Lookups (Table ID: 0402).

To add a new application priority:
Select a training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the Application Priorities tab.
Click the Add button.

Click the Base Name browse button to display the Base Search dialog and select a base.

For more information, see Selecting a Base on page 107.
Select an Application Priority from the drop-down list.
Click the Save button.

Editing Application Priorities
The application priority can be edited by choosing a different value from the drop-down list.
Select a training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the Application Priorities tab.

% LA Training Unit | LA1 bivt G Wore ooions

 osic oot | s oy [Qnmmmm—— T e e
Application Priorit o+ g
Filter ,—

Click the Edit button.
Select an Application Priority from the drop-down list.
Click the Save button.

Removing Application Priorities
Select a training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the Application Priorities tab.
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% LA Training Unit | LA1

I TR v T e e
Application Prioritles A0d

Y

Fre— Sehool Nusbar Tasn Typa Appeanon Pronry

Click the Remove button.
A confirmation message is displayed.
Click the Yes button to remove the application priority from the training unit.

Adding Analysis Defaults

Course attendees can be asked to provide graded responses to a series of pre-defined criteria
as part of their course feedback. The criteria are defined via the Analysis Defaults tab and are
inherited by all courses and course templates created for the training unit.

Select a training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the Analysis Defaults tab.

Click the Add button.

Enter a Criteria Label.

Select a Criteria Type from the drop-down list.
Click the Save button.

Deleting Analysis Defaults

If the analysis defaults have been used in a course analysis, the delete button is disabled and
they cannot be deleted. To delete other analysis defaults:

Select a training unit to display the details.
For more information, see Viewing a Training Unit on page 16.

Select the Analysis Defaults tab.

Click the Delete button.

A confirmation message is displayed.

Click the Yes button to delete the analysis default.

Adding Additional Questions for a Training Unit

Additional questions that you want to ask course applicants can be defined for a training unit.
They will be inherited by any courses or course templates created for the training unit.

These questions can be set up to capture applicant’s special needs when attending training
courses e.g. dietary requirements, special access needs.

@ LA Traiming Unit | LAT Hert g8 more optises... 4

User Geoup | Applcation Prioriies | Analysis Defaults | Oniine Defauts EERTTTRRE TR

detaits to desplay.

Select a training unit to display the details.

Music Tuition v4 Handbook _



N o o &

Setting Up and Administering Music Tuition

For more information, see Viewing a Training Unit on page 16.
Select the Additional Questions tab.
Click the Add button to display the Add Additional Question page.

%@ LA Training Unit | LA1 \

Add Additional Question

Type : - Mandatory : [

Select a Type from the drop-down.
Enter the Question.
If required, select the Mandatory check box.

Enter other details depending on the Type as shown in the following graphic:

% LA Training Unit | LA1
— - ) iormal View

o ol s | s | i s . SR it | —

Add Additional Question

Type + | Resvotsetion "l Mandatory : [

Skl T roquired Cokur 1

Question B

RadicRution Values  : ) Lodkup (3) Maral Entry

JUTEY E | 4noay

[Vhies

e i Bamov

Click the Save button.

Editing Additional Questions for a Training Unit
To edit the additional questions for a training unit:

Select a training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the Additional Questions tab.

% LA Training Unit | LA1 et TG Mare opbors.. 4
W el Tranna Und (S8 Homal view

Order

Mandatory

Mo W Dosste  Dotads

Click the Details button to display the Additional Question Details page.
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% LA Training Unit | LA1 . ‘

I I e T e v T I

Manaiory -

tha required colour for the tet

RadioBution Velues  © () Lookup (8) Manual Entry

Values 1 o A

Ginan & Fonn
& Repore

Edit the details of the question as required.
Click the Save button.

Managing Pending Prints

When a letter is triggered by the scheduler for a course, it placed in the printing pending queue
for the training unit.

Reports that are pending for the training unit can be viewed as follows:

Select a training unit to display the details.

For more information, see Viewing a Training Unit on page 16.

Select the Printing Pending tab to display any pending prints for the training unit.

@ TEST |

Generating Letters

When you generate a letter, One generates each report and converts it to PDF format. It is
logged against the application as a Linked Report and a zip file is created. The report is
automatically removed from the printing pending queue after it is converted to PDF.

NOTE: There is a maximum number of reports that can be generated. This limit is set in the Application
server (application.ini file) and is initially set to 20. To ensure users achieve optimum performance when
running this routine, the maximum limit can be configured by the Local Authority in the CCSServer
Config tool. This is configured in the Application Servers | Application Server Settings panel using
the field, Maximum Number of Scheduled Letters for Printing.

Select the check box adjacent to each report for which you want to generate a letter.
Click the Print button.

An error message is displayed if the maximum number of items is exceeded.

When the reports are converted to PDFs, a completion message is displayed.
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Printing the Letters
After the letters have been generated, you can download the PDFs for printing and distribution.

Click the Download Zip button to display the Linked Documents window.

& Linked Documents 31

X Delete £/ Open

File Description File Name Create Date -

Logged Report 31_29M10/2014 10:06:46.zip  10i29/2014 10:06:46 AM L7 )]

Logged Report 31_29/10/2014 14:50:19.zip  10/28/2014 2:50:26 PM o =

Logged Report 34_29/10/2014 10:06:57.zip  10i28/2014 10:06:58 AM @

Logged Report 31_29/10/2014 10:42:51.zip  10/29/2014 10:42:52 AM \\!

Logged Report 31_29M0/2014 10:42:57.zip  10/29/2014 10:42:58 AM (7]

Logged Report 31_29/10/2014 10:43:04.zip _ 10i29/2014 10:43:04 AM 7T e
‘ Close ‘

Select a report and click the Open button to display the Linked File Details.

Linked File Details
Logged Report
File Description
Directory Path
File Name 31_25/10/2014 10:06:45.zip 4, Select File

% Open File x Cancel

Click the Open File button and save the zip file.

The saved file can be unzipped to print the individual letters.

Managing a Training Unit’'s Communication Log

When the scheduler is used to send out emails or SMS messages these are automatically
logged in the Communication Log for the training unit. These communications can be viewed
and new communication items can be added.

Viewing the Communication Log
The details of those communications can be viewed as follows:

Select a training unit to display the details. For more information, see Viewing a Training Unit on
page 16.

Click the More Options button.

Alert &] More options...

Linked Reports
Mail Merge

Mail Merge

Linked Documents

Linked Documents

Communication Log

Communication Log

Scheduler

Scheduler

Billing

Billing

Bulk Delete Individuals
Bulk Delete
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3. Click the Communication Log link to display the Communications for Training Unit window.

6 Communications for Training Unit | TEN=LSE %% TEST
[oee [ [orecton 2 Clear Search [ Search ]
o Add New Item Log Follow-Up
175 Item(s)
Filters ‘S‘: mmary ‘ |:'; m ‘ ‘2‘ |
4 25102014 10:05 Scheduled Emai = = Mo ] Details
d 20102014 08:32 Scheduled Emai No (] Details
B 281102014 08112 Scheduled Emal Mo iy Details
d 201012014 09:03 Scheduled Email N (i Details
B 281102014 08:03 Scheduled Emai Mo fff  Details
B 25102014 09:03 Scheduled Emai = vo iy Details
4 2511012014 09:03 Scheduled Emai Mo fff  Details
B4 281102014 08:03 Scheduled Emai Mo fff  Details
Log Follow-Up
4 Scheduled Email From: Mrs Sy sssssmmss To: Mrs Sy smemms @ 25/10/2014 10:06

Adding a New Item to the Communication Log
1. Click the Add New Item button to display the Communication Log Details screen.

0 Communication Log Details | ‘smoss mess TEST a

Summary
s =
womi 8
(148 =
Response Detail
Response Required © [ [ |
62! | il

Select a Type from the drop-down list.

Select a Direction from the drop-down list.

Select a Log Date and Time, if different from the current date and time.
Enter a Summary.

If required, select the Response Required check box and select a Referred To Person.

N o s ®w N

Click the Next button to display the From/To panel.
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6 Communication Log Details | = onmses TEST
oo |
From To
‘Peup\e w | deAdd |Peup\e w | deAdd
Name Name
O sov |
Close

Select the person or entity that the communication is From and To:

a. Select a From type from the drop-down list and click the Add button to display the relevant

search dialog.
b. Search and select the person or entity.

c. Select a To type from the drop-down list and click the Add button to display the relevant

search dialog.
d. Search and select the person or entity.
Click the Save button.

Setting Up and Maintaining Venues

Venues and rooms where courses are held are set up and maintained via the Venue tab in the

Administration area.

NOTE: A new venue can be added on an ad hoc basis when searching for a venue during the input of

course details.

Setting up a New Venue
Select the Administration area.
Select the Venue tab.

Venue & hid
| Crgantsatan | Search
[V W T

g
g
g
g
g

3. Onthe Venue panel, click the Add button to display the Add New Venue panel.
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Baen |
— o — Organivaten 1
— v Base i
- Organiaaten |
— Civganisatien
- — Organisaben
Organisation IF
= Organisabon
—— e — Base

Add New Venue

Venue Type “ -

Venue Mame : | ] v

PR s |

4. Select a Venue Type from the drop-down list.
If the Venue Type is Base:

Setting Up and Administering Music Tuition

a. Click the Venue Name browse button to display the Select Venue dialog:

P8 Select Venue
[Base Neme | [senoot Wumber | [Base mpes =
‘ All Bases ‘ v ‘ | Not Applicable ‘ v ‘ |':'\'/3|‘€".‘ ‘ v ‘
URN @ Show Active(C) Show Inactive () Show All
P
0 Bases

No resuits found. Please review your search options

b. Enter the required search criteria.
c. Click the Search button.

==
e Sclect Venue a8
Ded | |enool numas ] -
LA Bases w| | Hone » -

1 Hases

Bedford Hospilal Huspilal Bediordshine 7

| (@) Show Active ) Show Inactive() Snow All

Sea ]
— scorch |

d. Select the required venue and click the Select button.
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Venue & & Associated Rooms + &
T = o
=] BT [Aom e -
-— Cvgarruaten —_ P
-— Cvgarmsten
- — Cranaason
— Crgam
- for—
[ Crgannatcn
—e Crgarenabon
- Orgasasbon
Crgaraaten
,.

e. Click the Save button.

If the Venue Type is Organisation:

a. Click the Venue Name browse button to display the Select Venue dialog:

Q Select Venue %]

Ciose | Select i

b. If required, enter a full or partial Organisation Name to filter the list
c. Select the required organisation.
d. Click the Select button.

Venue « Ak Associated Rooms « Ak

— Organnabon & At
— Drgermaton

——— Crganmaton

— Lrgeraabon

— Crgennabon

Add New Venue

venun Typa ¢ | Crganisasan e

Vo Hams [ — i

e. Click the Save button.

New Organisation on page 30.

NOTE: If the required organisation is not in the list, it can be added. For more information, see Adding a

Adding a Room to a Venue

1. Open the list of venues.
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For more information, see Viewing a List of Venues on page 30.

Select the required venue in the list.

Venue <+ & Associated Rooms + &

| Ve Mame Tyoe °| oo Him Hasne Status

CR NN TR

In the Associated Rooms area of the page, click the Add button to display the Add New Room
dialog.

Enter a Room Code and a Room Name.
Click the Save button.

Making a Room Inactive (Unavailable)

If a room is no longer available, the status can be updated to make to make it inactive.
Open the list of venues.

For more information, see Viewing a List of Venues on page 30.

Select the required venue in the list.

Select the required room to display the Room Details panel.
Deselect the Active check box.

Click the Save button.
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Associated Rooms 4 au

[Bomrane |

[ Cae Room Hame Status
133 322N

ABC AIC Fioom nach
T ICT Room 1

Room Details

Room Code : ABC O Active
Foom Name : |ABC Room "

Viewing a List of Venues

Select the Administration area.

Select the Venue tab to display a list of all available venues.

If required, enter a full or partial Venue Name or select a Venue Type from the drop-down list.
Click the Search button to display matching Venues.

Select a venue to display Associated Rooms.

Setting Up and Maintaining Organisations

An organisation is an external venue for a course. Organisations are maintained via the
Organisations tab in the Administration area. After an organisation has been defined it is
available for selection as a venue.

Adding a New Organisation
Select the Administration area.

Select the Organisation tab to display a list of all available organisations.

— — s — = . : Wekcoma SYSADMIN | OpeaMewTab | Heo | Logwd
Training Unit Ve People Roles Impont Course Analysis  Invoice Points Mominal Ledgers  Discount Defaults  Bulk Applications Invoicing Migrate Invoice Poinls
Schaduling

e 2! No Organisation Selected

e i Mew Oroganesabon

Click the Add New Organisation button to display the Organisation dialog.
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Enter an Organisation Name.

Click the browse button to select a Contact Name using Person Search. For more information,
see Selecting a Person using Person Search on page 32.

If required, select an Address and enter contact details.
If required, enter VAT Number and Invoice Prefix.
Click the Save button.

Viewing Details of an Organisation
Select the Administration area.
Select the Organisation tab to display a list of all available organisations.

If required, filter the list by entering a full or partial Organisation Name.

3/ Organisation 2/ No Organisation Selected

|um ‘
i New Organisation

Select an organisation in the list to display the details.

& Organisation |

o
Website
Fax

Mo Conlact o display.

Editing Details of an Organisation
Select the required organisation.
For more information see Viewing Details of an Organisation on page 31.

Enter new details:

a. Click the browse button to select a new Contact Name using Person Search. For more
information, see Selecting a Person using Person Search on page 32.

b. If required, enter select an Address and enter contact details.
c. If required, enter VAT Number and Invoice Prefix.
Click the Save button.
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3! Organisation | College = Motmal View

Adding Contact Details for an Organisation
1. Select the required organisation.

For more information, see Viewing Details of an Organisation on page 31.

2. Click the Add button in the Contact Details panel to display the Person Search screen and
select the required contact. For more information, see Selecting a Person using Person Search

on page 32.

3. Select the required person to display them on the Contact Details panel.

b 1} Organ|satlon| .

Address

College | Mol v

Removing Contact Details for an Organisation

1. Select the required organisation.

For more information see Viewing Details of an Organisation on page 31.

Open Al | Close Al

2 Organisation | College 3] Homal view
Organisation Nom: [ Coogs ] Agd o |

Contact Name

2. Onthe Contact Details panel, click the Remove button to display a confirmation message.

3. Click the Yes button to remove the contact details for the organisation.

Selecting a Person using Person Search

The Person Search dialog is used to find person details stored on the One database.
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L4 Person Search

More Options

H . ‘\‘ Include Name History [] Employee [ ] Govemor

e

Clear Search ‘|

= Add New Person

oy seect |

Enter search criteria as required.

NOTES: If you select a Base Name the person search retrieves records for current or future base

contacts, Personnel service records and governors with current or future appointments for the Governing
Body linked to that base.

The Employee check box is only visible to users with a Personnel module license.

The Governors check box is only visible to users with a Governors module license.

You can click the More Options button to display the More Search Options dialog and search
on Date of Birth, Person ID, Email address and NI Number.

{ Person Search

[Tl [

‘ Gende ‘ v | ‘:_‘.5':;"5

” "“ Include Name History Employee Governor

2

@, More Search Options

| &

Giear Search | A

| [me |
Clear Search

=k Add New Person

ey select |

2. Click the Search button to display a list of matching people on the One database.
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{, Person Search a8
[ ar [ [ | [ Admin oficer - aom
‘ ‘ ‘ Include Name History Active
More Options Clear Search ‘ Search ‘
7 People matching "Mr, Admin Officer, Active People, Include Name History”
Name Title Chosen Name Given Name 2 Person Id Posicode
4 Mr
7 Mr
7 2 M
7 W
7 Mr
Mr
7 Mr
4 Add New Person P Sclect |

3. Select the required person.

If you are selecting a person as a course applicant, the Search button changes to display
Freeze & Search enabling you to search for another person.

NOTE: The Freeze & Search functionality enables you to search for and select multiple records with
multiple criteria.

4. Click the Select button.

Maintaining People and Roles

The People Roles area enables you to maintain the details of roles used in Music Tuition and
add or remove the people associated with the roles. Some roles are system defined and
additional roles can be added.

Adding a New Role
1. Select the Administration area.

2. Select the People Roles tab to display a list of all available Roles and Associated People.
3. Click the Add New People Role button to display blank fields in the Role Details panel.

Roles Associated People
[ o i N | +

- — = * ]

O e w

Role Delails
Robe Code ||

Descrigtion [ |

Remarks [ |

Tree HONE w  System Dafined [

4. Enter a Role Code.
5. If required, add a Description and Remarks.
6. If required, select a Type from the drop-down list.
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If required, select the System Defined check box.
Click the Save button.

|
| Roles Assoclated People
| x
| | | Seatch | R AR e a
3} W e
1 Daiate
& Dosse
i Dt
HEW1 P Rk 1 Doisto
] Deiste
| Role Detalls
Robe Code : NEW1
| Description : Maw Reoie
Romarks :
Tyoe NOF
b system Defined : Yes

Deleting a Role
Select the required role.

For more information, see Viewing Roles and Associated People on page 36.

Click the Delete button to display a confirmation message.
Click the OK button to delete the role.

Adding a New Person to a Role
Select the required role.

For more information, see Viewing Roles and Associated People on page 36.

Click the Add Associated People button to display the Person Search dialog.
Search for the required person and click the Select button.

For more information, see Selecting a Person using Person Search on page 32.

Roles Assoclated People
| m e Ak Hew People Rote | o A Associated Paopie

Removing a Person from a Role
Select the required role.

For more information, see Viewing Roles and Associated People on page 36.
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Roles

E—] o |

Associated People
o it Npw Paopls Rol

Role Details

Hole Code | SCMEEC
Description : Schoi Secretany
Remarks :

: SCHOOL
Systom Delined = Yes

(B Forumear e ]

- S B B Datate i Bemove

- g — A @ Dulate i 3 - - M 1 Remor
SCHSEC St Secaetary S EH 1 Deiste B Remove
- M il Remove

o Al Arsucisted Paonis

Locate the required person in the list of Associated People.

Click the Remove button to display a confirmation message.

Click the OK button to remove the person from the role.

Viewing Roles and Associated People
Select the Administration area.

Select the People Roles tab to display a list of all available Roles and Associated People.

Roles

] o
T

Associated People

s Arkd New Peogle Roks I I—

13330 - —  Eon f Deiete I cewsw
TWWOES . # Ect ff Daee

A / Eot  fj Delete

Al /Ean fj Dewse

AANTON # B B Detete

AP Adult Advice Worker (CF)  Edi | Deiete

ANNLE Adult Advice Worker (LG} S Esn o Do |

Role Details

Role Code ©

Description : RPP——
Remarks : L T e
Tipe: HONE

System Defined : Mo

s A1 ABsOEiAted Peopis

1 Remave

If required, enter a partial Role or Description.
Click the Search button to display a list of matching roles.
Select a role in the list to display the Associated People.

Associated People
e Al New Preople Role I Forename : ]

i eete

AANCON Apdsgadfif ~ Eoi SR
ASNCP Adult Advice Warker (CF) # Eat  fy Detete
ARWLE Adult Advice Warksr (LC) / Bdt Y Delele
ABWLEA Adult Advice Workier (LEA) / Edi Deldle

Role Details

Role Code AANLC

Description : Adul Advice Worker (LC)
Remarks :

Type : NONE

System Defined © Yes

o A0 AssocEled People

il Remove
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Importing Course Analysis

Course analysis is produced using the graded responses received from course attendees to pre-
defined criteria.

Course analysis is imported as a .csv file as follows.

The .csv file to be imported should be set up with a row for each record as follows:
= User Event

= Occurld

m Course Analysis score (as defined in Course Analysis Details via Administration |
Training Unit).

NOTE: User Event and Occur Id are combined to create the course code and compared with the
Courses table to find the course.

Welcome SYSADMIN | CwsnMeaTab | Holp | Lemd

Import

Impar File: : M Process |

Select the Administration area.
Select the Import Course Analysis tab.
Click the browse button to select an Import File.

Click the Process button.

Maintaining Invoice Accounts

Supplier and customer invoice accounts are maintained via the Invoice Points tab page.
Customer accounts are for students, parents, schools, governing bodies, ensembles and other
organisations where financial transactions are raised. Supplier accounts are for those or who
can submit invoices to the local authority for expenses relating to music lessons, instrument hire
and repair etc.

NOTE: Invoice accounts are referred to as Invoice Points.

Adding an Invoice Point
Select the Administration area.
Select the Invoice Points tab.

Click the Add New Invoice Point button to display the Add New Invoice Point screen.

Weltome SYSADMIN | Coenbewfab | He | Ll

Select an Account Type from the drop-down list.
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Search for the appropriate Account Point.

Enter the remaining invoice point details depending on the Account Type.
Possible Account Types are Base, Early Years Provider, Employee, Governing Body,
Governor, Individual, Organisation and Person.

Click the Save button.

Entering Invoice Point Details
For account types such as a Base, an account point is selected from the appropriate browse.

Click the Account Point browse button to display a dialog e.g. Base Search.
Select the required name.

If the selected account point is already assigned to a different cost centre, a confirmation
message is displayed. Click the Yes button to add your cost centre to the selected account
point.

If required, enter a Description.

Select a Ledger Type from the drop-down list. For more information, see Selecting a Ledger
Type on page 39.

If required, enter an External Customer Reference or External Supplier Reference.

If required, select a Discount Schema to be associated with this invoice point. If selected, this
discount schema is applied to all transactions raised for this invoice point.

Select the required Primary Cost Centre radio button.

If you select the Selected Cost Centres Only radio button, you will be prompted to add the
required cost centres. For information, see Adding Cost Centre Details on page 40.

NOTE: There is a hierarchy of discounts that are applied.
For more information, see Managing Discounts on page 41.

Entering Finance Contact Details
Finance contact details for bases are maintained as additional contact information.

Finance contact details can be entered as follows:

Click the Contact Person browse button to display the Person Search dialog and select a
person to be the finance contact.

For more information, see Selecting a Person using Person Search on page 32.

Alternatively, if you do not wish to record the contact person on the One database, you can
enter the details as free text.

Click the Address browse button to display the Address Manager dialog.

For more information, see Selecting an Address on page 41.

Enter a Telephone number, Fax number and Email address.
Click the Save button.
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Accoant Type : | Emplons e Accosnt Point :|
Diescription : Ladger Type | Custnmar -
External Customer External Supplier
Reterence N Rederonce : —

Discownt Schems - Active =]

Primary Cost Centre 1 (0 Appbies tn 2l Cost Conires (%) Seiocied Cost Gonines Ordy

anitre Details 4 Ak
Py & emrs
Finance Contact Details

Contact Peson ;| [l Tebsphoas ©

Addrss : X Fax :

Fenail %

Selecting a Ledger Type

Based on the Ledger Type selected, Customer, Supplier or Customer and Supplier, the
following fields will be made active:

= |f a ledger type of Customer is selected, you are only able to create sales related
transactions e.g. sales orders, sales invoices etc. for the particular invoice point. Also, only
the External Customer Reference field is enabled.

= |f a ledger type of Supplier is selected, you are only able to create purchase related
transactions e.g. purchase orders, purchase invoices etc. Also, only the External Supplier
Reference field is enabled.

m If ledger type of Customer and Supplier is selected you are able to raise any transaction
types. Both the External Customer Reference and Supplier Customer Reference fields
are enabled.

Selecting an Invoice Point

Select the Administration area.

Select the Invoice Points tab.

Enter the required search criteria.

Click the Search button to display a list of matching invoice points.

Onetame  Cowwes  Appiealons  Tomens Mo Reg o —
Trairig Urst e c People Aok Iimgroet Gourse Analysis Naminal Ledgers D s Bulk Applications bvoing
Bl Invoice Points £ No Invoice Point Selected

Select the required invoice point in the list to display the Account Details.

£ | Empioyee sy B Mot spten 4
Addross! - L . Telephone Emait : ‘
R ) sarman vieew

Invoice Point Details o
i Mema : 5

Description i - Lodger Typs | Customar

Lstural Customer : r—

T : [ ] Fatarnal Supplies Red :

Descount Sehama v e -]

Primary Cost Contre © (8) Apokas fo 38 Cosl Centras. () Selectad Cost Carres Oy

Finance Contact Details

Conacipuson | i p— |
nstress — L
Email T
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Editing Invoice Account Details
Select the required invoice account to display the account details.

For more information, see Selecting an Invoice Point on page 39.

E I individual plert |G More aption.. 1

Ladger Trps Cutoma and Swovbet *

Edit the details of the account as described in Adding an Invoice Point on page 37.
Click the Save button.

Adding Cost Centre Details

The Cost Centre Details panel displays current cost centres for this account.

NOTE: The Music Tuition module uses only the Music Training Unit.

A new cost centre can be added as follows:

Click the Add button to display the Select Cost Centre window. The list of cost centres includes
all training units. It is managed as a lookup table (Table ID: 1191).

%@ Select Cost Centre a

|

[] CostCenire Code Cost Cenfre Name

[[] XNRHRU

v QEGRSL

]  1asris

[] zeormm

[] emLFw

[[] B&SCNC

[0 weLcxs

[] Ds7FD2

[[] ©evsas B
o scioct |

Select the check box for the required cost centre in the list.
Click the Select button.

Removing Cost Centre Details

To remove cost centre details for an invoice account:

On the Cost Centre Details panel, click the Remove button to display a confirmation message.
Click the Yes button to remove the cost centre details.
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&, Address Manager
L I seach |

0

"stroet Adaress Tcoamby  usew
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1. Enter a Post code or partial Street Address and click the Search button to display matching

Street Addresses.

Q Address Manager
[Han
o+

Q Address Manager

[High Straeq s Search
Asia s

Click the expand button for the required Street Address to list the Dwelling details.

Select the required Dwelling address and click the Select button.

new address.

NOTE: Users with appropriate permissions set up can click the Add a new address button to add a

Managing Discounts

Discounts can be applied in a variety of ways and there is a hierarchy of discounts, which are

applied as follows:

A specific discount percentage for the invoice point. If this is present it takes precedent over any

other discount types that apply.

The invoice point is associated with a discount schema, which applies a percentage discount.
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The invoice point is a base and there is a discount percentage associated with the base type.

This only applies if there are no other types of discounts for this invoice point.

NOTE: If more than one discount applies to a specific invoice point, only the first discount percentage is

applied. They are not cumulative.

Adding Discounts to a Specific Invoice Account
Select the required Invoice Point to display the account details.

For more information, see Selecting an Invoice Point on page 39.

Select the Discounts tab to display a list of current discounts for this account.

Click the Add button to display the Discounts panel in add mode.

£ | Individual
Address: Teliphoss : Email : |
e ul |5 Homal view
D o
Discounts
Siaet Date [ 22842014 4 ﬁ Description l:l
Discoant ik Ledger Account | | A
Eapiry Date * | ]
.—_w:we::q
il

If required, select a different Start Date and enter a Description.

Enter a Discount percentage rate.

6. Click the Ledger Account browse button to display the Select Ledger Accounts browse.

8.
9.

{" select Ledger Accounts a

Filters | |

] Code Account Name Cost Centre

132 143 123

00D0DD0ODD0DO0OO0ODOo0DO0ODOR

Close Select

Select one or more accounts and click the Select button.

£ I Individual N " 1

wnis
Start et 20404 ‘IR Desciigtion ¢ | Hew Dcount
Dicouns ¢ a0 % Leages accoum : [183 Tl

If required, select an Expiry Date.
Click the Save button.
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Viewing a Discount
1. Select the required invoice account.

For more information, see Selecting an Invoice Point on page 39..

2. Select the Discounts tab to display a list of current discounts for this account.

E I Individusal alnit |Gl More otin,. .
Asdress: Tetephone : Email |
=7 1 o view
e e | _____________________________________|
iscounts 4 Ak _

Discol + 2.1 & Epon

Finers | 6= [ | O Expirea aisa

1 Discountis y

[Start Date Lndgar Account Description Dincount (%) iy D

— . cEM @ Desn

3. If required, filter the list by selecting a From Date, entering a Ledger Account or selecting the
Expired Also check box.
Cloning a Discount
A discount can be cloned and added to one or more invoice accounts.

1. Select the invoice point from which you wish to clone a discount.

For more information, see Selecting an Invoice Point on page 39.

2. Select the Discounts tab to display a list of current discounts for this account.

£ | ndividuat e

3. Select the required discount in the list.
4. Click the Clone Discount button to display the Select Invoice Point(s) window.

£ Select Invoice Point(s) a
Please select the Invoice points for which this discount needs to be created:
Filters |7:::,' Name | |r:::, it Type v:
[J Account Name Account Type ;
O Base I
(| Base
O Base
O Base
(] Base
O Basa
(] Base
O Base i
S Ccate Discoun(s)]

5. If required, enter an Account Name or select an Account Type to filter the list.
6. Select one or more accounts to which you wish to add this discount.
7. Click the Create Discount(s) button.
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Exporting a Discount
A discount can be exported to a file.
Select the required invoice account from which you wish to export a discount.

For more information, see Selecting an Invoice Point on page 39.

Select the Discounts tab to display a list of current discounts for this account.

£ | incividual  viow s i et [ wore optone 4

Select the required discount in the list.

Click the Export button to display a standard Save As dialog.
Select a location for the file.

Enter a File Name and Save as type.

Click the Save button.

Managing Transactions for an Invoice Account
To manage transactions, first select an invoice account and then select the Transactions tab.

More Information:

Selecting an Invoice Point on page 39 and Managing Transactions on page 57.

Viewing Transactions for an Invoice Point
A list of transactions can be viewed for a selected invoice point.

Select the required invoice account to display the Account Details.

For more information, see Selecting an Invoice Point on page 39.

Select the Transactions tab to display a list of current transactions for this account.
If required, enter search criteria to filter the list and click the Search button.

Select the required check box to display further details of the transaction beneath the panel.
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£ Alert (M More options... 4
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0.00 Amount Paid .00 Oulslanding ano
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Setting Up and Maintaining Nominal Ledger Accounts

Nominal ledger accounts support the finance requirements for Music Tuition. Nominal ledger
accounts also store budget information relating to the planned expenditure for training courses.

They are used to store the standard charges that may be applied to tuition, the hire and repair of
instruments or ensemble membership. When a transaction is raised for a nominal ledger, a
discount may be applied to the transaction depending on the discounts that have been
associated with the invoice point.

The Local Authority should consider carefully its requirements for setting up nominal ledger
accounts. As a minimum, one nominal ledger account is required for each distinct standard
charge that is applied for a transaction type. It is possible to set up a nominal ledger with a zero
cost default fee.

For example, the Local Authority offers Brass tuition for a standard cost of £100, Woodwind
tuition for a standard cost of £100 and Percussion tuition for a standard cost of £80 for a period.
In order to maintain financial transactions within the One database, the Local Authority would
need to set up at least one nominal ledger with a default fee of £100 (to cover the Brass and
Woodwind tuition, alternatively the LA may wish to have two separate ledgers for these) and one
with a default fee of £80 for the percussion.

An LA may wish to record a zero cost nominal ledger if the service it provides is free but it also
wants to maintain records of any costs it incurs to provide that service, e.g. in room hire,
catering, trainer fees etc.
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Adding a Nominal Ledger Account
Select the Administration area.

Select the Nominal Ledger tab to display the nominal ledger account search.

One Homa Courses  Applicasons Teainers. Music (L CR Acrmn stration
enue Organsation Pecole Roles  Import Cowse Analysis  Invoics Points Dhscound Defauts Bult Ap

I} Maminal Ledger Accounts I* No Nominal Ledger Selected

Al trso |= Active =]

Prieaey Cost Contre © (3) Apoies 00 83 Cos! Cantras. ) Selectid Cost Cantms Oty

Canze

Enter a numeric Code. This may be the code used in your third party finance system for this
ledger account.

Enter an Account Name.

If required, enter a Description and Default Fee.

If required, enter a different VAT rate.

Select the required Primary Cost Centre radio button.

If you select the Selected Cost Centres Only radio button, you will be prompted to add the
required cost centres. For information, see Adding a Cost Centre to a Nominal Ledger Account
on page 47.

Click the Save button.

NOTE: If the Local Authority does not have a licence for Training Manager v4, only the Music Tuition
cost centre is available.

Viewing a Nominal Ledger Account

Search for and view the details of a nominal ledger account including budgets defined for the
ledger account.

Select the Administration area.
Select the Nominal Ledger tab to display the Nominal Ledger Accounts search panel.

One Home Courses. Appcations

¥ mominal Ledger Accounts I¥ No Nominal Ledger Selected

Cost Contre Deseription

Enter your required search criteria.
Click the Search button to display a list of matching ledger accounts.
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5. Select an account to display the Account Details, Cost Centre Details and Budget Details.

| i [ =i 9 l 12345 Alert i More sptions...

(=2 i[rrms 1 Account Nem 1

Tescriphon : Doault Fos € :| 100 i
vaT [Tz u Active -]

w : (0 Apphes 1o Bl Cost Centres (S) Selected Cost Centres Onfy Memao ]

Cuat Comire Code Ceat Cumire Hame

Updating a Nominal Ledger Account
The Nominal Ledger account details, cost centre details and budget details can be updated.

Updating Account Details
1. Select the required account details.
For more information, see Viewing a Nominal Ledger Account on page 46.

|} pemmnmm | 12345

Desciption | ootauitfee € [ 1400 |
- — - @

Primery Cost Centre : ) Appiles %0 al Cost Centros. (3) Selected Cost Cantrns. Only Mema B

Edit the account details as described in Adding a Nominal Ledger Account on page 46.
Click the Save button.

Adding a Cost Centre to a Nominal Ledger Account

Existing cost centres for this Nominal Ledger account are displayed on the Cost Centre Details
panel. New cost centres can be added.

NOTE: If the Local Authority does not have a licence for Training Manager v4, only the Music Tuition
cost centre is available.

1. Select the required account to view its details.

For more information, see Viewing a Nominal Ledger Account on page 46.

2. Click the Add button to display the Select Cost Centre window with a list of all available cost
centres.
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%@ Select Cost Centre
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P Sclect |

If required, enter a full or partial Cost Centre Name to filter the list.

Select the check box for one or more cost centres.

Click the Select button to display the selected cost centres on the Account Details page.

[ RSuTEN W | 12345

FRERIL M frarcactons

¥ Account Details
Code : [12ss 1 Azcount Name © [ === 5
Descrigtion | - ] Detauit Foe s <[ 1400 ]
ik firsa L3 Active
Primary Cost Centre © (2 Appies 1 3 Cost Centras (3) Seected Cost Cantes Onfy Memo ]
Cost Centre Details < Agg

Click the Save button.

Removing a Cost Centre from a Nominal Ledger Account

A cost centre can be removed if there are no associated transactions.

NOTE: If the Local Authority does not have a licence for Training Manager v4, only the Music Tuition

cost centre is available and must not be removed.

Select the required account to view its details.

For more information, see Viewing a Nominal Ledger Account on page 46.

[ RSuTEN W | 12345

FRERIL I frarcactons

¥ Account Details
Code : [12ss 1 Azcount Name © [ === 5
Descrigtion | - ] Detauit Foe s <[ 1400 ]
Ly firsa * Active
Primary Cost Centre © (2 Appies b0 3 Cost Centras (3) Seected Cost Cantes Onfy Memo ]
Cost Centre Detalls < fng
[Cost Canire Code it Contin Hare

DesHa

HEFLIT

YHLT1Z
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Click the Remove button on the Cost Centre Details panel to display a confirmation message.
Click the Yes button to confirm the removal of the cost centre.
Click the Save button.

Adding a Budget to a Nominal Ledger Account

Budget information is divided into months.

NOTE: The budget is for information only and is not taken into account when maintaining transactions.

Select the required account to view its details.

For more information, see Viewing a Nominal Ledger Account on page 46.

On the Budget Details panel, click the Add button to display the Month and Budget input
fields.

Budget Deta
Month £ | e Budget :

Select a Month from the calendar.
Enter a Budget.
Click the Save button.

Bulk Updating VAT for Nominal Ledgers

The Update VAT routine enables you to update VAT rates in bulk for all Nominal Ledger
accounts with the same existing rate.

Select the required account to view its details..
For more information, see Viewing a Nominal Ledger Account on page 46.

' RNRNTEN ML | 12345 2iert. o Mo option..

¥ Mail Merge

T 750 . Active =

Primary Cost Cantrn = () Appiies 1o 0 Cost Centres (5) Seiecied Cost Contres Osly Mama

From the More options menu, select the Update VAT link to display the Nominal Ledger Bulk
Update VAT dialog.

&? Nominal Ledger Bulk Update VAT a

This process will update all existing Nominal Ledgers where the Nominal Ledger Vat Rate
matches the Existing VAT value specified below.

Existing VAT :| *| Revised VAT : |

Close

Enter the Existing VAT rate.
Enter the Revised VAT rate.
Click the Process button.
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‘ NOTE: This will not affect any existing transactions already associated with the nominal ledgers.

Managing Transactions for a Nominal Ledger Account

To manage transactions, first view the Nominal Ledger account and then select the
Transactions tab.

More Information:

Viewing a Nominal Ledger Account on page 46.
Managing Transactions on page 57.

Deleting a Nominal Ledger Account
A Nominal Ledger account cannot be deleted if there are any transactions recorded for it.

Select the required account to view its details.

For more information, see Viewing a Nominal Ledger Account on page 46.

Click the Delete Nominal Ledger button to display a confirmation message.

Click the Yes button delete the nominal ledger account.

Maintaining Discount Defaults

Default discount values can be assigned to a set of schemas and base types. You can associate
invoice points to schemas via Administration | Invoice Points and any transactions created
under that invoice point will have the discount defined in the schema applied. Similarly, when the
school is created as an invoice point, it will inherit all discounts defined for the base type of the
school.

NOTE: Base types are defined in v4 Client | Tools | Administration | Lookups via Base Types Lookup
Table ID: 0070.

There is a hierarchy of discounts as follows:

A specific discount percentage can be applied to a specific invoice point. If this is present then
this takes precedent over any other discount types that apply to the invoice point.

The invoice point is associated with a discount schema, which applies a percentage discount.

The invoice point is a Base and there is a discount percentage associated with the base type.
This only applies if there are no other types of discounts for this invoice point.

Viewing Discount Defaults

NOTE: A maximum of 10 discount schemas can be recorded and applied to invoice points at any given
time. You can add multiple invoice points to a schema via the Invoice Points tab.

It is not possible to add any further schemas.
Select the Administration area.
Select the Discount Defaults tab to display a list of existing defaults.
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One Home Coursss  Applications Trainers Music
Training Uinit ienue Caganisation People Roles  Impart Course Analysts  Invoice Points — Nominal Ledgers Bulc Applications Invoicing

8 Discount Defaults @ No Discount Defaults Selected

51 records matching ‘Base Type. Schema™

service - 25%.

NOTE: Each base type is listed as well as ten schemas, with a default name of SCHEMA 01 - SCHEMA
10. These schema names can be edited to make them more meaningful e.g. 25% discount, or Gold

Training Unit Venue Organisation People Roles Import Course Analysis  Invoice Poinis Nominal Ledgers
@ Discount Defaults @ No Discount Defaults Selected
‘ Schema ‘ A d ‘

10 records matching "Schema”

Timii 5 i nﬁeri ﬂlll|i
SCHEMA 01
Sthema
SCHEMA 02
Schema
SCHEMA 03
Schema
SCHEMA 04
Sthema
SCHEMA 05
Sthema
SCHEMA 06
Schema
SCHEMA 07
Sthema
SCHEMA 03
Sthema
SCHEMA 09
Schema
SCHEMA 10
Sthema

e ® © @ ® ©® @ - © n

Select a default in the list to display the details.

@ SCHEMA 01 | Schema

Fmers | B [ | [ expires mise

1 Diseauntis)

To filter the list, select a Defaults Type of either Base Type or Schema from the drop-down.

If the Defaults Type is Schema, you can select the Invoice Points tab to display associated

Invoice Points.

@ SCHEMA 01 | Schema

9 i v
Invoice Points s
Sehool Dose

Seronl

ehel s

For more information about adding invoice points to a schema, see Maintaining Invoice

Accounts on page 37.
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Adding a Discount

After selecting the required discount default, a new discount can be added.
1. Select the Discounts tab.
2. Click the Add button.

] | Base Type
-
Discounts +
sunose - [1w0aT0N G Descripicn ¢
DHscount | Ledger & 1 =
Eapiry Date ﬁ

3. If required, select a different Start Date and enter a Description.
4. Enter a Discount percentage.
5. Click the Ledger Account browse button to display the Select Ledger Accounts dialog.

{! Select Ledger Accounts [}

Filters | edge le or n |

H Code ‘Account Name : Cast Centre.
] 13 aaa 123, Audio Training Unit Chris n Jo.
] 123 aaa MUSIC TRAINING
] 1234566 i 123 Audio Training Unit Chris n Jo.

1234566 fiff MUSIC TRAINING

Close |

Select one or more ledger accounts and click the Select button.
If required, select an Expiry Date.
8. Click the Save button.

Migrating Invoice Points

After migration from v3, invoice points can be created for bases, organisations and people that
have been migrated. These invoice points are then available to be selected for an application.
Existing applications are automatically mapped to the invoice point.

For more information about creating invoice points, refer to Maintaining Invoice Accounts on
page 37.

Migrating an Invoice Point for a Base
Select the Administration area.
2. Select the Migrate Invoice Points tab to display the Migrate Invoice Points page.
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One Home Courses Applications Trainers Music walcoma SYSADMIN | OpenMewTab | Help | Logout

Training Unit Vienue Organisation People Rolos Import Course Analysis  Invoice Paints Mominal Ledgers  Discount Defaults
Bulk Applications Invoicing Scheduling

Migrate Invoice Points

Account Type : Account Paint - i

3. Select Base from the Account Type drop-down.
4. Click the Account Point browse button to display the Base Search dialog.

5. Enter search criteria and click the Search button to display a list of bases without invoice points.

= Base search

avn | | | N

All Bases v Mot Applicatie v -

| (®) Show Active () Show Inactive() Show Al

l
T ek e Base e @

b Abbas Primasy

4 Abbay Infant School Primary - 3103 Yas
B Asbey Colege £ Indeperdent School - - 6043 Vs
) Socandary 4603 Yos
A High Scheo Cardinglenshire 4789 Yes
(R Primary 2450 ¥
= Junicr Schoal Cardingtanshire 40m DUNDATION CLD Y

6. Select the bases for which you want to create invoice points and click the Select button.

Trenming Lni Vanug Orgamsation Paople Roles  Imporl Course Analysis— Invoe Paints Nominal Ladgers  Discount Defaulls

Bulk Applications Invoicing Scheduling

Migrate Invoice Points

Account Type : | Base e Account Point | Abbas & e - [

20 Base selected

Migrate Invoice Points

7. Click the Migrate Invoice Points button to create invoice points for the selected bases and link
existing applications to the invoice points.

Migrating an Invoice Point for an Organisation
1. Select the Administration area.
2. Select the Migrate Invoice Points tab to display the Migrate Invoice Points page.
Rl e wicorsd STasOADN ) omnteta |t [ Lo

Training Unit Vienue Organisation People Rolos Import Course Analysis  Invoice Paints Mominal Ledgers  Discount Defaults

Bulk Applications Invoicing Scheduling

Migrate Invoice Points

Account Type : i Account Point H i

Select Organisation from the Account Type drop-down.
Click the Account Point browse to display the Select Organisation dialog.

Enter a partial Organisation Name to filter the list of organisations that do not have invoice
points.
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€} select Organisation a
edfond

Select the organisations for which you want to create invoice points and click the Select button.

Trauring Uit Wesriue Orgarmsalon People Roles Impor Course Analysis Ivoice Points Nommnal Ledgars  Discound Defaults

Bulk Applications Invoicing Sehaduling

Migrate Invoice Points
Account Type 1| o It " | Account Paint :i'.:lcd‘ono:.:o!'cgc y|[*"

‘Migrate Invoice Points

Click the Migrate Invoice Points button to create invoice points for the selected organisations
and link any existing applications to the invoice points.

Migrating an Invoice Point for a Person

Select the Administration area.

Select the Migrate Invoice Points tab to display the Migrate Invoice Points page.
Select Person from the Account Type drop-down.

Click the Account Point browse button to display the Person Search dialog and select a
person.

For more information, see Selecting a Person using Person Search on page 32.

Select the people for whom you want to create invoice points and click the Select button.

Training Uinit Venue Organisation People Roles Import Course Analysis  Invoice Points Mominal Ledgers  Discount Defaulis

Scheduling

Account Type I t oW Account Foint & | Aaran, Amy

Migrate Invoice Points |

Click the Migrate Invoice Points button to create invoice points for the selected people and link
any existing applications to the invoice points.

Scheduling Email Options

This page enables the Local Authority to choose the types of email addresses that are used to
notify applicants about course information. Emails can be sent to one or more of the following:

m The email address held for an applicant in their person record.
m The To email address held on the Application Details screen.
m The CC email address held on the Application Details screen.
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For information about updating application details, see Editing an Application on page 111.

For information about sending emails via the scheduler, see Using the Scheduler to Send an
Email on page 8.

1. Select the Administration area.
2. Select the Scheduling tab to display the Scheduling Email Options page.

Training Unit Venue Organisation People Roles Import Couwrse Analysis  Invosce Points Nominal Ledgers  Discount Defaults

Bulk Applications Invoicing Migrate Invoice Paoints
Scheduling Email Options
Parson Email Address

Apglicants Te Emall Address

Applicant's CC Email Address

3. Select one or more check boxes as follows:

To send emails to the address held for an applicant in their person record, select the
Person Email Address check box.

To send emails to the To email address held on the application details page, select the
Applicant’s To Email Address check box.

To send emails to the CC address held on the application details screen, select the
Applicant’s CC Email Address check box.

4. Click the Schedule button.

Generating Course Application Invoices in Bulk

This area enables you to generate invoices in bulk for multiple courses and invoice points, when
sales order transactions are linked to the course applications.

NOTE: In order to run this routine you must be in a user group that has been assigned write permission
for the business process Generate Course Applications in Bulk under the main business process of
Finance.

For more information, see Setting up Permissions on page 15.
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Courses  Applications. Trainers. Music RS Aministrafion
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& Generate Course Application Invaices In Bulk
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m | e )
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[l Includs Compleied Courses

- e

Selected Coursels)

Select the Administration area.
Select the Bulk Applications Invoicing tab.
Select a Training Unit from the drop-down list.

If required, enter a Course Name, Course Code, From Date and To Date.

To include courses that have already finished, select the Include Completed Courses check

box.

You can click the More Options link to display the More Search Options dialog and search on

other criteria.

Click the Search button to display matching courses in the left-hand panel.

& Generate Course Application Involces in Bulk

This anea enaties the Local Autharty to igie . Courses will only played if there are Sahes Drder linked with course apphcations.

Uipen pra<esaing, any existing Sakes Groes e sk C will e convestad 1o Sabs Ivoices. Ay Anked sppcations” stalus will be updated 1o
Anvniced’, Applications ansocialud wih U s lnviics Picied will shatn th s Invoicn Humbe.

5 re1est 127 15 " - [u |

=] ] (100t s |

L inciue Completed Courses

smakching "cos retest 12 2 15, <1” Selected Course(s)
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Select the required courses in the list and click the Select button to display the course in the
Selected Course(s) list.

Click the Next button to display the Generate Application Invoices in Bulk screen.

If required, filter the list of accounts using Account Name and Account Type.
Select one or more accounts and click the Generate Invoices button.

Upon processing, any sales order transactions associated with applications for the selected
courses and invoice points are updated to sales invoices.

The following message is displayed:
Do you want to update Applications as Invoiced?
To update the status of any linked applications to Invoiced, click the Yes button.

NOTE: Applications associated with the same invoice point have the same invoice number.

Managing Transactions

Transactions are associated with a cost centre (for Music Tuition, this is the Music Training
Unit), a nominal ledger and an invoice point. Transactions can be accessed from any of those
entities. For transactions relating to tuition, instrument hire or repair or ensemble membership,
the transaction is usually added from the relevant course, instrument or ensemble, via the More
Options | Billing area, if it is linked to a nominal ledger account. You can record transactions
that represent fees for services provided and the costs that the LA has incurred (e.g. for venue
hire, catering or trainer costs).

Transactions can be viewed, new transactions added and invoices generated. You can cancel
unpaid sales or purchase orders and write off unpaid invoices. Batch processing of transactions
is available.

A list of transactions is displayed when you select the Transactions tab while viewing a cost
centre, invoice point or nominal ledger account.

When you click the Billing link while viewing a course with an associated nominal ledger
account, a list of transactions linked to that specific course and its applications is displayed.

More information:

Managing Transactions for an Invoice Account on page 44.
Managing Transactions for a Nominal Ledger Account on page 50.
Managing Course Billing on page 101.
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Adding a New Transaction

NOTE: Transactions are usually added from the Course, Instrument or Ensembles area via More
Options | Billing rather than via the Administration area.

Open the account to which you wish to add a transaction and select the Transactions tab.

For more information, see Viewing Transactions on page 59.

B @t o
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Click the Add New Transaction button to display the Transaction Details and Fee Details
panels.

Fee Details

Cuantty : 1']

Ledger Account

Invoice Peant

Transaction Type

Typa

Name

Date | enomz04

o

Defaudt Unit Fee 100,

Groas Amount
Déscount

Met Amount
VAT

Todal Fea

Paymant Typs

[ omw
¢ 10000
Lm0

R F. T

100,00

Link Raference

Deseription : | |

Raference

Enter Transaction Details as follows:

NOTE: The Cost Centre, Ledger Account and Invoice Point are either entered or automatically
completed, depending on the type of account and the entry point for recording the transaction.

If required, select a Cost Centre from the drop-down list.

NOTE: The Cost Centre is automatically completed for course billing transactions.

If required, add a Ledger Account.

Click the Ledger Account browse button to display the Select Ledger Accounts dialog.

I* select Ledaer Accounts a8

Filters |

EE ] MUSIC TRAINRG
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Select the required account from the list of ledger accounts for the cost centre.
Click the Select button.

If required, click the Invoice Point browse button to select an invoice point.
Select the Transaction Type from the drop-down list.

If required, select a Date, Type and Name.

NOTE: If a transaction is added for a course, selecting a Type of Applicant enables you to select an
applicant on that course.

For more information, see Selecting a Person using Person Search on page 32.

Enter a Description.

If required, click the Link Reference browse button to display the Select Ledger Accounts
dialog and select a further account to be linked to this transaction. For example, to group
nominal ledger accounts together, you can specify an overall account.

If required, enter a Reference.

Enter Fee Details as follows:

Enter a Quantity.

If required, select a Unit.

Gross Amount is automatically calculated using Quantity and Default Unit Fee.

If required, enter a Discount percentage.

NOTE: If discounts are associated with the invoice point, the discount with precedence is automatically
applied to the transaction. For more information, see Maintaining Discount Defaults on page 50.

If required, select a Payment Type (Lookup Table ID: 0567).
Click the Save button.

Viewing Transactions
Open the account for which you wish to view transactions and select the Transactions tab.
If required, enter search criteria and click the Search button.

Select the check box for a single transaction to view further details beneath the panel.

1 Type Daw Mama  Inwoico Poind Cost Can  Ledger ACcount Geows Amoont Mecount Nt Fos WAT  Tots! Fao Paid

Click the Details button to display the Transaction Details and Fee Details panels.
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Transaction Details Memo: [§ Fee Details
Cost Centre ;' MUSIC TRAINING Quantity :
Ledger Account test NL Default Unit Fee :  100.00

Transaction Type : Sales Order Discount :

N —

Name : Total Fee o 240.00

Invoice Point H n = Gross Amount H 200.00

Generating an Invoice

An invoice can be generated for a sales order transaction. Generating the invoice updates the

transaction type and generates an invoice number.

Open the account for which you wish generate an invoice and select the Transactions tab.

For more information, see Viewing Transactions on page 59.

Select the check box for one or more sales order (SO) transactions with a Paid status of No.

o 400 e Tracsien
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Actual Fas 100,00 After Discount @ 50.00 Amownt wish Tax -
Curmentty Invoiced 0.00 Amousnt Pasd T Outstanding

: 0o

0,00

»

Click the Generate Invoice button to update the transaction type to sales invoice (SlI) and

generate an invoice number for each transaction.

ol s e Tranzaction

| i} @ | = |

e ) s

Gavemon. 102,05 0.0 2 2.0 Ho  Daluly

SK 1900008 n— MUSIC D et L (1) o 0 000 000 Vs Detady

[] 20 20085001 s es—— WUSIC Deva bl ML 0900 o 1000 200 4000 Mo Dok

2 i i i ¥

The Transaction Details are updated as shown in the following graphic:
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Transaction Details Memo : [& Fee Details View Invoice Report
Cost Centre H Quantity : lil Unit -
Ledger Account  : U Nominal Ledger Default Unit Fee  :  175.00

Invoice Point H === B . - Gross Amount H
Transaction Type : Sales Invoice Discount : %

Invoice Number  : Net Amount 1 175.00

Date N T vaT T RN

Name H Total Fee :  205.62

Description : PaymentType  : |Debit -
Link Reference  : l:l o8 Paid O

NOTE: The Invoice Number is the Invoice Prefix for the training unit followed by a 7-digit incremental
number.

The Invoice Prefix is added via Administration | Training Unit | Basic Details. For more information,
see Setting Up and Maintaining Training Units on page 16.

Generating an Invoice Report

If an Invoice Report is set up for the training unit then, as part of the Generate Invoices process,
you can generate and print the report.

A template Invoice Report must be linked to the Training Unit | Basic Details - Invoice Report.
A sample report is provided as one of the template standard reports.

NOTE: The invoice report must be a Crystal report which has a parameter set up to accept a value to
IP_TRANSACTION.PRINT_ID. This is designed so that all selected invoices will be printed on one
report.

1. Select one or more Sales Invoice transactions.

o i i Transzson et ] Eoat ] bt
| [zmazors @ | i|','__"|'| | e l:l
- Nominal Lagger v SUR  Soarch

!
i
Detais
T
i

Actual Fee 525,00 After Discount | 526.00 Amountwith Tax | 61695
Currently Invoiced BIG.85 Amownt Pad ¢ 000 Outstanding LS

M % i 0 W st e

2. Click the Print button to display the Select a Transaction Report dialog.

ﬂ Select a Transaction Report
Code Description B
45 Ethnic Ensemble
46 All Ensemble
a7 Instruments and Lessons KS
39 Boys Tuition by KS 2nd .
52 Bulk_Invoice
33 Invoices by Bases template
SO Solect |

3. Select the required report and click the Select button to display the Report Parameters dialog.
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Primt_I0

Farsmeter Name Farameter Value

& Report Parameters sul_towoice

Submil Report

The Parameter Value will be automatically completed.

Click the Submit Report button.

Regenerating an Invoice Report.

Once an Invoice report has been generated, it can be regenerated for the selected group of
records by selecting one of the transactions and clicking the View Invoice Report button.

Cost Centre

Ledger Account  :

Invoice Point

Transaction Type :

Invoice Number

Date

Name

Description

Link Reference

Reference

Transaction Details Memo: [#

¥ Nominal Ledger
. g -

Sales Invoice

=
: [2moeo1e C ﬂ

:

|

Fee Details
Quanfity
Default Unit Fee
Gross Amount
Discount
Net Amount
VAT
Total Fee
Payment Type

Paid

View Invoice Report

I | 7

: 175.00

D17.50 %

i 205.62

¢ | Debit

1. Onthe Fee Details panel, click the View Invoice Report button to display the Report
Parameters dialog.

| Parameser e Paramener Ve

Tnvoice Code

B Report Parameters iavoices by

Subamit Report

The parameter value is automatically completed.

2. Click the Submit Report button.

Editing a Transaction

Transactions that have not been paid or cancelled can be edited. The details that are editable
depend on the transaction type. Transactions with a type of SX, PX, WO, Sl (Paid) or PI (Paid)
cannot be edited.

1. Open the account for which you wish to edit a transaction and select the Transactions tab.
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For more information, see Viewing Transactions on page 59.

i i 't L]

2. Click the Details button to display the Transaction Details and Fee Details.

Transaction Details Memo: [ Fee Details

Cost Centre H TRAINING Quantity :
Ledger Account  : test NL Default Unit Fee : 100.00
Invoice Point : m Gross Amount  :
Transaction Type : Sales Order Discount : %
Invaice Number l:l Net Amount ;20000

Date ET | VAT i 2000 %
Name : Total Fee © o 240.00
Description : PaymentType  : | Credt

Link Reference  : l:l & Paid :

Reference : l:l

3. Update the editable fields as described in Adding a New Transaction on page 58

The following Transaction Details can be updated:
m Date (Sales Order or Purchase Order).
m Description.
m Link Reference.
m Reference.
The following Fee Details can be updated:
m Quantity, Gross Amount or Discount (Sales Order or Purchase Order).
m Payment Type.
4. Click the Save button.

Cancelling a Transaction

A Sales Order (SO) or Purchase Order (PO) that has not been paid can be cancelled. This
updates the transaction type to Cancelled Sales Order (SX) or Cancelled Purchase Order (PX).

1. Open the account containing the transaction you wish to cancel and select the Transactions
tab.

For more information, see Viewing Transactions on page 59.
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@ @t i
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= M | -
4 Trarmactiony] makching TARVI0N & ™ re=
o ¢4z 000 o8 150 MG tia
oo o Yes
0 00 noo Mo
o fo [

Select the check box for the Sales Order or Purchase Order you wish to cancel. The order must
have a Paid status of No.

Click the Cancel Transaction button to display a confirmation message.
Click the Yes button cancel the transaction.

The Transaction History is updated as shown in the following graphic:

Transaction History

Date Type Description Reference Link Reference Name Total Fee

30/07/2014 Sales Order Sales Order 1 118

NOTE: When a Sales Order or Purchase Order is cancelled, the Type is updated to Cancelled Sales
Order or Cancelled Purchase Order, the Paid status is updated to Yes and the Fee Details are
updated to 0.

Writing Off a Transaction
A Sales Invoice (SI) or Purchase Invoice (PI) that has not been paid can be written off.

Open the account containing the transaction you wish to write off and select the Transactions
tab.

For more information, see Viewing Transactions on page 59.

Select the check box for the Sales Order or Purchase Order you wish to write off. The order
must have a Paid status of No.

o= Add New Transaction ek Print | Export | Import
EEIT o [ric} | | \ |
‘ i ‘ No fee ‘ Clear Search Search |
1 Transaction(s) matching "29/06/2014, 111, No fee"
Type Date Name Invoice Point CostCenfre Ledger Account Gross Amount Discount Net Fee VAT Total Fee Paid
SI 30072014 1 Ho fee 1.00 0.00 1.00 1750 118 Mo Details
Actual Fee : 100 After Discount : 1.00 Amount with Tax  :  1.18
Currently Invoiced : 1.18 Amount Paid 1 0.00 Qutstanding @ 118
@ & {fp Write OFF %
Close

Click the Write Off button to display a confirmation message.

Click the Yes button to write off the transaction.
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NOTE: When a transaction is written off the Transaction Type is updated to Write Off (WO) and the
Fee Details are updated to 0. The Transaction History is also updated.

Batch Processing Transactions

Two or more transactions of the same type that are unpaid can be updated using a batch
process.

1. Open the account containing the transactions you wish to batch process and select the
Transactions tab.

For more information, see Viewing Transactions on page 59.

2. If required, enter search criteria and click the Search button to display a list of matching
transactions.

2 TearacKionis) mkching "mwesome”

m Type Defe Mame  Mvoice Point CostCentre Ladger Atcoust Gross Amdant Uescoomt Netfes VAT  Folei Fee Pind
=
¥

PO J4AT20N

Actul Fee ¢ 000 Amer Discoant 19000 Amount with Tax ma

Curvenly lmvodced = 000 Amount Pad L1 Dutstanding L

3. Select the check box for the transactions you want to batch process. The orders must have a
Paid status of No.

4. Click the Batch Process button to display the Batch Processing dialog.

%' Batch Processing a
Batch Processing (2 Transactions Selected)

Description Quantity

Dale e @ Uit : v

Invice Numbser [ Cradit Note Mumber: | Grass Amour t: '—]

Pam

5. Enter the required information and click the Process button to update all of the selected
transactions and display a confirmation message.

6. Click the Yes button to update the orders.
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03 ‘ Managing Courses

Introduction to Managing Courses and Templates

The Courses area enables you to manage courses and course templates. Course templates
can be set up for a range of standard courses before beginning to use the module. In order to
create course templates, you first create a course and then save it is as a template.

Courses can be based on course templates or cloned from other courses. For courses with
sessions that are held on the course start or course end date only, it is recommended that the
courses are cloned from other courses, rather than created from templates, since this enables
the cloning of session details.

Music tuition should be managed using courses and sessions. It is possible to set up courses for
a long period and to run recurring sessions within that course. For example, you may wish to set
up a course for Clarinet tuition for the whole of an academic year with recurring sessions which

may be at one or more venues. Students can be booked onto particular sessions or all sessions.

The Calendar View tab provides a view of the planned courses and sessions for the selected
month, week or day. The calendar can help you with monitoring resource usage by viewing
details of a venue and room bookings or a trainer's allocations for a period.

Managing Courses and Applicants

The Courses | All Courses page enables you to view and update course details and manage
course applications. It provides a course search.

More Information:

Managing Course Templates on page 91.
Managing Courses using the Calendar View on page 97.

Adding a New Course

NOTE: Courses in v 4 are not restricted by financial year settings. Therefore, course codes need to be
unigue across all courses and different from any existing v3 course codes (if migrating from v3 to v4).
The system automatically checks for duplicate course codes when a new course is set-up.

It is recommended to plan appropriate naming conventions for courses (course codes in particular) to
identify years if required.

Course codes can be up to 15 characters.

To add a new course as a new template or standard course:
Select the Courses area.
Select the All Courses tab to display the Courses search page.

I One Home: Courses Applicalions Trainers

@ Courses = Add

Click the Add New Course button to display the Add New Course screen.
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| Add New Course

Training Uit

Mimimum Places Tor Visbilsty ©

Course Name : ’

. * e
| stant Date | " B Fnd Date ] ﬁ

|

| Venue

Entering New Course Details

Select a Training Unit from the drop-down list.

Enter a Course Name
Enter a Course Code.

For a new course, enter both parts of the Course Code. For a new course template, enter the
first part of the Course Code only.

Select a Start Date an

d End Date.

If this is to be saved as a course, you can enter the number of Places Available and Minimum

Places for Viability.

If required, add a venu

e:

a. Click the Venue browse button to display the Select Venue window.

Q Select Venue

Venue = Add

Base 823 4321

Base 820 4321

Base an 241

S Soioct |

b. Select a Venue Name and click the Select button.

c. Alternatively, click the Add button to add a new venue.

If required, add a Course Leader:

a. Click the Course Leader browse button to display the Select Course Leader window.

Q Select Course Leader
|.'-,‘.-"'L~7 fer |

(O e |
=

s

0 -

=

=]

(O

|oe

| perm— :
500 N sooct |
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b. Select a Name and click the Select button.
Alternatively, click the Add button to display the Person Search to add a new course leader.

For more information, see Selecting a Person using Person Search on page 32.

8. Click the Create Course button.
Alternatively, to save the details as a template, click the Save as Template button.
NOTES: Any additional questions defined for the training unit or template are inherited by the new
course. After the course has been created, these additional questions can be updated independently of
the training unit or template.
When a one-day course is created, a session is also created for that course with the same dates. The
session details can be edited.
Searching for a Course
The Courses search is used to find available courses. You can enter search criteria to limit the
courses displayed in the list. If the required course is not listed, it can be added or cloned from
an existing course.
More Information:
Adding a New Course on page 67.
Cloning a Course on page 70.
I One Home: [ Couries Apgiczalion Welcome SYSADMIN | Hele | Lesosl
m| |
| - I =
e
1. Select the Courses area.
2. Ensure that the All Courses tab is selected.
3. Enter the required search criteria.
4. If required, select the Inactive TU also check box to search for courses for inactive training

units in addition to active training units.
You can click the More Options button to display further search criteria.

@, More Search Options

Application Closing Date

Close

Clear Search ‘|

5. Click the Search button to display matching courses.
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Calendar View Frron Log
2 Courses o A0 New Course
- =
[o_] [ o
[ vemptate Onty [ inacte TU atso [ inciuse Compietea Courses. [ Courses With Spaces Onty
o Ot [N Scarch |
49 Course(s) matching
[rtEnn [ -
ez o 1 Panmed
2507014 o Planned
20072014 [ Punned
MU O [] Pancad
T DUIRE ca0MREN 0 Fanned

Cloning a Course

A new course can be created by cloning the details from an existing course. In addition to the
course details, any pre-course information, narration memos, UDFs or additional questions
configured for the existing course are copied to the new course.

NOTE: When cloning a course with sessions, session details are only cloned to the new course if the
sessions in the existing course are spread across a maximum of two days (based on the course start
date and the course end date).

Search for the required course.
For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.

| Calerdar Vi Etror Log
‘ & Trumpet Course | TRUMP - 001 s | o omone._«
C
Start Dain * DB FndDats 33002014 Application Closing Dats =
| Paces Avallstie : & Plates Filed : 0 Minimum Paces foc Wability © 3
Bounecout oo 5 * Back iz Cowrse Soarch
Rl #ovtre v | dorkcans 1
Onan &0 | Cinga &
¥ Course Details Coerse Hamoon: [§  Cowrse Feedback: [ Pre-Course information:
Course Neme | Frumpst Cowss i Gowse Code TR [0 ]
Saaet Datn ORE0T4 = End Date | oz 'E
Application . = -
Chowing Date ¢ ] Varuar reey & |
o 5 Minimum Paces [
Paces Availsle |5 Hor Viability ]
¥ course Leader Dotalls 4 At
e mzmsETIny Branan
Room and Personnel Details Ausourcas: [§
Foom +[mharie Curie & Hoom Layout - | 50f - Squse -
Bugget ower <[ A LA Organisr : [rem e e iy
Course Provider | v, s e

Click the Clone Course button to display the Select Applicants window, which enables you to
select the applicants from the existing course and copy them to the cloned course.
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Q Select Applicants a

Do you wish to clone the applicant(s) with course?

Accepted

Select the required Applicants and click the Yes button to clone the applicants with the course.
The Add New Course page is displayed with the details of the existing course.

Add New Courss

Training Unit : "l Course Name - ’ Course Code ;& T
Start Date B _@ Fnd Datn | g D Pisces Availsbie ; 11

Minimum Places for Viabiliy : (1 Vanus e s

Cancel

Enter the details of the new course.

Click the Create Course button.

Viewing Basic Course Details
Search for the required course.

For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.
The course summary is displayed in the panel at the top of the page.
The Basic Details tab is displayed below the summary as shown in the following graphic:

Cakrar Vi Emor Log

| TRUMP - 001

End Daie

Alert B More sotions.. 4

<

Start Date T B2 310014 Applicarion Closing Dase ‘

Places Avalisbie ; 5§ Paces Filled : 0 Minimuen Places for Viabdigy : 3

Boksacourse  BoamaiCorss W Biack 10 Gours Bbarch

Cipers Al | Clge ANl

¥ Course Details

Course Marration: [ Course Fesdback: Jf  Pre-Course Information: [

R — T cowscoe :[rmme ]
Star Date + | 00018 ;E Crd Date i Bnea0s E
Placen Available ;|5 Ilfxﬂ\lml:,l:ilacu .
¥ Course Leader Details + A
o T T
DITIESGTORD W o
aom and Personnel Details Resources:
R - X feoom Layout ;| 808 - Souare v
BuBguL Holder . A lAUIuaulwl:: A b
L e [

If required, click the expand button to display more details in the summary panel.

You can click the Back to Course Search button to select an alternative course from the search
results list.
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Editing Basic Course Details
Search for the required course and view the details.

For more information, see Viewing Basic Course Details on page 71.

The following information can be updated on the Course Details panel:
. Enter a new Course Name.
. Enter a new Course Code.

a
b
c. Select a different Start Date and End Date.
d. Select an Application Closing Date.

e. Click the Venue browse button to select a Venue.
f. Enter the number of Places Available.

g. If required, enter the number of Minimum Places for Viability.

& 9 frep— =] -
e T [ [ |~
ourse Detalls Cowra Marrasion: [ Coursa Fasdback: [§f Pre.Couma infaemation:
Courso Cade : [mass | E
End Date H ECT O i

Click the Save button.
The following information can be updated on the Course Leader Details panel:

Adding Course Leaders to a Course
Click the Add button to display the Select Course Leader window.

Q Select Course Leader a
[ Name
i 1
O
O
O e
D [
D i
4501 B Scloct |

Select one or more Names in the list.
Click the Select button.

If the required person is not in the list, click the Add button to display the Person Search to add
a new course leader.

For more information, see Selecting a Person using Person Search on page 32.

Removing a Course Leader from a Course
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Click the Remove button to display a confirmation message.
Click the Yes button to remove the course leader.

Editing Room and Personnel Details

Ensure that a Venue is selected on the Course Details panel to enable the Room browse.

Room and Personnel Details

Room : ~ Room Layout : | SOR - Square

2. Click the Room browse button to display the Select a Room window. Rooms associated with
the venue are listed.

m—
€}, select a Room a
Associated Rooms &%

: 8

Room Detail

Koom Code | OWE

Room Hame : | ey |

3. Select a room and click the Select button.
4. If required, select a Room Layout from the drop-down list.

5. Click the Budget Holder browse button to display the Select Budget Holder dialog.

€ Select Budget Holder a

6. Select a Name and click the Select button.

7. Click the LA Organiser browse button to display the Select LA Organiser dialog.
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2. Edit the following information as required:
m Curriculum Area (Lookup Table ID: 0117)

Managing Courses

Q Select LA Organiser

Select a Name and click the Select button.

Alternatively, click the Add button to display the Person Search to add a new LA Organiser.

For more information, see Selecting a Person using Person Search on page 32.

Click the Course Provider browse button to display the Select Course Provider dialog.

Q Select Course Provider

[

| Wome

o Al Cice

Select a Name in the list and click the Select button.

Alternatively, click the Add button to display the Person Search to add a new Course

Provider.

For more information, see Selecting a Person using Person Search on page 32.
Click the Save button.

Editing Additional Course Details
Search for the required course and view the Additional Details page.

For more information, see Viewing Additional Course Details on page 76.

Cne Home (ST Appications Trainers Music

Calenaar View Erro Lag
& Music Course | MUSIC - 001

" Start Dot Bueamete
Places Avosable 10

T o
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m Group (Lookup Table ID: 0115)
m Phase (Lookup Table ID: 0215)
m Key Stage (Lookup Table ID: 0216)
m Funding Source (Lookup Table ID: 0227)
= NQF Level (Lookup Table ID: 0575)
m LA Event Type (Lookup Table ID: 0114)
3. Toadd an Instrument:
a. Click the Instrument browse button to display the Select Instrument dialog.

Q Select Instrument [x]

& Woodwind
BASS: Bassoon
FLU: Flute
Strings
& Percussion
[ Brass
[ Recorders

Cancel

Select the required instrument type and click the Select button.
4. If required, add a Ledger Account.

a. Click the Ledger Account browse button to display the Select Ledger Accounts window. If
required enter a Ledger Code or Name to filter the list.

b. Select the required Code and click the Select button.

NOTE: In order to create a financial transaction for a course, such as raising a purchase order or a sales
transaction, you need to associate the course with a Nominal Ledger. Otherwise, the More Options |
Billing link will not be enabled. For more information, see Managing Course Billing on page 101.

5. If required, add EPM Activities on the EPM Activity Details panel:
a. Click the Add button to display the Education Plan Monitoring dialog.

€} Education Plan Monitoring [x]

W Current Activities

b. Select the required activity and click the Select button.
6. Click the Save button.
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Viewing Additional Course Details

The Additional Details tab is used to record additional, optional information about the course.
The course can be linked to one or more Education Plan Monitoring activities or targets.

Search for the required course.
For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.
Select the Additional Details tab to display the Additional Details panel.

N | Spen bew T Use | logow

& Music Course | MUSIC - 001 Ml (G More optieea..,

Shar Diste BT Und Dabe 2022014

Flaces Avasable : 10

--------

Managing Additional Questions

Additional questions defined for a training unit or course template are inherited by courses or
course templates created for the training unit. Once the course has been created, you can add
additional questions or remove additional questions for the course without affecting the training
unit’s or course template’s questions. Similarly if questions at the training unit or template level
are amended after a course has been created, this does not affect existing courses questions. It
only affects new courses.

NOTE: If the Local Authority has a licence for Training Manager Online and publishes Training Manager
courses online, then the text here will be displayed when capturing application details. Courses
associated with the Music training unit are not published online. However, additional questions can still
be captured for back office applications.

Adding Additional Questions to a Course

Additional questions can be added to the course independently of the training unit. They are not
inherited by new courses created for this training unit.

Open the required course and select the Additional Question tab.
For more information, see Viewing Additional Questions on page 77.
Click the Add button to display the Add Additional Question screen.
T e I Y Ky v

Type . Mandatory

— |

Select a Type from the drop-down list depending on the type of information you wish to capture.
This includes URL, Integer, Rate, Text, Dropdown, Paragraph and Checkbox.

Enter the text for the Question.
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To make this question mandatory, select the Mandatory check box.
Click the Save button.

[arder Typn Quastien ‘Mandatary

If required, click the Order arrows to change the order that the questions are displayed.

Viewing Additional Questions
Search for the required course.

For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.
Select the Additional Question tab.

= 2 I dlgrt 54 More options... 4

" start Da 1 ATHT2 Ervt Date © BT Application Closemg Dae

The question details can be displayed by clicking the Details button.

Deleting Additional Questions from a Course

Additional questions can be removed from the course without affecting the training unit.
Search for a course and select the Additional Question tab.

For more information, see Viewing Additional Questions on page 77.

Click the Delete button to display a confirmation message.
Click the Yes button to delete the question from the course.

Managing Session Details

If courses are broken down into sessions, these can be recorded to represent sessions on
different days or different times of the day. For Music Tuition, you can set up courses to run for
an academic year or a term which have recurring sessions set up, e.g. once a week.

Information recorded includes the start and end time of each session, the venue, session leader
and the attendance. Recurring sessions can be set up.

NOTE: Multiple sessions for a course can have the same start date and time enabling you to create
sessions that run concurrently or in parallel to each other.

Search for the required course.

For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.

Select the Session Details tab to display the Session Details page.
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Applications: Trainers Reports  Administration

Casendar View EmorLog

Recording Attendance for a Session

Attendance can be recorded for an individual session if the application status is Accepted,
Invoiced, Received or Offered.

1. Click the Attendance button to display the Session Attendance dialog.

2. If required, select one or more Application Status Filter check boxes to display matching
applications.

tl Session Allendance a8

Application Status Filter : A Accepled B Invoiced [T Application Recoived [ (dfered

"Name Satis [ Reason

D0 @®

Aaceuted ]  d

3. For each applicant, select the check box to display a tick if they attended the session.

Alternatively select the check box to display a cross if the applicant did not attend the session. A
Reason for non-attendance can be selected from the drop-down list.

4. Click the Save button.

Adding a Session to a Course
1. Click the Add button to display the Add Session Details and Date Pattern panels.

Data Pattern
(® Day (O Weekty () Penodical O Chasen Dates

Session Date ; | i)

2. If required, enter a Session Name, a Start Time and End Time.

NOTE: If start and end times are recorded for the training unit, these are automatically completed.

3. If required, select a Venue and Room:

a. Click the browse button to display the Select a Venue dialog.
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€, Select Venue

Venue = Add

e = LA Sehool A

Venue Name Type itmbes NGRaDeT Address.
Bas 820 4030
Base 820 2081
Base 999 4356
Bast 999 8013
Base 820 4017
Base 820 4750
Base 823 4321
Bas: 820 4321
Bas o 2411 £

b. Select the required venue and click the Select button.

Alternatively, click the Add button to add a new venue. For more information see Adding a
Venue on page 80.

c. If required, click the browse button to display the Select a Room dialog.

Q Select a Room a

Associated Rooms 4 Ad

[roomrame ]

Code Room Name

Qwe

Room Details
Room Code : QWE

Close Select

d. Select the required room and click the Select button.

4. Select a Date Pattern for the session by selecting one of the radio buttons and entering the
dates and days for the session:

m Day: select a Session Date.

m Weekly: select a Start Date and End Date. Select the check boxes for the required Days of
the week.

m Periodical: Enter the number of Days between sessions. Select a Start Date and End Date.
If required, select the Week Days Only check box.

m Chosen Dates: Select the check boxes for the required Dates.
5. Click the Save button.
6. A confirmation message is displayed:
Do you wish to inherit defined Course Leaders for the created Session(s)?
7. Click the Yes button to update the Session Leader panel with the course leader details.

Viewing Details of a Session
Click the Details button to display the Session Details page.
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tsc Dests | Ao Deo course i [ESRSEERRY joowors et ) |

Adding a Venue

A new venue can be added and associated with a session, course or a course template.

From within the Session Details, Course details or Course Template details page, click the

Venue browse to display the Select Venue dialog.
Click the Add button to display the Add New Venue panel.

Q Select Venue a
Add New Venue

Venue Type :

Venue Name : |

Cancel

Select the Venue Type from the drop-down.

Click the Venue Name browse button to display the Select Venue window listing all venues

associated with the selected Venue Type.

Q Select Venue a

Close Select |

Select the required venue and click the Select button.

Q Select Venue a
Add New Venue

Venue Type : | Organisation

Venue Name : | = e

cancel (AN

Click the Save button.

Adding a New Application

New applications for the selected course can be added via the Applicants tab or the

Applications focus.
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For more information, see Managing Applications on page 105.

1. Openthe Course Applicants list for the required course.

For more information, see Viewing Course Applicants on page 81.

2. Click the Add New Application button to display the Add New Application window.

Add New Application

R End Date + pnEne Applicant Fhone Numbss:
s for Viabality Places Filled  : 0 Appiicant Eman
Vanus : Piszan Availabie:

Application Details

BEB:

o216 Aosicaionts

3. Enter the following details:
a. Select an Applicant.

For more information, see Selecting an Applicant on page 122.

b. Enter the Application Details:
For more information, see Entering Application Details on page 119.

4. Click the Create Application(s) button.

NOTE: When an application is created for a multi-session course, the applicant is automatically
associated with all sessions. If required, they can be removed from sessions.

For more information, see Removing an Applicant from a Session on page 83.

Managing Course Applicants
Applicants for a course can be viewed and processed via the Applicants tab.

The Applicants tab is accessed via the Courses | All Courses area. It enables you to view the
applicants for a particular course, view the details of their application, change the status or
transfer their application to an alternative course.

Viewing Course Applicants
1. Search for the required course.

Music Tuition v4 Handbook -



Managing Courses

For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.
Select the Applicants tab to display the Course Applicants panel.

Administration Weleome SYSADMIN | Open aw T

Repars

Caencar View Exvor Log

& Guitar Course | GUITAR_001 - GUI

Mot | More sptons... 4

" start nate : 170G FndDate 30090014 Application Closing Dase

Places Available © Faaces Filled : 0 Minimum Places bor Viabality *

@k cions Couse

@ omonicourse [ Datats Coursn

ok 1o Courss SR

Seovkn Detsis | Addbonal Ouestors

Basic Dotads | Aditonsl Detuts [EPPSUSRRY o s |

Course Applicants
B Courss Applicants 1o diplay.

o+ 408 o Aepaten

If required, filter the list of Course Applicants.

If required click the Name hyperlink to view the student details.

Oz Home: Courses Trainers Administrabion

Applcations

Reposts | ComNewTeb | Helo

Logeut

ST e |

Siudent Agomona | Student Hestory | Carers | Putie Care

Irvstrumenzs) Hired | R

Cpen Al | Close A3

¥ Student Profile # £t

Active: Yes Inoctive Fesson: - Inective Date: -

Last Updated By: w

NCY {incl offsel):
Last Updated Date: 14032016 120038

11 Offsel: 0 ot following NCY: No  Age on M08@016: 165 Unique Learnes Number: -

¥ Addressee ' Em

Addresse: PanertCarer of Adams

¥ Language Det

Home Language: Engiish
FAL: No

First Language: -

* Ethnicity, Religion and Culture " gt

Nationality(if not British)l: - Country of Origin: - Student Ethaicity: WORI - Whas Betsh  Cthnic Source: - Religion: Culture: -

W Adeew Lasa 13/11/1999 | Female L Edt Student Detais Alact ‘Gl More options... 4
; Active: Yes Student 1D: 9506235 NCY (inc offset); 11 Home LA: 520-Bedfordshire 97 Mamo: §f UDE
Fmail: Funding LA:
5| morma view

Viewing Application Details
Open the Course Applicants list for the required course.

For more information, see Viewing Course Applicants on page 81.

Click the View Application button to display the Application Details screen.

Incomang Applcabons

2/ Nics Rock Lesson | Custirsd, Betty

Alert B More options.., 4

Vitw Courss Delats View Applicant Detas

Course Start Date : 01102018 Places Avallable Applicant Fhone Number :

Course End Date : 01112016 Flaces Filled 10 Applicant Email

Venue = Ampthill Youth Clet Minimum Flaces for Viability : Application Stats & Application Receved

== Agd instrement Hire 5 Delese Appication || Nommal View

Application Detalls

Application Details UDE Memo: [
Application Priority: - Post H l:l

Instrument ::l ~ Application Status: | Application Received  * o

Received Date | 18102016 B= Gftered Date &=

Accepted Date = Cancelled Date | E‘

Declined Date = Invoice Paint l:l X

Amtendance . | 1 Qualification -

Contirmed =

Email t A

T | bty sky.com ce il
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Adding Instrument Hire
Instrument Hire details can be added from the Application Details page.

Click the Add Instrument Hire button to display the Instruments page.

For more information, see Maintaining Instrument Hire and Repair on page 158.

Viewing an Applicant’s Sessions

The Session Details page shows whether the course applicant is attending all available
sessions for the course or selected sessions only.

Open the details for the required applicant.
For more information, see Viewing Application Details on page 82.

Select the Sessions tab to display the Session Details page.

2l Test Course | 15297, Student02 alert G More eotioes... 4
e Appiar Dela;
Paces Available 10 Applicant Phonge Numbar :
Places Filled 0 Applicant Fmad
Mimimam Paces for Viabaity Application Slalus Appacaton Heceed
8 Delete Apptcation 58| Norma View

(30 = (& All svaliazée sessionis) () Selecied sersion(s) caly

Applicant |5 attending all se45s0nqs)

Removing an Applicant from a Session

When an applicant is added to a multi-session course they are automatically assigned to all
available sessions. If an applicant should not be assigned to all of the sessions, they can be
removed from the session.

To remove an applicant from a session:
Open the details for the required applicant.

For more information, see Viewing Application Details on page 82.

Select the Sessions tab to display the Session Details page.

"
popicatcn ovois [EEREEN Motenaoesrs ||

n Details

Associsted Sessionis] @ (&) A3 avadatio setsionis) () Selectad sassion(s) only

Sewsion 2

Applicant is allendimg all session) 8.

Select the Selected sessions(s) only radio button.

(R Dutete Acpieanon | biomal View

| oo oo I ovowometee ||
Session Detall

Associated Sessionis) : () Al avalatis sossion(s) (3) Sekctna session(s) coly

Eo— samzang oo vze0 i remars
Seamon I 30 L] T Remares

Click the Remove button adjacent to the required session.
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D s i, [0 o v

Appiication Delats s [ ——

Session Details

Associaled Sessionis) = () AF @ ¥

6. Click the Save button.

Updating an Applicant’s Details

Updating Student Details

1. View the course applicants and click the name hyperlink to display the Students | All Students
page. For more information, see Viewing Course Applicants on page 81.

One Home Courses Apph ations Trainers Reports Admintstration 2 Luen New Tak

T Adaes Lamsa 12/11/1999 | Female i student Details plest [ More optiona... 4

»
Active: os Student 1) GL067I8 NCY (inc offsat): 11 Home LA: 270-Saedfordshin 67 sama: [ LUDE

Emait: Funding LA:

3 nomal view

e ety Special Noods | Studen! Additional | Student History Pubiic Care Courses Ensesmbles Instrumentis) Hired | Resalts Altained

¥ Student Profile ' £as

Active: Yes Mactwe Reason: - nactve Date: - NCY (ool offsefk 11 Offsel: 0 Not following NCY: Mo Age on 01092016 165  Unique Learmer Numbor:
Last Updated Dy: = Last Updated Date: 14022016 120038

¥ Addressee 4

Addressee: Pa

¥ Language D

Home Language: English First Language:

EAL: No

¥ Ethnicity, Religion and Culture " gos

Mationality{if not Baitish): Country of Origin: Student Ethnicity: 'WBRI - While Brilish Ethnic Sowrce: Religion: Cubure:

2. If required, click the Edit Student Details link to display the summary details in edit mode.

All Students

Q [ . ‘ e '| ‘12!11/1999 “ﬂ |Female ‘|v‘ 7 Edit Student Details

v
Active: Yes Student ID: 9506233 NCY (inc offset): 11 [620-Bedfordshire o7 @ Memo: [§ UDE

e | = ] s )

Current Age: 16/9 NCY Offset: O SEN Status:
Registered base: St George's School Address: 31 Station Square, ar JESHANG. RIBSIE, (. OLA

Sy savo |
ide

3. Make the required changes and click the Save button.

4. If required, select one of the sub-tabs and click the Edit button. The following graphic displays
the Student Basic Details sub-tab in edit mode:

Normal View

L SFE -l Special Needs | Student Additional | Student History | Carers | Public Care Courses Ensembles Instrument(s) Hired | Results Attained

Open Al | Close All

¥ Student Profile ./ Edit UDF

Active: |"<5:n-9 Reason " — H “ﬂ El
Not Following NCY: []] E

Last Updated By: Gary LastUpdated Date: 14/03/2016 12:00:38

Cancel Save ‘
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Update the details and click the Save button.

Updating an Applicant’s Session Details

Managing Courses

The session details can be updated to reflect whether the applicant is attending all sessions or

selected sessions only.

NOTE: Attendance for courses is recorded via the Courses | Basic Details | Session Details tab.

Sessions can be set up as regular recurring tuition sessions.

For more information, see Managing Session Details on page 77.

Open the details for the required applicant.

For more information, see Viewing Application Details on page 82.

If required, click the Selected sessions(s) only radio button to display the Select Applicant

Session dialog.

l__i Select Applicant Session 91

" Sussion Name Sassion Nale “Stunt Time End Tane: Vene

] sessiony T 5] 600 School

Select the required sessions and click the Select button.

2/ Trumpet Course |

Course Start Dt © 011102014

Course End Dale : 31

02014

Places Availabie
Maces Filled

Mmimum Places for Vistility © 3

Applicant Phone Number
Applicant Email
Application Status

Click the Save button.

Updating Additional Questions for an Application

Additional questions can be added for a training unit, a course template or an individual course.

More Information:

Adding Additional Questions for a Training Unit on page 21
Managing Additional Questions on page 76.

To record the information in the additional questions for an application:

Open the application details.

For more information, see Viewing Application Details on page 82.

Select the Additional Questions tab.
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Caurss End Dats @ 15007

= S Hoemal Mo
e | o R
Additional Questions
- 3
Prateerad Nama l:l

Enter the information for this application.
Click the Save button.

Processing an Application

Applications for a course can be processed via the Courses | Applicants area. The status of
the applications can be changed or the applications can be transferred to an alternative course.

Changing the Status of an Application
The status of one or more applications can be changed.
Open the Course Applicants list for the required course.

For more information, see Viewing Course Applicants on page 81.

@ test| & . Slert (G Move eptioea., 4

San Date T ABOTR014 EndDate 1190772014 Apgiication Closieg Dot 1
Places Filod : 0 Minimum Places for Viabdity

Do coune Somoncome o # Back fo Gowsn Snarch

wice Pomt ety Tacurned ate

Er

Select the check box for one or more Course Applicants.

Click the Process Application(s) button to display the Process Application(s) window.
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4.

& Process Application(s)
. |
|— == Accepled |
(& Change Status (O Transfer
Status: |\ ™

|

Cancel ‘ 2

Ensure that the Change Status radio button is selected.
Select a Status from the drop-down list.
Click the Process button.

Managing Courses

Declined or Authority Declined.

NOTES: An application Status of Invoiced, Cancelled or Transferred cannot be changed to Applicant

Transferring an Application
Applications can be transferred to another course.

Open the Course Applicants list for the required course.

For more information, see Viewing Course Applicants on page 81.

& test | &

San Date T ABOTR014
Places Available ©

Audebtionsd Dotk [PPORRRY ..., vy
Course App

slicants

ries [ |

T e T e ot ity
=]

Select the check box for one or more Course Applicants.

Click the Process Application(s) button to display the Process Application(s) window.

Select the Transfer radio button.
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& Process Application(s) [x]
Name Invoice Point Type Invoice Point Status
Accepled
(O Change Status (® Transfer
Course : l:| O Application Received Date: | 1410512014 |ﬂ
Use Existing Application Status: [ Offer Date H |14.'05f2md |H
Acceptance Date H | |m

Cancel

Click the Course browse button to display the Select Course window and select the new
course for this application.

For more information, see Selecting a Course on page 107.

If required, select the Use Existing Application Status check box to copy the dates from the
existing application to the new course.

Alternatively, select new dates for Application Received Date, Offer Date and Acceptance
Date.

Click the Process button.

If there are insufficient places available on the course, the following message is displayed:
Only n places are available on this course. Do you wish to continue?

If you want to transfer the applications regardless, click the Yes button.

NOTE: If an applicant has a status of Attended, they cannot be transferred. If any of the selected
applicants has already been invoiced for a course, a warning message is displayed.

Managing Course Analysis

Course analysis defaults are defined for a training unit on the Analysis Defaults tab accessed
via Administration | Training Unit.

For more information, see Adding Analysis Defaults on page 21.

This can be used to gather ranked feedback from course attendees.
The defaults are used in the course analysis for courses associated with the training unit.
Search for the required course.

For more information, see Searching for a Course on page 69.

Select a course in the list to display the details.

Select the Course Analysis tab to display the Course Analysis page.

Calendar View

=] | CTU - 001 art R Mare sptans.
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Adding Course Analysis
1. Click the Add button to display the course analysis defaults for the training unit.

Managing Courses

@ Tu | cTU - 001 g
" start Do e End Date W2R0N Appiication Chosing Date
Places Avaitadle 1 10 Places Filled 1 0 i Places for Viabdity © 5
& o == * o "
T e - e ey
Course Analysis <A

2. For each course analysis default, select a value from the drop-down list.

3. Click the Save button.

NOTE: The count, average and spread of the entries is calculated and displayed for each of the
assigned categories (as defined in Administration | Training Unit | Analysis Defaults tab).

Cancelling a Course

A course can be cancelled without deleting it. It can then be reinstated, if required.

1. Search for the required course.

For more information, see Searching for a Course on page 69.

2. Select a course in the list to display the details.

Ak View Error Log

& Trumpet Course | TRUMP - 001

Starl Date + 01008

Praces Availabin @ 5

Endg Dt

Places Fillad : 0

£ Aa1s

Application Closing Date
Minimum Piacas for Wiability @ 1

PPN odtond Detats | Agslants

¥ Course Details

Course Wame < | Trumsel Course 1
Stan Date : [owama o]
Apglication ]

Closing Date i)

Placus Avallable  : (5

¥ Course Leader Detalls & as

Course Anatrins | Sevaion Detaits | Addbonat Cumbiors

T

Egoe e

Cpan A8 | Clsa Al

Course Namation; [ Cosrse Freaback: @ Pre-Course intormasion: [

Coutse Cote HLL “|foor
Lnd Daty HETEET ’ ﬂ
Veoe HAr—rr T3 m

Minimum Placas :
for Viabiity ¥

o Provider [V, s o

Fx LR TIER B Rero
Room and Resources: [
Foom 1 Foom Layout : | SR - Square -

Audget lisiser [ e LA Drganiser : [Kams; v e s

3. Click the Cancel Course button to display the Cancel Course window.

é Cancel Course 8

Inactive Date : 15/07/2014
concer (I

Reason

4. Select a Reason from the drop-down list.

5. Click the Save button to cancel the course.

Reinstating a Course
A previously cancelled course can be reinstated.
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1. Search for the required course.
For more information, see Searching for a Course on page 69.

2. Select a course in the list to display the detalils.

AppiCatons Trantrs Music Hepors  Adminsiration

Calendar View

Error Log

@ DM s & More eptons
>
Fat Date Bl Lt Chate i TR Applicabon Ciowng Dale B
Places Avallable - 34 Paces Filked : 0 Mindmum Places for Viabiliry © 21

Boinos Gy @ Rongtie Cowge  Egivnin = [ack o Courna Sedren

Ty e

Course s canceled due to Ursufabie Premises on 10072014

Cours 8 Comne Narrabon: [ Cowse Fesdtack: [ Pre Gourse inlormation: [§
CourseMamo ;[ 7 Coursecode ;[ =1

Start Date [mae End Dite B IO

Appiieation o A —|

Closing Dase | Tonx bl i can e

s vsiatne | Minimum Paces [~
Places Available  © tox Viability i s |

Publish On Weby

3. Click the Reinstate Course button to display the Reinstate Course window.

@ Reinstate Course a

Active Date : 15/07/2014
corce [ INEEENN

Reason

Select a Reason from the drop-down list.
Click the Save button.

Deleting a Course

Courses that have been set up in error can be deleted if they have no associated applications.

Deleted courses are permanently removed and cannot be reinstated.
1. Search for the required course.
For more information, see Searching for a Course on page 69.

2. Select a course in the list to display the detalils.

Cakndar View Error Log

@ | v3-03

" sturt pate : 1A Eod Date 3 3120014 Application Closing Dste~©

Places Avadabie | 0 Places Filled | 0 Winamum Places bor Viskdity |

T cctonm Datass | Appicants Sassicn Dotsi

Boortoen  @oneCuse  Egoemtan  * D i

¥ Course Detalls Courss Marmtien: [ Courss Feadback: [ff Pre Courss intammasian:

Coursn Hame [ ’ Coursa Code BE oz
Stan Duate + a0 = End Date :[avamone =
1iRer i =] fecd =
== - k
Closing Date 3 Maaih | &
: o Minimum Places

Pubiish On Web
¥ Course Leader Detalls « ax

Mo eotrse latur detaits Lo dispiay.

Reom and Personnel Datails Resources: [
fioom ! Frocm Layout : -
gt Holder [ [ o LA Graniser e

Comtse Provider Y

3. Click the Delete Course button to display a confirmation message.
4. Click the Yes button to delete the course.
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Managing Course Templates

Course templates can be set up for a range of standard courses.

NOTE: Sessions cannot be associated with course templates.

Adding a New Course Template

A course template is created when you click the Save as Template button on the Add New
Course screen.

More Information:

Adding a New Course on page 67.

Viewing Course Template Details

One Home Applications Trainers. Masic Reports  Administration

Calendar View Eror Log

&= Courses = Aud New Course

o] Template Only [ Inactive TU also

|course

Select the Courses area.

Ensure that the All Courses tab is selected.

Select the Template Only check box.

Ensure that the Music Tuition training unit is selected.

Enter your search criteria. For more criteria, click the More Options button to display the More
Search Options window.

Click the Search button.

NOTE: The search fields only display the values linked to the courses with which you are associated.

If there is only one matching course template, the details are automatically displayed.

If more than one template matches the search criteria, a list of templates is displayed. Select the
required template and click the Select button to display the details.

3 2 | L = More pplssems... 4
Training Unit S Trairing Uil Active < Y
Greate Gourse o Tompiaty g Dot Tomotale ik 0 Gourss Siaren
e e T
>ourse Details Course Namation: [§
Templaie Mama : |CIMA ’ Templats Cots o = ’
Places Avaitstie 12 Minimism Places foi 1 [2
L iabsby
Wanue 1 [ = | Active Stans o]
¥ Course Leader Detalls <
e
Hame “Phane Humber Emad
fiRe
A Organiser : ~
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Editing Course Template Details

Search for a course template and view the details. For more information, see Viewing Course
Template Details on page 91.

The course template details page displays the Basic Details tab, Additional Details tab and
Additional Questions tab.

Editing the Basic Template Details

The Basic Details tab enables you to edit course details, course leaders, room details and
personnel details.

1. Ensure that the Basic Details tab is selected.
2. Update the Course Details panel as required
3. Click the Save button.

Adding New Course Leaders

The Course Leader Details panel is used to record the name and contact details for one or
more course leaders associated with this course template. If the course leader has changed you
can add or remove them from the Course Leader Details panel.

1. Ensure that the Basic Details tab is selected.

Tempiate Mama : |CIMA ’ Templats Cots 1| ’

Placas Availablo : [12 Minimim Places far 1 [2
Vibsbiry
Venus : —| % Active Stats 1A
¥ Cot Laader Dotalls & Ak
e
Dusdget Holder A womanser:[ |y

2. Click the Add button on the Course Leader Details panel to display the Select Course Leader
window.

Q Select Course Leader a

3. Select a course leader and click the Select button.

If the required course leader is not listed, click the Add button to display the Person Search.
For more information, see Selecting a Person using Person Search on page 32.
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¥ Course Leader Details 4 A

Name “Phone Namber |
B femove

Updating Room and Personnel Details

The Room and Personnel Details panel is used to select a room for the course template or to
associate a new room with the venue. It is also used to update the personnel details associated
with the template.

1. Ensure that the Basic Details tab is selected.

e = | } = M
Training Usil
|
¥ Course Details
Tomplaia Hame :E:u.i-\ ’ Template Code + | i I
Places Availsbis -'{uz Minimism maces for 2
iabsby
Venua 1 f— M Active Stans 1hA
¥ Course Leader Detalls < ax
A
Room and Personnel Details
o —
Dudget Holder A LA Orpaniser : N

2. If aVenue is selected on the Course Details panel, you can select a room:

a. Click the Room browse button to display the Select a Room window listing all rooms
associated with this venue.

Q Select a Room a8

Associated Rooms =4

Room Details

Room Codé © 111

b. Select the required room and click the Select button.
3. If the required room is not listed, click the Add button to display the Add New Room window.

11 Select a Room [x]
Add New Room

Cancal Save

a. Enter a Room Code and Room Name.
b. Click the Save button to display the Basic Details page.
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Click the Save button.

Updating Personnel Details

The Room and Personnel Details panel is used to record the people organising and
administering the course.

Room and Personnel Details

Room : 5 Room Layout : | SQR - Square

Selecting a Budget Holder
Click the Budget Holder browse button to display the Select Budget Holder dialog.

€ Select Budget Holder %]
| |

All people that have been assigned the role of Budget Holder are listed.
If required, enter a full or partial Budget Holder to filter the list.
Select the required Budget Holder and click the Select button.

If the required Name is not in the list, click the Add button to select a new person to assign to
this role.

For more information, see Selecting a Person using Person Search on page 32.

Selecting an LA Organiser
Click the LA Organiser browse button to display the Select LA Organiser window.

!1 select LA Organiser a

| Nosne:

All people that have been assigned the role of LA Organiser are listed.
If required, enter a full or partial LA Organiser to filter the list.
Select the required LA Organiser and click the Select button.

If the required Name is not in the list, click the Add button to select a new person to assign to
this role.
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For more information, see Selecting a Person using Person Search on page 32.

Selecting a Course Provider
1. Click the Course Provider browse button to display the Select Course Provider window.

Q Select Course Provider a8

Name

a0 P scict |

All people associated with the role of Course Provider are listed.
If required, enter a full or partial Course Provider to filter the list.
Select the required Course Provider and click the Select button.

If the required Name is not in the list, click the Add button to display the Person Search to add
a new name to the list.

For more information, see Selecting a Person using Person Search on page 32.

Budget Holder Ll LA Organiser - N o

[

5. Click the Save button.

Editing Additional Course Template Details

1. Search for a Course Template and view the template details. For more information, see Viewing
Course Template Details on page 91.

2. Select the Additional Details tab.
3. Update the following additional details as required:
m Curriculum Area (Lookup Table ID: 0117)
m Group (Lookup Table ID: 0115)
m Phase (Lookup Table ID: 0215)
m Key Stage (Lookup Table ID: 0216)
m Funding Source (Lookup Table ID: 0227)
m LA Event Type (Lookup Table ID: 0114)
m Ledger Account
4. Click the Save button.

Adding Additional Questions to a Template

When a template is created, it automatically inherits any additional questions configured for the
respective training unit. After creating the template, you can modify, add or remove any of these
guestions from the template.
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Search for a course template and view the template details. For more information, see Viewing
Course Template Details on page 91.

Select the Additional Questions tab.

Teaining Unit ;s Actren s |
o Eiskiahodas Bk ioaneSisn

Create Coursa dom Temesal
Tasie Datsitt | Asamonal Datats [N

Additional Questions <add Cirder

Click the Add button to display the Add Additional Question page.

@ 7 o |

~ Training unit  : Active : ves |

B - s
& 0

[ | ey = S
Add Additic

Select a Type from the drop-down list.
If required, select the Mandatory check box.
Enter a Question.

If required, enter remaining information depending on the type of question.

Basic Detaits | Adationsl Detats JEREETREaTSIE

Add Additional Quastion

mandatory : [

CheckRox Valuss (@) ook () Manual Entry
Lockup d SR 1

Click the Save button.

Creating Course Details from a Template

A course can be created from a template and it inherits the details from the template. Any pre-
course information, narration memos or additional questions defined for the template are copied
to the new course.

NOTE: Session details are not recorded for a template. To ensure that session information is inherited
by the new course, it is suggested that you clone a course instead. This only applies to courses with

sessions across a maximum of 2 days. For more information, see Cloning a Course on page 70.

Search for a course template and view the template details.
For more information, see Viewing Course Template Details on page 91.
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Course Details
Tomplats Mama : [CIMA ’ Templats Cots o = ’
Places Availstie ¢ 12 Manvimum Places for ¢ [3
L iabsby
Wanue 1 [ = | Active Stans o]
Course Leader Detalls +

Duedge Hoddar N L Ovganisar © &
T

Click the Create Course from Template button to create a new course.

Managing Courses using the Calendar View

The Calendar View tab enables the training administrator to have a full view of the planned
courses for the selected month, week or day and monitor resource utilisation for venues, rooms
and trainers.

You can choose to view courses for a particular training unit, trainer (music tutor) or venue.

Viewing Courses in Calendar View

Select the Courses area.

Select the Calendar View tab.

Select the required radio button to view courses for a Training Unit, Trainer or Venue.

More Information:

Viewing Courses for a Training Unit on page 97.
Viewing Courses for a Trainer on page 98.
Viewing Courses for a Venue on page 99.

Viewing Courses for a Training Unit
Ensure that the Training Unit radio button is selected.

Select the required Training Unit from the drop-down list.
Select the required date.

One Home Applications Trainers Music Reports Administration

All Courses Error Log

(® Training Unit () Trainer () Venue

Jrusic rannc IR 010912014 =

Clear Search ||

Click the Search button to display the Monthly planner showing all courses and sessions for the
selected training unit and month.
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Al Courses Error Log
(@) Trainng Unt () Trainer () Viesus
er TRAINING Tl [orowzone gl
MUSIC TRAINING w| [ouowanie E
(5} Monthly () Weeldy - Doy Iraiming Unit © MUSHC TRAUNING Previoys  Seplomber 2004 - Nex) i A Coyrse g Eapor b0 Culiook
Monday Tiseday Wedrmuday Theariday Friday Saturdey Sundy
Fo oz L] 04 |es % 07
*
g on o 10 1 [EES 13
“
= £ 0o Gatar Confae.
&
g 1 % 7 18 Jn 20 21
£ «GUITAR_DO1-GUI - Gister Course
&
8 3 24 25 |28 27 28
£« GUITAR_001-GUI - Gutar Course
3
e E) o 0z ] o 03
¥ A GUITAR_DO1-GUI - Gistar Courea TRUME-001 - Trimpst
X
I o7 oa

Courses are colour coded depending on the status:
m Green — completed.

m Yellow —in progress.

m Blue - planned.

®m Red - cancelled.

5. If required, select the Weekly radio button to display the weekly planner or the Day radio button
to display the daily planner.

NOTE: Hovering the mouse over an entry in the grid displays a tool tip showing the course details.
If sessions have been defined for a course, these are displayed in the grid. Otherwise, the start and end
date of the course is displayed.

Viewing Courses for a Trainer
1. Select the Trainer radio button.

2. Click the Trainer Name browse button to display the Select Course Leader dialog.

Q Select Course Leader a

(®) Training Manager () Music

4000 A soict |

a. Select the Music radio button to display a list of music course leaders.
b. Select the required Course Leader and click the Select button.

3. Select the required date.
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4. Click the Search button to display the Monthly planner showing all courses for the selected
trainer and month.

Courses are colour coded depending on the status:
m Green — completed.

m Yellow — in progress.

= Blue — planned.

m Red - cancelled.

5. If required, select the Weekly radio button to display the weekly planner or the Day radio button
to display the daily planner.

Viewing Courses for a Venue

You can search for courses taking place at a venue. If the selected venue has rooms associated
with it, courses taking place in a particular room can be displayed.

One Home Applications Trainers Music Reporis Administration

All Courses Error Log

© Training Unit () Trainer (@) Venue
[= senool 4] | Room 1 01/00/2014 |ﬁ

Clear Search | Search ‘

Select the Venue option.
2. Click the Venue browse button to display the Select a Venue dialog.

Q Select a Venue ]
= Add

Venue Name Type

LA School

Number Number Address

2 Upper School

School

hool
Slub

1 Secondary School
2ol (Aptitude)

zhool

chool

D m ¥ P om m @ om @
B ¥ 8 B B 8 B B 8
& & &

conce

The list can be filtered by entering a full or partial Venue Name or selecting a Venue Type from
the drop-down list.

Select the required Venue and click the Select button.
If required, select a Room Name from the drop-down list.

Select a Search Date.

o 0k~ w

Click the Search button to display the Monthly planner showing all courses for the selected
venue and month.

7. If required, select the Weekly radio button to display the weekly planner or the Day radio button
to display the daily planner.
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Exporting a Calendar to Outlook

You can export course information as a calendar (iCalendar file in .ics format), that can be
emailed to other users. The exported file can be dragged and dropped onto any Outlook
calendar and will populate all course information into the recipient’s calendar.

NOTE: The information exported will be a snapshot in time. Information subsequently updated at the
course level within One will not be reflected in the previously exported file.

Al Cotrses Eriar Log

() Training Unt () Trainer 0 vesus
T TIRAINING: g e [oromanie gl
MUSIC TRAINING w| [ouowanie =

Eop  seerch |
(S} Monthly (1 Weekdy - (O Day - Trammeg Unit © MUSIC TRAUNING Previous - Seplomber 2018 - e i A Coyrse & Eapon 10 Otk
Monday Tiseday Wedrmuday Theariday Friday Saturdey Sunday

Fa 0z o 04 o5 73 o7

i

a GUITAR_DO1-GUY - Gistar Course

15 Sep - 21 Sen

2 EiY £ 5 % a7 28
# GUITAR_D01-GUI - Guitar Course

32 Sea - 18 S

i 9 o0 oL o2 o 04 s
TRUME001 - Trimpat

20 Sap -5 Cet
g
5
£

il
&

Search for courses in calendar view.

For more information, see Viewing Courses in Calendar View on page 97.

Click the Export to Outlook button to display a file save dialog.

Save the file as an iCalendar file in .ics format.

Adding a New Course in Calendar View

Search for courses in calendar view. For more information, see Viewing Courses in Calendar
View on page 97.

Click the Add Course button to display the Add New Course screen.

Enter details for the new course and click the Create Course button. For more information, see
Entering New Course Details on page 68.

Managing the Courses Error Log

The courses Error Log displays errors related to sending scheduled communications, e.g.
missing email address or mobile phone number. Errors can be corrected and the
communications re-sent .
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1. Select the Courses area.

2. Select the Error Log page.

All Courses Calendar View

& Error Log

& No Course Selected

Course Code |_:-: |
| @ ool
Clear Search |‘

Course Code Errors.

3. Enter your search criteria.
4. Click the Search button to display a list of courses with errors.
5. Select a course in the list to display the error log list.

AN Courses

£

6. Click the hyperlink from the Scheduler Title to display the error details.

@ Error a
Scheduler Title : Email Event - Course Cancelled

Error Type :  Initial Validation

Date Logged o 107282014 11:33:38 AM

Recipient : eror Br.

Reason for Error @ Email Address is empty

Resend Close

7. Correct the missing data.
8. Click the Resend button.

Managing Course Billing

Course billing is enabled when a course has a nominal ledger account associated with it.
Transactions associated with the course and its applications are displayed by clicking the
Billing link accessed via More Options.
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Viewing Transactions for a Course

Search for a course using either the All Courses or Calendar View tab.

Select the required course to view the details.

Click the More options button to display the drop-down list of options.

Alert g2 More options...

Linked Reports
Mail Merge

Mail Merae

Linked Documents
I Linked Documents
Scheduler

Scheduler

Transfer Course

Transfer Course

Billing

NOTE: The Billing link is only enabled if there is a nominal ledger account associated with the course.

4. Click the Billing link to display transactions for this course.

C:'E;> Transactions

4“: Add New Transaction

ks Print 48 Export ) Import

fo

[oz0sz014 | | & | | | | |
| ‘ Nominal Ledger | Clear Search| Search |
4 Transaction(s) matching "02/08/2014, 15), - mepm Nominal Ledger”

D Type Date Name Invoice Point Cost Centre Ledger Account Gross Amount Discount NetFee VAT Total Fee Paid

D S0 27/08/2014 15297.. Abbey. - MNominal... 100.00 0.00 100.00 17.50  117.50 Mo Details

[ Po 22082014 Mark [ L Nominal._. 360.00 5.00 34200 1750 40185 No  Defails

O s 22082014 com Mark Nominal... 100.00 0.00 10000 1750 M750  Yes Defails

[0 s 2zi0sm014 Mark [ Nominal._. 100.00 10.00 90.00 1750 10575 No  Defails

Creating Transactions for a Course

NOTE: A transaction created via the course billing area is linked to the course itself and not to a specific
application. In order to create a transaction linked to an application, use the Linked Transactions
option. For more information, see Creating Transactions Linked to the Application on page 117.

1. Search for a course using either the All Courses or Calendar View tab.

2. Select the required course to view the detalils.

3. Click the More options button to display the drop-down list of options.
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5. Click the Add New Transaction link to display the transaction details.

© © N o

Alert iﬁ More options...

[| ¥ Linked Documents

* Linked Reports

¥ Mail Merge
Mail Merae

Linked Documents

¥ Scheduler

Scheduler

¥ Transfer Course
Transfer Course

¥ Billing
Billing

Select the Billing link to display the Transaction dialog.

—
@.;; Transaction
= Add New Transaction &M a Export a Import

|12FD1fZD15 |ﬂ |Tc:9:9 |ﬁ [vame \ eference
[TesTe [ [wie2 I [Poe ] cear seaer I

Mo matching Transactiens found for "12/01/2015, TESTB, WITH fee2”,

———

—
@.;;; Transaction
Transaction Details Fee Details
Cost Centre . TESTB Quantity : I f*l | Unit ‘ - ‘
Ledger Account @ WITH fee2 Default Unit Fee @ 3423.40
Transaction Type : | ”‘ - ‘ Discount H Y
Date : | 120022015 ‘ﬁ Net Amount i 342340
Type : | Person ‘ - ‘ VAT © 1750 %
Name N Total Fee ;402250
cancer [
Close

Select an Invoice Point.

Select a Transaction Type from the drop-down.

Enter a Description.
Click the Save button.
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04 ‘ Managing Applications

Introduction to Managing Applications

The Applications area is where course applications can be viewed and processed.
The All Applications tab is used to view and process applications for Music Tuition courses.

Viewing Applications

Reports. Admintstration Wik SYSADMIN | Qpen Hew T ol | Leged
Applications —
::‘ | 2/ No Application Selected
| s
e ALK NEw ACCRCARIN

Select the Applications area.

Ensure the All Applications tab is selected.

If

a.
b.

required, enter search criteria as follows:
Enter a full or partial Applicant Name.

For applications raised by a base, click the Base Name browse button to display the Base
Search window.

Click the Course Name browse button to display the Select Course window.

For more information, see Selecting a Course on page 107.

Select an Application Status from the drop-down list.

Click the More Options button to display the More Search Options panel. Select an
Application Received Date range and click the Search button.

@, More Search Options a

Application Received Date

Close Clear Search | Search |

4. Click the Search button to display a list of matching applications.
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One Home Courses

Trainers

Music

Administration

Applications

Incoming Applications

zl Applications

|
‘ Basson lessons " g ‘
= -

More Options

== Add New Application

4 Application(s) matching "Basson lessons”

Basson lessons. 2:2‘;-:;\;1"
Basson lessons. 222!3;:"
Basson lessons. é:z!::;:n
L Basson lessons. é:z!;:::n

Reporis

3/ No Application Selected

Incorming Apphcations

2/ Nics Rock Lesson | Cim

View Course Delais
Course Start Date : 01110/2016
Course End Date : 017172016

Venue : Ampih Youth Clib

4, Betty

Piaces Available
Places Filled 0

Minimum Flaces for Viability :

alert g More options...

Wiew Apglicant Detaits
Applicant Phone Number ©
Applicant Email

Application Status < Application Recenen

Agpication Details

Application Details

Application Priorty: A4
Instrument
Received Date : 18'10-‘20‘6
Accoptsd Date

Declined Date

Anendance .
Gonfirmed Tt

Emait v

To : |bettyg@sky com

Post
Application Status:
Offered Date
Cancelled Date

Invoice Point

Qualification

cc

o ada

UDE meme:

| —

Application Recetved o
]
i

-

Hife: g'-\lc!c polication | Marmal View

Select an application in the list to display the course summary panel and application details tab.

For more information, see Managing Course Applicants on page 81.

NOTE: Application details for a course can also be viewed via the All Courses | Applicants area.

2/ Applicants 1 ] RESERVED

Add Applicant

View Course Defalls
Course Start Date © Z31NZ016
Course End Date © 2311172016

Venue

Add Individual

Wiew Base Delaits
Flaces Available 110
Flaces Filled 12

Minimum Flaces for Viability :

2t G More options...

iew Appcant Detal
Applicant Phone Number ©
Applicant Email

Application Status : Appication Receved

Application Details
Application Priority: -

Subject

*

Received Date : | 1910206 “IE=E
Accepted Date ﬂ
Declined Date )
Amendance —
Confimed 0

Online Application : Mo
Email A m|

To

Post

Application Status:

Offered Date |

Cancelled Date  : |

Invoice Point

Qualiication

cc

Linked Transs

| —

Applicalion Recesved |

i
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Selecting a Base

‘565? Name | ‘S-:'is-:--" umber | ‘.—er? Types v

@ Base Search
|
|

\
‘A\I Bases |v| ‘NutAppl\:ah\E |v| ‘T:E.&: ‘v

‘-,:« | @ Show Active() Show Inactive() Show Al

Clear Search Search

No results found. Please review your search oplions.

oy sclct ]

If required enter one or more search criteria:
= Base Name

m School Name

m Base Type (Table ID: 0070)

= LA Bases, All Bases or None

m Key Stage

m Cluster

= URN

Click the Search button to display a list of matching bases.
P& Base Search
[ba | [a4 =
‘NI Bases |v‘ |AII Key Stages ‘vl
‘ URN ‘ (® Show ActiveO) Show InactiveC) Show All

Clear Search Search
1Bases

Ba Middle School _— = 441 Yes

cise

Select the required base and click the Select button.

Selecting a Course

If required, enter one or more search criteria:
m Course Name

m Course Code

m Training Unit

m From Date

m To Date
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m Include Completed Courses check box

Click the Search button to list matching courses.

&2 Select Course

=)

To Date: (dd/mmAwyyy ‘ﬂ ["] Include Completed Courses

C\earSearch{ Search ]

28 Course(s) matching

ouse OUsERame rainingHn Available Filled  ForViability
161272014 161272014 12 o |

011272014 3112720014 10 1 5

011272014 311272014 10 o 5

WIEW-02 ] 03/M11/2014 0411172014 1 o 1

01/11/2014 301172014 10 L] 5

0171142014 31/03/2015 10 L] 5

WIEW-01 ] 06/10/2014 3111072014 1 2 1

S sclcct |

Select the required course and click the Select button.

Viewing Sessions for an Application
Open the required application.

For more information, see Viewing Applications on page 105.
Select the Sessions tab to view the sessions for this application.

The Session Details panel displays Associated Session(s), which is either All available
sessions or Selected session(s) only:

One Home Courses, Trainers Music Reports  Adminisiration

Inceming Appheasons.

2/ 123 testing course new | Soalees . art i Mere options... ¢
Ve Cours Detads. Virw Appbcant Detads

Course Start Date © (UO7/2014 Places Avalabie 12 Applicant Phone Hamber @

Course End Date © 31102014 Maces Filled 13 Apphcant Email

Venue t Mininigm for Viabiity © Apphcation Status 1 Appication Recowed

I [

Session Detalls

Associalid Session(s) - (8) Al O Swactad

Applicast is aftending a8 sassionis).

Viewing Course Details for an Application
Open the required application.

For more information, see Viewing Applications on page 105.
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Incoming Apphcabions

3/ Nics Rock Lesson | Cimcirad, Betty slart {6 More cption...
Yiew Course Detaits Yiew Appicant Detaits
Course Start Date : 01102016 Places Available 3 Applicant Phone Number :
Course End Date : 01/1172016 Places Filled 10 Applicant Email
Venue : Ampthill Youth Club Minimum Places for Viability Application Status + Apphication Receved

Application Details

Instrument !:l “ Application Status: | Appacation Received  ” o

Recelved Date : :HL'IOINH: :ﬁ Oftered Date b ]ﬁ
Accepted Date H .- -JI g 8] Cancelled Date  © _!E
Daclined Date & | :E Invaice Point  : l:l &
Attandance .0 Gualification [ ™

Confirmed !

Email )

T = | beftygdsky, com cc H ]

+A|::| InELmEnL Hire Eg";l-mc,\ppu-\;:x;n L | morma view

UDE  Memo: [

Managing Applications

In the course summary panel, click the View Course Details button to display the course

details.

Calendar View Emror Log

& Nics Rock Lesson ] NRL 16 - 001 Adact. i Wors optiom... 4

»
St Date 1 DIBR06 End Date D110 Application Closing Date
Piaces Avasable ; Piaces Filled : 0 Minsmum PLaces for Viabiity

@oamncouse  Fgoesse * 5
[EEITR LI Aodmonal Detas. Applc ants m S

Cpen Al | Chose Al
v I . ; 2
Course Details Course Narration: [ Course Fesdback: [ Pre-Course information:
Course Nams + | macs Rock Lesson j Course Code + |mRL 16 ’
W T a— R e P
Start Date | 0102016 | Enc Date t| 12018 )
Applicaton P il .
TG bt ﬂ Verus + | Amptrut Youth Chub |4y

- Minsmum Places

¥ Course Leader Details = Ads

Alion, Cxp [i1F

B Rumo

Room and Personnel Detalls Resources: §

3. Toreturn to the application:

a. Select the Applicants tab to display the Course Applicants.

Course Applicants

Tiltara [ . _7] | -

o - mpsom Beeeed Vi Apglcation
O - saes0se Iewcicad Vi Agghcation
o - - Subserber a0snm Ieiend Vi Angicaton
O Susacrtar 1emen Apptesten Racansa

=) Apgieaten Recersed

(m] Appicaton Recened

5] Sumaerir pre View Aipbeainn
O E— o Accrgted iew Apghcation
& Frocess Acolcaionis) e Add Haw ASDiCaR

b. Click the View Application button.

Viewing Applicant Details

1. Open the required application.

For more information, see Viewing Applications on page 105.
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In the course summary panel, click the View Applicant Details button to display the applicant
details. The applicant can be a person, student or individual. The view of applicant details will

depend on the type of applicant.
Viewing Applicant Details for a Student

If the applicant is a student, clicking the View Applicant Details button displays their student

details.

- - — - . -
- 1 - Female  _#Eat Swudent Detass Bk ARSI Alet g More optiors... 4

et - WOY (o offsef): 3 Offsst: 0 Mot foBowing NCY: No Age on DUDRENS: 51 Usique Learner Number
a1 Updated Dato: 1107013 153255

While viewing the student details, you can:

m Click the Edit Student Details button to edit the applicant summary details.

m Click the Edit button on the individual panels to edit these details.
m Click the Back to Application button to return to the application details.

More Information:

Editing Applicant Details (Student) on page 114
Viewing Applications on page 105.

Viewing Transactions Linked to the Application
You can view transactions linked to a specific application.

NOTE: The Linked Transactions link is only displayed if the application has an associated invoice point
and is for a course that is linked to a ledger account with a default fee greater than zero.

Incoming Apphcations

3/ Nics Rock Lesson | Cimcirad, Betty sl B vore options... <
View Course Details yiew Apphcant Desalls
Course Start Date : (1102016 Places Available 2 Applicant Phane Number :
Gourse End Date - & Flaces Filled L Applicant Emall
Venue : Ampthill Youth Club Minimum Places for Viability : Application Status + Application Recetved
. R e e UDE  Memo: [§
Application Details 4
Appacason ey . ros
Instrument 5 l:l “ Application Status: | Appacation Received  ” o
- =y
Recelved Date | 10102016 Fil Ofterad Date : |
F="
Accepled Date ¢ |0 Cancelled Date  © [riD
Attandance .0 Gualification x =
Confirmed L
Email =}
To + |bettygdsky.com cc
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Click the Linked Transactions link to display the Transactions dialog displaying transactions
for this application.

Editing an Application
Open the required application.

For more information, see Viewing Applications on page 105.

Incorming Appbcabions

] 1 -
3/ Nics Rock Lesson | Cumearatd, Betty alort | More options... 4
L Miew Aplicient Otaily

Course StartDate : 0 N2016 Piaces Available ) Applicant Phone Number :

Course End Date : 0171122016 Places Filled +0 Applicant Email

Venus : Ampitsl Yeath Chib Minimum Flaces for Viability : Application Status

- A Hire: EQ:_-:.:- > & ion  |* armal Vi

A 4 1 Batails UDE Memo: g
Application Details 8
| Appistion it [egiezion v i
Receie dDate | 18102016 = Cftered Date : ']ﬂ
Accepted Date y = Cancelled Date £ E
Declined Date = Invoice Polnt l:l i
Anendance .M Qualification -
GConfirmed ¥ -

Email

cc

Editing Application Details
Select an Application Priority from the drop-down list.

NOTE: Application Priority is pre-populated if a priority has already been defined for the associated
base from which the application has been received or if the base selected as an Invoice Point has a
priority assigned to it.

Enter a Post.

Click the Instrument browse button to display the Select Instrument dialog.

Q Select Instrument [x ]

[ Woodwind
[# Strings
[# Percussion

Brass

Cancsl

Select the required instrument type and click the Select button.

Select an Application Status from the drop-down list.

If required, select a different date for the Application Status.

Click the Invoice Point browse button to display the Select Invoice Point window.
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Q Select Invoice Point

| Name

Close |

Select the required Invoice Point and click the Select button.
If required, select the Email check box and enter a To and CC email address.
Click the Save button.

Creating a Sales Order Transaction Linked to the Application

When you save changes to an application, you can create a pre-populated sales order
transaction linked to the application, if the following conditions apply:

m The application status is either Accepted or Invoiced.

m There is an invoice point specified and the course is linked to ledger account with a default
fee greater than zero.

m No transactions are currently linked to the application.
m You have permission to create transactions.

If the following message is displayed when you save an application you can create a sales order
transaction linked to the application:

Do you want to create a Sales Order transaction for this application?

If the previous message is displayed, click the Yes button to display the Transaction Details
screen with the details of the sales order transaction completed.

I_‘|) Transactions for s - Course: 1010-10 / flute a
Transaction Details Fee Details
Cost Centre : MUSIC TRAINING Quantity : [ 1‘-] ‘
Ledger Account :  Music Tuition Fees Default Unit Fee : 5.00
Invoice Point H o Gross Amount :
Transaction Type : | Sales Order * Discount H %
Date : | 171022015 ‘|m Net Amount 500
Type : |Appncam VAT ;oAT.50 %
Name H l:l Total Fee : 588
Description H Payment Type
Link Reference  : l:l o
o sovo |

Click the Save button.

NOTE: Only one transaction is created for an application. If multiple transactions are required, e.g. to
represent partial payments, the additional transactions must be manually created.
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Adding Sessions to an Application

If the current application is for selected sessions only, you can update it to include all available
sessions or add individual sessions.

NOTE: When a new applicant is put onto a multi-session course they are automatically put onto all
sessions.

1. Open the sessions for the required application.
For more information, see Viewing Sessions for an Application on page 108.
If the Selected session(s) only radio button is selected, additional sessions can be added.

2. Toinclude all available sessions:
a. Select the All available sessions radio button.

- R e : 2
Course St Date - 10062006 Flaces Availalie i Applicant Phone Humber ©
Course End Date © 1082005 Places Filed 18 Applicant Emall © s —— O
Venug Misismum for Visbibty : 5 Apphication Sistus : Imvoicea
TR —
ey |
Session Detalls
Associaled Session(s) © (8) Al avaliabia sassicn(s) () Salected sassion(s] only
Agrplicant i altanding all session(s}

b. Click the Save button.
3. To add individual sessions to the application:
a. Click the Add button to display all available sessions on the Select Applicant Session

window:
(3. Select Applicant Session (%]
|12 session Name Session Date Start Time. End Time Vonue
| ] 0171072014 09:00 1:00 e =
Conce

b. Select the required session and click the Select button.

3/ Trumpet Course |

Course Stat Date : SV1B0014 Places Availatie 5 Appiicant Phone Nember |
Course [nd Date  3U105014 Places Fises 0 Appiicant fmail
Venun gl sl [ Minismum Plazes for Viatdiry @ ) Application Status Bppacsnen fncwma

Eg Al [~
e e

Avsociated Seswion(sl | () A8 ivisatee pession(s) () Selected sessin(s) ooty

[Sevsion Name Sazsion G S Tame End Tiwe Vemn
e mos o s Teum G Y fema

4. Click the Save button.
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Transferring an Application

You can transfer an application to a different course if the applicant has not yet attended the
course.

Open the required application.
For more information, see Viewing Applications on page 105.

Click the More options button to display the drop-down list of options.

Alert |g&d More options...

Mail Merge

Linked Documents

=

Select the Transfer Application link to display the Transfer Application window:

Transfer Application X}
7] ) B |
Course : " Application Received Date: | 19/05/2014 |
Use Existing Application Satus: [ Offered Date : | 19/05/2014 |
Acceptance Date E‘

Cancel

Click the Course browse button to display the Select Course dialog and select a new course
for this application.

NOTE: Only courses which are planned or in progress are displayed on the Select Course dialog
screen.

For more information, see Selecting a Course on page 107.

If required, select the Use Existing Application Status check box to copy the dates when the
existing application changed its status, to the new course.

Alternatively, select new dates for Application Received Date, Offer Date and Acceptance
Date.

Click the Process button.

NOTE: You can also transfer an applicant to a different course via the Courses | All Courses menu
route.

Editing Applicant Details (Student)

If the applicant is a student, the summary details and student details of the applicant can be
edited.
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Editing Applicant Summary Details
Open the applicant details.

Address

Nationabity(d not Brisishy: - Coemiry of Grigin: - Student EShnicity: WOTH - Any ciher White backgrn Fwikc Source: - Relighon: - Cultare:

For more information, see Viewing Applicant Details on page 109.

Managing Applications

Click the Edit Student Details button to display the applicant summary details in edit mode.

p S s T [

" Active:es Student Ifl: 5054434 NCY (inc offse): 5

Currend Agrz 107 HCY Offsel: 0 SEN Slatus:
Public Care: No

Mema: [ LGF

If required, edit the Forename, Surname, Date of Birth, Gender, Email, Home LA, Funding
LA, Middle Name, Chosen Forename, Chosen Surname, UPN or Local UPN.

Click the Save button.
Editing Student Basic Details

The Student Basic Details page consists of Student Profile, Language Details and

Ethnicity, Religion and Culture.

To edit details on one of the panels:

Click the Edit button to display the panel in edit mode.
Update the information as required.

Click the Save button.

Editing Student’s Special Needs

The Special Needs tab page consists of Disability Details and SEN Stage Details.

i roords found for SEN Stage Detats

You can edit the Disability Details as follows:

Click the Edit button to display the panel in edit mode.
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Managing Applications

2. If required, select the Is the person disabled? check box.
If required, select the Is the person on the disability register? check box.
4. If required, click the Add Disabilities button to record a disability.

Editing Student Additional Details

The Student Additional tab page consists of Supporting Details, Traveller Family and
Asylum Details.

Cotn Al | Ginsa Al

Shedent Carers Mo
FSM Fagitility: No GAR FSM Fligibility: No

SEN Sistus Start Date:

To edit the details on one of the panels:

1. Click the Edit button to display the panel in edit mode.
Update the information as required.
Click the Save button.

Editing Student History

The Student History tab page consists of School History, Address History and Name
History.

On the School History panel, you can:

m Click the Add button to add a new school history record.

m Click the View & Edit full details button to view and edit a school history record.
On the Address History panel, you can;

m Click the Add button to add a new address history record.
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m Click the Delete button to delete an address history record.

Editing Carers
The Carers tab page enables you to edit Carer Details for the student.

Specal Neads | Sudent Accitional | Stucen: Hisory R Putc Came | Acpacasons

¥ Carer Details = adq

1 Camr

Boain
ATt view Drcaranty LG
Tite: Coror Mam:
Paseatal Responsibaity: N Financial Responsibilny: Ho
Retaionshin: G102 - TABLE D Contact Grdur
Carer Adiress

Editing Public Care Details
The Public Care Details tab page enables you to edit Public Care Details for the student.

Date st ioovpd ater - 2B

B Potlic C-ane catats found

Creating Transactions Linked to the Application
You can create new transactions linked to a specific application.

NOTE: The Linked Transactions link is only displayed if the application has an associated invoice point
and is for a course that is linked to a ledger account with a default fee greater than zero.

1. Open the required application.

For more information, see Viewing Applications on page 105.

Incoming Applications

e : =z
3/ 5D_Pre | Aaron, Aoy atacs i tooee optians... 4
iew Courss Details View Applicant Detatis
Course Start Date : 221102016 Places Available 10 Applicant Phone Number :
Course End Date @ 2211172016 Places Filled ] ippllunl Email
Venue : Minimum Places for \'lelliy H ippllcalll‘m Status : “[(Cp’:cﬂ
Q et Appication || Nodmal View

Apglication Details Sexsions Additional CQuestions

Application Details

Application Priarity: w Past : :l
Subject - :l Y Application Status: | Accepted "
Recelved Date  :| 17102016 @ Offeiad thais A ' ﬂ
Acceptsd Date 3 IT:'1|':I-2.0.1_6 ﬂ Cancelled Date ﬂ
Declined Date ﬂ Invaice Point : "
:x:?':::e .0 Gualification -
Online Application : Mo

Emall H~|

To L 2@carmed com cc

Click the Linked Transactions link to display the Transactions dialog displaying transactions
for this application.
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—
GE;; Transactions for mmssssy s - Course: 1010-10 / flute
= Add New Transaction ém &) Export Jg) Import

Mo matching Transactions found for "MUSIC TRAINING, Music Tuition Fees".

Mo results found

@ Generate Invoice §, Cancel Transaction (&, Write Off & Batch Process

Close

3. Click the Add New Transaction link to display the Transactions Details.

GE;; Transactions for Buisms £ fun - Course: 1010-10 / flute X
Transaction Details Fee Details
Cost Centre : MUSIC TRAINING Quantity [ rffo i
Ledger Account : Music Tuition Fees Default Unit Fee : 5.00
Invoice Point : ‘ e ‘ Gross Amount :
Transaction Type : | Sales Qrder “ v ‘ Discount H %
Date [ Net Amount ;500
Type : | Applicant ‘ - ‘ VAT : o750 %
Name : ‘ | Total Fee ;588
Description H Payment Type H ‘ - ‘
Link Reference H l:” L ‘

oo (N

Close

4. Enter the required details and click the Save button.

Adding an Application

A new application can be added from the Applications search panel. You can add multiple
applications by selecting multiple students. For more information, see Selecting an Applicant

(Student) on page 120.
1. Select the Applications area.

2. Ensure the All Applications tab is selected.

Feporis  Administraton Welcome STSADMIN | Ml | Leasa

ol 2 A0kiS 3/ No Application Selected

[ Jis

More Optioes; |

o {3 New Apphcation

3. Click the Add New Application button to display the Add New Application screen.
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Add New Application

Start Date

Minsmum Places for Viability
Venue

Application Details

Application Priofity.

Received Date 25072016

Email

5 G

End Date
Placss Filled

Places Available

Applicant Name! | Student

Post

Applieation Status:

Offered Date

Cancelied Date

invoice Point

Appiicant Phone Number

Applicant Email

Faf- 8- ] [

Click the Course browse button to display the Select Course window.

For more information, see Selecting a Course on page 107.

Managing Applications

NOTE: For music courses, the Applicant Name drop-down displays Student and the Add New Student
button is enabled. To record an adult applicant from the One database of people, select an applicant
type of Person from the drop-down list.

Select an Applicant Name.

For more information on selecting a student, see Selecting an Applicant (Student) on page 120.

For more information on selecting a person, see Selecting an Applicant on page 122.

Enter Application Details. See Entering Application Details on page 119.

Click the Create Application button.

NOTE:

You can add instrument hire details if required. For more information, see Maintaining Instrument Hire

and Repair on page 158.

Entering Application Details

Application Details can be entered as follows:

Select an Application Priority from the drop-down list.

NOTE: Application Priority is pre-populated if a priority has already been defined for the associated base
from which the application has been received or if the base selected as an Invoice Point has a priority

assigned to it.

Enter a Post.

Click the Instrument browse button to display the Select Instrument dialog.

Music Tuition v4 Handbook




10.

Managing Applications

Q Select Instrument a

Woodwind
Strings
[ Percussion

Brass

Cancel

Select the required instrument type and click the Select button.
Select an Application Status from the drop-down list.

Select the required date for the Application Status (Received, Offered, Accepted, Cancelled
or Declined).

Click the Invoice Point browse button to display the Search Invoice Point window.

Q Search Invoice Point a|

Enter the required search criteria and click the Search button.
If the required invoice point is not listed, it can be added.

Click the Add Invoice Point button to display the Add New Invoice Point screen. For more
information, see Adding an Invoice Point on page 37.

Select the required Invoice Point and click the Select button.

If required, select the Email check box and enter a To email address and a CC email address.
These email addresses can then be used to send course information.

More information:

Selecting an Applicant on page 122.

Selecting an Applicant (Student) on page 120.

Adding a New Student on page 122.

Creating Transactions Linked to the Application on page 117
Scheduling Email Options on page 54.

Selecting an Applicant (Student)

If the applicant is a student with an existing record on the One database you can select the
applicant as follows:

Select Student from the Applicant Name drop-down list.
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2. Click the browse button to display the Select Student dialog.

& Select Student =
TR ] =

(e s Yo s =]

[t o . |

e

3. Enter your search criteria.
4. Click the Search button to display a list of matching students.

Q Select Student ]

[aa [ o ’:'

Cloar Searsn W'

75 Stusents matching "8, an, Active People™

,.
o4

LI =0 a

L e '

(] = - 20 5 [

m] e O ZT s

o= = = 90i's 1 [

0 i &

0 e 0 Fiw— &

(- =0 e o !
Closin m

5. Select the required student.

NOTE: After you have selected a student, the button changes to display Freeze & Search enabling you
to search for another student while keeping the existing student selected.

€], select Student al

s W [me s |

(01 - 4321 Gowen iy School
[ |

PR |-rcec.zc & Search ||
— = |

6 Studerts matching “Active Peogie, (0) - 4321 Seced My School™

(m} 5
O - - n
O 3

6. Click the Select button.
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Adding a New Student

A new student can be added for the application.

Add New Application

EE— e — )
(TR

Enter the Forename, Surname, DOB and Gender.
If required, complete the remaining student details.
Click the Save button.

If a student exists on the One database with matching Name, Gender and Date of Birth, the

Existing Students dialog is displayed.

'T Existing Students a

g il Male 04/09/1998
Student(s) listed below maich the information provided in the 'Add New Student’ form, please review o ensure a duplicale student record is not created
Name Gender  Date Of Birth NCY  Active Inactive Reason Address

Male 04/09/1994 15 Yes

lose ‘

o

Click the Save button to save the new student.

Selecting an Applicant

If the applicant is an existing person from the One database, they are selected using the Person

Search.

Selecting a Person

Click the Applicant Name browse button to select an applicant from the Person Details table.

For more information, see Selecting a Person using Person Search on page 32.

Nominal Ledger account with a default fee greater than zero.

If the applicant is a governor, the governing body is assigned as the invoice point.

NOTE: If the applicant is an employee associated with only one current or future service record and the
base is an existing invoice point, that base is assigned as the invoice point for the employee. If the base
is not an existing invoice point, a confirmation message is displayed and, if confirmed, an invoice point is
created for the base and assigned to the application. This occurs when the course is associated with a

Deleting an Application

An application can only be deleted if it has not been accepted, i.e. Application Status is not

either Accepted or Invoiced.

1. Open the required application.
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For more information, see Viewing Applications on page 105.

Incoming Applications

3/ Nics Rock Lesson | s, Betty

View Course Detads
Course $tant Date © 011072016 Places Available
Course End Date : 01112016 Flaces Filled

Venue = Amptill Youth Chb

Minimum Flaces for Viability ;

alert G More options... 4

Wiew Applicant Detaits
Applicant Fnone Number :
Applicant Emait

Application Status  Appiication Received

Agpacation Detalls m rTEr——

Application Details

Application Priority: -

*
Received Date  : | 1811072076 |
Accepted Date |

3 ; D

Declined Date

Attendance 4

Confirmed N r‘

Email A

To + | bettygsky.com

+nud-ua':u|-.r-n-|:r E'_'elr:r Applcaton | ‘e Hormal View

upE memo: [

Application Status: | Application Recetved  ~

Offered Date @
Cancelled Date - | Iria]
R —
Qualification H -

cc

2. Click the Delete Application button to display a confirmation message.

3. Click the Yes button.
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05 ‘ Managing Trainers

Introduction to Managing Trainers

The Trainers area maintains details of music tutors.

The Trainers search panel is displayed on the All Trainers page when you select the Trainers
area. It is used to search for a music tutor to view or update the details.

Viewing Music Tutors

Select the Trainers area to display the All Trainers page.

If required, enter a full or partial Person Name.

Ensure that Music Tutor is selected from the Role drop-down.

Wislcomn SYSADMIN | OpenbewTah | o | Loowd

=< No Trainer Selected

If required, click the Instrument Type browse button to select an instrument.

For more information, see Selecting an Instrument on page 145

Click the Search button to display a list of matching music tutors.

=% No Trainer Selected

12 Trainen(s) matching "Music Tuter™

sk Tultr

Music Tetoe

Mussi: Telee

Select the required Name in the list to display the trainer details.
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Reports Administration Welcome SYSADMIN | Opan Hew Tl Help | Lo

Heyistered Disabled: ho  Disability Numbar: -

Editing Trainer Basic Details

Search for the required trainer to view the person basic details.
For more information, see Viewing Music Tutors on page 125.

Editing Person and Ethnic Details
Ensure that the Basic Details tab is selected.

Click the Edit button on the Person and Ethnic Details panel to display the panel in edit mode.

¥ Person and Ethnic Details Fo [ N‘nm: ]

i [rnres ]

Edit the following details as required:
Ethnic Origin (lookup table ID: 0695)
Home Language (lookup table ID: 002)

Reference

Asylum Seeker
= NI Number
Click the Save button.

Editing Contact Details
Click the Edit button on the Contact Details panel to display the panel in edit mode.

i Rt 07| 0] e Il I

Edit the details as required.
Click the Save button.

Editing Impairment Details
Click the Edit button on the Impairments panel to display the panel in edit mode.
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Registerad Disabled: [

2. Edit the details as required.
3. If required, add a disability:
a. Click the Add Disabilities button to display additional fields:

Reqistered Disabled: [

Wiaw Curront [Nsabiliteas Dnly: [

Mo Disabilities Recorded

I

[Eean ]

Primary Disability: ]

(i

bt

Managing Trainers

. Select a Disability Description from the drop-down list (Lookup table ID: 0030).

b

c. Select a Start Date for the disability.

d. If required, select an End Date.

e. Select or deselect the Primary Disability check box.
4. Click the Save button.

s /e
Registered Disabled: Mo Disability Numbes:
Day to Day Impakrment

View Cusrrent Disabilities Onky: 55

0030 - TABLE_ID 0VONI014 L]

Managing the Trainer’'s Courses

Courses conducted by this trainer can be viewed. If a trainer is no longer available, the selected

course can be assigned to another trainer.

Viewing the Trainer’s Courses
Search for the required music tutor to view the details.

For more information, see Viewing Music Tutors on page 125.

1. Select the Courses tab to display the courses conducted by this trainer.
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Hepoits  Admintstration Welcome SYSADMIN | CpsnfewTsh | el | Logout

8 Bl 2410611975 Male o Lt Trmes Dutae alert G More options... 4
Forename : (io Surname : Allson Address © une
Phone L QI2B4S4TEN0 Active  :Yes Email

& hoemal View

Courses
Filler (] Cancubod cowse and inscive TU ko
] M TRANNG M Courss MU0 Ml 0V SuRNEO

To filter the list, enter a full or partial Course Name.

To view inactive or cancelled courses, select the Cancelled and Inactive courses also check
box.

Assigning a Course to a Different Trainer

If the selected trainer is no longer conducting one of the listed courses, it can be assigned to a
different trainer.

Open the list of courses for the current trainer.
For more information, see Viewing Music Tutors on page 125.

Select the check boxes for the courses you want to transfer to a different trainer.

One Home Courses  Applhcations 2 Reports  Admintsiration Welcome SvSADMIN | CeenMowTab | fee | Legsat

8 = 2410611975 | Malp o Eo Traner Deums sitrt G Wore ntioes,., 4
Torename : Surnaine : = Address . - D
Phone : DA55TR0 Active  :Yin Email :

[] Eanculed courss und inactive TU alsa

M wusc TREBING Music Cowrse MUSIC001 n Frogress DIRATIM N2TIM

Lipaats Traings

Click the Update Trainer button to display the Update Trainer window.
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Q Update Trainer

Please select the Trainer who would be replacing fswee:, ssess for
selected 1 course(s):

<+ Add m[ Process ]

4. Select the required Name from the list of trainers.

If the required trainer is not listed it can be added. Click the Add button to display the Person
Search. For more information, see Selecting a Person using Person Search on page 32.

5. Click the Process button to display a confirmation message.

6. Click the Yes button to replace the original trainer on the selected course with the new trainer.

Managing Observations

Observations can be recorded for the selected trainer. You can view the recorded observations
and add new ones via the Observations tab.

Adding Observations
1. Display the list of observations for the trainer.

For more information, see Viewing Music Tutors on page 125.

2. Click the Add button to display the Observations panel in add mode.

u re 240618TH l mMale o

Fodenams | Sumame | = Address

Phons 11334567800 Active 1 ¥e3 o

3. Click the Observer browse button to display the Select Observer window.
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Q Select Observer a
|

|

\

| -

|

\

i

= |
o o sooct |

a. Select an Observer from the list of people assigned the role of Observer. The list is

maintained via Administration | People Roles.

b. Click the Select button.

Select an Observation Type from the drop-down list (lookup table ID 0578).

Click the Course browse button to display the Select a Course window.

Q Select Course a

& 001

N scoct |

a. Select the required course
b. Click the Select button.

The Venue is automatically filled when the Course is selected.

If required, select a different venue:

a. Click the Venue browse button to display the Select Venue window:

Q Select a Venue

Venue = Add

[V N | [roe e[l

ue Name ype

2 Upper School Base
School Base
hool Base
Slub Base
1 Secondary School Base
ool (Aplitude) Base
zhool Base

chaol Base

Number Number

I

conce (I

b. Select the required Venue.
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c. Click the Select button.

If required, select a Session Name (this populates the Date and Time automatically), the Date,
Time and Students Present.

If required, select a Key Stage:
a. Click the Key Stage browse button to display the Select Key Stage window.

Q Select Key Stage [x]

Code Description

4 Key Stage Four

1 Key Stage One

3 Key Stage Three

2 Key Stage Two

A Key Stages 1and 2

B Key Stages 3 and 4

N et |

b. Select the required key stage Code.
c. Click the Select button.
If required, select a Instrument:

a. Click the Instrument browse button to display the Select Instrument window.

Q Select Instrument %)

B Woodwind
BASS: Bassoon
FLU: Flute
Strings
Percussion
B Brass
[ Recorders
Hummin g

Cancel

b. Select the required instrument type.

c. Click the Select button.

If required, enter an NCY Group and an NQF Level selected from the drop-down.
Enter Assessment detalils.

Click the Save button.

Viewing Observations
Search for the required music tutor to view the details.

For more information, see Viewing Music Tutors on page 125.

Select the Observations tab to display observations recorded for this trainer.
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Managing Instruments Taught and Qualifications

The instruments taught by the selected music tutor and qualifications held can be viewed and

updated via the Instruments Taught and Qualification tab.

Adding New Instruments Taught
1. Search for the required music tutor to view the details.
For more information, see Viewing Music Tutors on page 125.
Select the Instruments Taught and Qualification tab.
Click the Add button to display the Instruments Taught panel in add mode.

Nox Cualification b display.

Cancel

Click the Instrument browse button to select an instrument.

= Woodwind
BASS: Bassoon
FLU: Flute

[ Strings

Percussion

Brass

[ Recorders

Humming

Q Select Instrument

Cancel

Select

5. Select the required instrument type and click the Select button.

For music tutors, an NQF Level can be selected from the drop-down list.

6. If required, select a Grade from the drop-down list.
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Click the Save button.

Editing Instruments Taught
Search for the required music tutor to view the details.
For more information, see Viewing Music Tutors on page 125.

Select the Instruments Taught and Qualification tab.
oo oo | _Gowas | oo [ g | G | ]

Dt A | Shove AB

- WaF Lovel Grade Moo

Canl O Liesl E B i Do

Harp .!i " Edt 3 i
0 g} - |

Q Select Instrument a

B Woodwind
BASS: Bassoon
FLU: Flute
E Strings
Percussion
B Brass
Recorders

Cancel

Select the required instrument type and click the Select button.

For music tutors, an NQF Level can be selected from the drop-down list.
If required, select a Grade.

Click the Save button.

Adding a Qualification for a Music Tutor
Search for the required music tutor to view the details.
For more information, see Viewing Music Tutors on page 125.

Select the Instruments Taught and Qualification tab.
On the Qualification panel, click the Add button.

Music Tuition v4 Handbook
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Lawel

Coantry of
Origin

Mace of Study - Titte
Date Awarded 5 | ] Verified [
L

Good Honours e
Degred =

5

nnnnn

a. Filter the list based on Code or Description.

b. Select a qualification (lookup table ID: 0010).

c. Click the Select button.

Click the Subject browse button to display the Subject window.

€ subject

122|

Code Description

1223 Tourism, Transport and Trave!

1224 Training Methods

1225 Training Teachers

1226 Training Teachers - (key stage

1227 Training Teachers - (key stage

1228 Training Teachers - Adult Educ

1229 Training Teachers - Goaching -
oy soect |

a. Filter the list based on Code or Description.
b. Select the required Subject.
c. Click the Select button.

If required, click the Second Subject browse button to display the Subject window. Select a
second Subject and click the Select button.

Select a Level of qualification from the drop-down list (Lookup table ID: 0616).
If required, enter the remaining information.
Click the Save button.
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Viewing the Instruments Taught and Qualifications Held
Search for the required music tutor to view the details.

For more information, see Viewing Music Tutors on page 125.

Select the Instruments Taught and Qualification tab.

Courses  Applicatians usic Reparts  Administration

nstrime a

Clatinnd MF Ll 3 . I Ed 5 Dussty

Ham (] B E H Doiste

cnoe g i & Deata
¥ oA T

Qualification < as

Guatication 1 [ggcteior ol Arts 1o Subject prsen Js

Second Subject © | o Lewel FIR - Firs Class ‘=

Class Of Dwaree : = Country of = [ M

Duigin _

sy : N —

Dale Awaided | 74mnean ] Vet |

Good Honours 10 Mamo B

Degres -

Eacheler of ot Firsl Class W en1sen & Daiete

Deleting an Instrument Taught or a Qualification Held
Search for the required music tutor to view the details.

For more information, see Viewing Music Tutors on page 125.

Select the Instruments Taught and Qualification tab.

el nsmumernts Taught and Ousascations RS TEEE]
¥ Instrumants Taught +Ad Smanl | Sse
Clanrel WIIF Level 2 8 & ‘E@ f Deiale
Ham ] IF AE® i Dells
Obae o E H Ouisin
¥ Qualification 4 &g
Qualifcaton [ Rachaler ot s g™ subject  © funme Jisl
Second Subject : I Laved FIR - Firet Class " |
Class OF Dogrea = Country of m
Guigin
Face of Sty © . Ttk : 1
+ [Tamen = =
Date Awarded  © | 24081980 | Verified  : [
Gosd Wonsars ¢ 7] Memo  :
Degroe
fachalor 84 A it Conad frees el 1 Daiess

Click the Delete button to display a confirmation message.
Click the Yes button.

Managing Training History

The training history for this music tutor can be viewed and updated via the Training History tab.
Viewing the Training History

Search for the required music tutor to view the details.

For more information, see Viewing Music Tutors on page 125.
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2. Select the Training History tab to display the Training Manager Courses and Other Courses
recorded for this trainer.

Amas ] |
Days GQuastcation [dvanced Lovel

Oitrtsined — =
Mama #

On the Training Manager Courses panel, you can:
m Click the Course Title link to view the course details.
m Click the View Application button to view the application details.

Adding a Course to the Training History

Details of a training course can be added to the training history for the music tutor.

NOTE: Training Manager courses cannot be added directly to the Training History.

Open the training history for the trainer.
For more information, see Viewing the Training History on page 135.
Click the Add button to display the Other Courses panel in add mode.

¥ Other Courses & au

Training Date : [ = Ranewal Date : | \'E

Level 3 - CourseTwe :[

Amount : Fuma :

Days : Qualification
] Obtained

Enter a Course Title.
Complete the other fields as required.
Click the Save button.

Deleting a Course from the Training History
A training course can be deleted from the Other Courses panel on the Training History tab.

Open the training history for the trainer.
For more information, see Viewing the Training History on page 135.

Click the Delete button to display a confirmation message.
Click the Yes button to delete the course from the training history.
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Managing Trainer Checks

Checks carried out for this trainer can be viewed and updated and new checks can be added via
the Checks tab.

Adding Trainer Checks

Display the list of current checks for the trainer.

For more information, see Viewing Trainer Checks on page 138.
Click the Add button to display the Checks panel in add mode.

: Hormal View
e e st o ms o | oee o R
v Checks +

|8
=i

If required, enter an Application Ref and Disclosure Ref.

Select a Clearance Type from the drop-down list.

Select a Date Requested.

Complete the remaining fields as required.

If you need to add a countersignatory:

a. Click the Countersignatory browse button to display the Select Countersignatory window.

Q Select Countersignatory a
| |
Surname Forename Title
Remove
Remove |
Remove
Lady Remove
Remove
Remove
o - o
[reeemere ]
o P Select |

b. If required, enter a full or partial Countersignatory name can be entered to filter the list.
c. Select the required name in the list and click the Select button.

Select an Invoice Point Type from the drop-down list.

Invoice Point depends on Invoice Point Type as follows:

m If the Invoice Point Type is A-Applicant, the Invoice Point is automatically completed with
the Applicant Name.

= [f the Invoice Point Type is B — Base, select the Invoice Point via the Base Search dialog.

m If the Invoice Point Type is P — People, select the Invoice Point via the Person Search
dialog.

9. Click the Save button.
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Editing Trainer Checks
1. Open the list of current checks for the trainer.

For more information, see Viewing Trainer Checks on page 138.

2. Click the Edit button to display the Checks panel in edit mode.

58| momal view
N s S . -~
¥ Checks +

(azemaen i) [pawm e i=l

e R - —

3. Complete the remaining fields as required.
4. If you need to add a countersignatory:
a. Click the Countersignatory browse button to display the Select Countersignatory window.

Q Select Countersignatory a
| |
Surname Forename Title
Remove
Remove |
Remove
Lady Remove
Remove
Remove
o - o
[reeemere ]
o P Select |

b. If required, enter a full or partial Countersignatory name can be entered to filter the list.
c. Select the required name in the list and click the Select button.
5. Select an Invoice Point Type from the drop-down list.
Invoice Point depends on Invoice Point Type as follows:
Invoice Point is completed as follows:

¢ Invoice Point Type is A-Applicant: the Invoice Point is automatically completed with the
Applicant Name.

» Invoice Point Type is not A: click the browse button to select the Invoice Point via the
Person Search or Base Search dialog.

6. Click the Save button.

Viewing Trainer Checks
1. Search for the required music tutor to view the details.

For more information, see Viewing Music Tutors on page 125.

2. Select the Checks tab to display the current checks for the trainer.
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e o i | i ot iion ey

¥ Checks <&l D

Apglication Ret Disclosure Rl Chearan ceType  : Dsic
Date Hequested  © DUTIR0M4 Dt Cleared Mol Cleared Date
Cowntersignatery Countersignaiony Rl : Ragly Dastroy Date :

ot v ount

- o Dt Ty G
DUATRON 4 A = [0

Recording a Trainer Checks Memo
Open the list of current checks for the trainer.

For more information, see Viewing Trainer Checks on page 138.

Click the memo button to display the Trainer Checks Memo dialog.

Q Trainer Checks Memo a

Edit Memo

Font Paragraph Insert Tools.

Click the Edit Memo button.

Enter memo text and click the Save button

Deleting a Trainer Check
Open the list of current checks for the trainer.
For more information, see Viewing Trainer Checks on page 138.

Click the Delete button to display a confirmation message.
Click the Yes button to delete the trainer check.
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06 ‘ Managing Reports

Overview of Reports

Music Tuition v4 provides preconfigured Crystal reports. The available reports include:
Management Information Summary report.

Generate Invoice template.

Bulk Invoicing Report.

Course Applications Statistics Summary.

Course Register - per session.

Course Directory.

Ensemble Current Membership for ‘active’ Ensembles.

Instrument Records report

Managing reports in Music Tuition is similar to managing reports in other areas of One v4
Online.

For more information on using the reports functionality, refer to the Common Functionality |
Reports section of the v4 Online help or the following reference guide available on the One
Publications website and on My Account:

RG_Online_Common_Reports
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07 ‘ Managing Students

Introduction to Managing Students

Details of students who are associated with music courses, instrument hire or ensemble can be
viewed or updated via the Music area.

Maintaining Student Details

The All Students tab enables you to view the student details, music courses, instruments hired
and results attained. Ensemble details for the students can be updated.

Viewing Music Student Details

You can search for and view the details of students that are associated with music courses,
instrument hire or ensembles. The search criteria available are the basic student identifiers,
base details for the student and further student information.

Select the Music area.
Select the All Students tab.

s Adminisiration

T students = No Student Selected
i | ]

Actve Students Onty b Music Students Oniy el

oo o

Imm m- - w

Enter your search criteria. Click the More Options link to display additional search criteria.

Click the Search button to display a list of matching students.

One Home: Courses Applications. Trainers Reports Administraton
Imstruments Ensembiles
T students = No Student Selected

- |

&= = | |

Actve Students Oy i Mt Students Only B

Select a student in the list to display the student details.
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©One Home Courses Applications Trainers Music Reports Administration

Instruments. Ensembles
= Aa | Female ' Edit Student Details
-
Active: Yes Student ID: NCY (inc offset): & Home LA:
Email: Funding LA:
ELELEFE Pl Special Needs | Student Additional | Student History | Carers | Public Care Ensembles Instrumeni{s) Hired

¥ Student Profile # Edit

Active: Yes Inactive Reason: - Inactive Date: - NCY (incloffset): 8 Offset: 0 Notfollowing NCY: No Age on 01/09/2015: 13/11 Unique Le
Last Updated By: System Administrator Last Updated Date: 12/07/2013 08:10:58

¥ Addressee # Edit
Addressee: Parent/Carer of Aaron
¥ Language Details # Edt

Home Language: - First Language: -
EAL: No

¥ Ethnicity, Religion and Culture # gdit

Nationality(if not British): - Country of Origin: - Student Ethnicity: WOTH - Any other White backgro Ethnic Source: - Religion: - Culture:

Editing Student Details

The All Students page provides tabs that enable you to edit student details.

Select the Students area.

Ensure the All Students tab is selected.

Search for the required student.

For more information, see Viewing Music Student Details on page 143.

Select the required tab.

Click the Edit button to display the required panel in edit mode.
Edit the required information.

Click the Save button.

Viewing Student’s Music Courses
Open the music student details.
For more information, see Viewing Music Student Details on page 143.

Select the Courses tab to display a list of courses for this student.

e Home Coursis  Applications Traainess Heporls  Asminisiration

" nctovn: vo Student I0; BR004ET NCY [inc affsat): T Homa LA: Moma: [ UDF
Email; Fanding LA;

Basson ieasans MAB IR Apsbcation Fuceved e Appbcation

If required, enter a full or partial Course Name to filter the list of courses.

On the Course Details panel you can:
m Click the Course Name link to view the Course Details.
m Click the View Application link to view the Application Details.
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Viewing Student’s Ensemble
Open the music student details.

For more information, see Viewing Music Student Details on page 143.

Select the Ensembles tab.

e S T o T oo | o — T e o e ——————————
Ensemble 4 a0

+*

Ensembie Type : Brass Band

Fanemble * iste Joined Oato et

Editing Student’'s Ensemble
Open the music student details.

For more information, see Viewing Music Student Details on page 143.

Select the Ensembles tab.
Select an Instrument.

For more information, see Selecting an Instrument on page 145.

Select a Date Left.
Click the Save button.

Adding a Student’s Ensemble
A new ensemble can be associated with this student.
Open the music student details.

For more information, see Viewing Music Student Details on page 143.

Select the Ensembles tab.
Click the Add button.

DFES Returm

Frssmbi Addmes 1

Select an Ensemble from the drop-down list.
Select an Instrument.

For more information, see Selecting an Instrument on page 145.

Select a Date Joined.
The remaining information is automatically completed.
Click the Save button.

Selecting an Instrument
The Select Instrument dialog enables you to search for a specific instrument.
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Click the Instrument browse button to display the Select Instrument dialog.

Q Select Instrument a

Click an expand button to view the list of instruments of that class.

l_x Select Instrument a

Click the expand button for the instrument type to view specific instruments.

\_1 Select Instrument a

Select the required instrument and click the Select button.

Viewing Student’s Instruments Hired
The instruments hired by this student can be viewed.
Open the music student details.

For more information, see Viewing Music Student Details on page 143.

Select the Instrument(s) Hired tab.

& Homal View
ns {s) Hired

“Secusity Number ire Stait isse et Dot Al etumed Oate DmeWnen e

Ak Bavren A1) mmmn TS
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Viewing Results Attained
The results attained by the student can be viewed.

NOTE: Music results are maintained in v4 Client. Grades are defined via v4 Client | Focus | Aspects
Management.

1. Open the music student details.
For more information, see Viewing Music Student Details on page 143.
2. Select the Results Attained tab.

Cngembles | Imshumants] Hired IEFAEELREES]
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08 ‘ Managing Ensembles

Introduction to Managing Ensembles

The Ensembles tab enables you to record details of groups of musicians, such as orchestras
and bands who come together for musical activities.

You can record basic and contact details for each ensemble. Any number of bases can be
linked to an ensemble and you can maintain a full record of members and any associated
charges.

Adding a New Ensemble

Select the Music area.
Select the Ensembles tab to display the Ensembles search panel.

Applications. Trainers

Instruments All Students

. Sl # No Ensemble Selected

Tt Search
o ki Hew Ensemaie
w

Click the Add New Ensemble button to display the Add New Ensemble screen.

Add New Ensemble

B I G

Active [=] [ O
— comcrpusen [ iR

Lodger Account

st | =

Enter an Ensemble Name.

Select an Ensemble Type from the drop-down.

Click the Contact Person browse button to display the Person Search dialog.
Search for and select a person.

For more information, see Selecting a Person using Person Search on page 32.

If required, enter the remaining information
Click the Save button.

Viewing Ensemble Details

Select the Music area.
Select the Ensembles tab.

Weleome SYZADMIN | Mo | Logos

# No Ensemble Selected
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Enter your search criteria.
Click the Search button to display a list of matching ensembles.

Select an ensemble in the list to view the details.

Asministration

Instruments All Students.
# New Testing Bitrs g Wore optiens.. 4

Ensemble Type ; Woodwind Emsemble Contact Person © . Active 1 Yes

Lr'—l .
Ensomble Address: [ Soves S|k pi s cortact

Adding an Ensemble Member

1. Open the membership details for an ensemble.
For more information, see Viewing Ensemble Details on page 149.

2. Click the Add button to display the Membership Details panel in add mode.

3. Click the Name browse button to display the Select Student dialog.

G. Select Student

E3

Active Students only [

w[ Search ]

oy soiect |

]
4. Enter search details and click the Search button to display a list of matching students.
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Q Select Student
[eam 2]
‘:25 CUMMAYYY, ‘ﬂ |35“‘é osteode Active Students only (/]
Clear Search [ Search }
1050 Students matching "sam, Active Pecple”
" StudentName  ChosenMame GivenName MiddleName UPN BasoName  Studentid Postcode NCY |
(= 2
M | 0410572007
U Flisionsss n
B Fosrzeon s
[ B
o = . a
F | 03/0212005
U WToimszoer !
o . R
F | 27102002
t F | 03092009 - .
W socct |

Select the check box for the required student.
Click the Select button.

Select a Date Joined.

Select an instrument.

For more information, see Selecting an Instrument on page 145.

If required, select an Invoice Point.
Click the Save button.

NOTE: A student cannot have overlapping membership details for the same ensemble.

Viewing Ensemble Membership Details
The members of an ensemble can be viewed.
Open the ensemble details.

For more information, see Viewing Ensemble Details on page 149.

Select the Membership tab to display the Membership Details.

Select a student in the list to display the Instrument played.

Trainers teparts  Adminisiration

Al Students
# New Testing [ T ——

Ensemble Typs | Wosdend Enssmble Contaet Persen 1 e Active 1 Yea |

If required, deselect the Current Members Only check box to view students who have left the
ensemble.

If required, click the student Name to display the student details.
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Editing Ensemble Membership Details

Open the ensemble membership details.

For more information, see Viewing Ensemble Details on page 149.

Select the required Name in the list to display the details.

One Home Courses  Applications Trainers Reports  Adminisiration

Instraments All Students
# New Testing i e pre——

Ensembie Type ¢ Woodwind Ensemble Contact Person | e, v Active  Yes |

€]
|
=
3

oo NOECCEM |

Membership Details + ax
Neme Oesrge

Instrumend © | Ot -
Dato Lest [ric]

2 shudentis) &7} Curret Members Only

. Goonn oo

=F o1amz0n

The details can be edited as follows:
a. Click the Instrument browse button to select an instrument.

For more information, see Selecting an Instrument on page 145

b. An Invoice Point can be selected.
c. A Date Left can be selected.
Click the Save button.

Deleting an Ensemble

An ensemble can only be deleted if it does not have any current members or instrument hire
details.

Select the Music area and open the required ensemble.

For more information, see Viewing Ensemble Details on page 149.

Applications Traintrs Aepors Weleome SYSADMIN | Male | Leges

Instruments A8 Shudenits
‘-ﬂ v S Mo
Trsamisia Typa = Wosdwing Frssen Contact Person © n |
[E5% Dstote Ersampie |G ot vy

—
Ba Details 2

sic Detail samo:
Ensembte Name . | Ensemis Type +| Wootwing Ensomble ° |

v =] Include in OFES fetum ¢ (]

e ——
Ledger Account < |1 ~ Contact Person HE |
& e s ma - c

Click the Delete Ensemble button to display confirmation message.
Click the Yes button to delete the ensemble.

Creating Transactions for an Ensemble Member

You can create a new sales order transaction linked to a specific ensemble membership record.

NOTE: The Linked Transactions link is only displayed if the membership record has an associated
invoice point and is for an ensemble that is linked with a ledger account with a default fee greater than
zero.
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One Home Courses Applications. Trainers Reports. Administration Welcoma SYSADMIN | Open Mew Tab
Instrumenss. Al 3tudents

# New Testing Nt |G Moew optiont... 4
Ensemble Type | Woodwind Ensembie Contact Person © s, Active ; es

Membership Detailz 4 A

Mame B Daste Joined © 22015

Instrument : [ Ceos & trvaice Point = | Apboss Farm Jursor .

Daie Lot ;[ i} ki i

2 stugentis) [ Curment Memibers Gy
et Liegran onnmE
" AT

1. Open the ensemble details.

For more information, see Viewing Ensemble Details on page 149.

2. Select the Membership tab to display the Membership Details.

3. Click the Linked Transactions link to display the Transactions For dialog for the selected
membership record.

Q‘Jg Transactions for bksmem, George - New Testing
== Add New Transaction éﬂ &) Export g Import

Mo matching Transactions found for "MUSIC TRAINING, HDFC".

No results found

@ Generate Invoice §, Cancel Transaction &, Wrile OIf

Close

4. Click the Add New Transaction link to display the Transaction Details window.

QF’L% Transactions for & . George - New Testing a
Transaction Details Fee Details
Cost Centre :  MUSIC TRAINING Quantity : I 1*] | ‘ -~ |
Ledger Account : HDFC Default Unit Fee : 5645.00

Invoice Point : [ Abbots Farm Junior sond] 4| Gross Amount  :
Transaction Type : ‘ Sales Order ‘| - ‘ Discount H %

Date : ‘11.’02124}15 |ﬁ Net Amount ;564500

Type : ‘Sludem |7‘ VAT L 750 %

Name : | & Total Fee ;663288
Description H Payment Type H ‘ - |
Link Reference H l:” e ‘

Cancel

5. Edit the transaction details as required.
6. Click the Save button.
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Viewing Transactions for an Ensemble Member

If there is an invoice point specified for the ensemble membership record and the ensemble is
linked to a ledger account with a default fee greater than zero, you can view transactions for the
member.

Open the ensemble details.
For more information, see Viewing Ensemble Details on page 149.

2. Select the Membership tab to display the Membership Details.

Applications Trainers Reports. Adminisiration

Instrumenss. Al Sjucents
# New Testing it [ Moew optiont... 4

Ensembie Type 1 Woodwind Ensemblo Contact Pérson © e, w9 Active ; Yes |

=) Curment Mombers Only

Click the Linked Transactions link to display the transactions for the ensemble member.

(F\_I—;) Transactions for | & George - New Testing 8
== Add New Transaction lak Print &) Export i Import
1 Transaction(s) matching "MUSIC TRAINING, HDFC"

'ype lame nvoice el er Accoun| ross oun’ ;Oul ee
| ] S0 110272015 Abbots Farm...  MUSIC... HDFC 564500 0.00 564500 17.50 e63288 No Details
@ Ir & 1T tion {5, W Yt %

=]
o
2
©

Managing Billing for an Ensemble

Transactions linked to an ensemble can be viewed and created via the More Options | Billing
link.

NOTE: A transaction created via the ensemble billing area is linked to the ensemble itself and not to a
specific membership record. In order to create a transaction linked to a membership record, use the
Linked Transactions option.

For more information, see Creating Transactions for an Ensemble Member on page 152.

Creating Transactions for an Ensemble
View the ensemble detalils.
For more information, see Viewing Ensemble Details on page 149.
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nstuments

# New Testing

Frmwmbhe Type : Wochwend Cevseenbin

Al Students

Contact Person :

Acthen < Yin

art (B More options... ¥

Baslc Detalls

Ensembie Name - |Wiw Testng

i H=]

Ledger Accomst  : [HOFC 5
Ensembia Address: |Figh Etroot M| et 30 Comkart

Ensimble Type

Inchue in OFFS Raten = [

- | cowina Er

e "

pemtie” |

Contact Parson o |

| ixl

Click the More Options | Billing link to display the Transaction dialog.

4@ Transaction
== Add New Transaction
120112015

| MUSIC TRAINING

8X 11022015

8X 11022015

& o

@ =

|V| |HDFC

Abbote Farm._. MUSIC_

Abbots Farm._. MUSIC_

2 Transaction(s) matching "12/01/2015, MUSIC TRAINING, HDFC"

ik Print. ) Export Jgij Import

0.00 1750 0.00

0.00 1750 0.00

Yes  Details

Yes  Details

Click the Add New Transaction link to display the Transaction Details dialog.

Q‘"@ Transaction

Cost Centre
Invoice Point

Date

Type

Name
Description
Link Reference

Reference

Ledger Account  :

i I

Transaction Type :

Transaction Details

: MUSIC TRAINING

HDFC

| i)

: |12foztzms |ﬂ
H |PEISUH "‘
o I
o I =Y
]

Fee Details
Quantity

Default Unit Fee  :
Gross Amount
Discount

Net Amount
VAT

Total Fee

Payment Type

o s e

5645.00

:
1 5645.00
D 1750 %

: 6632.88

concel [

Close

Select an Invoice Point.

Select a Transaction Type from the drop-down list.

Enter a Description.
Click the Save button.

Viewing Transactions for an Ensemble
View the ensemble details.

For more information, see Viewing Ensemble Details on page 149.

Music Tuition v4 Handbook



Managing Ensembles

nstruments. LT Al Students

Aiert (i More optiong...

# New Testing

¥ Linked Reporis
Fomnble Tygee © Wecshaend Cevseenbin Conlact Purson : =90 Aetiva < Yis
¥ Mail Merge
(=1 T
oo ) " = Dot
Linkeed Dt usmonts
Baslc Detalls
¥ Billing
Ensembie Kamao :1NL'u Testng ’ Ensembie Type + | ocwing Ensemtie’ | B

Active : Inchue in OFFS Raten = [

=]
Ledger Accomet  : [HOFC i Contact Person | [
fnwnuannnrm-.1r‘msiw-m i | | 1300 10, ot

Click the More Options | Billing link to display the Transaction dialog.

QE; Transaction

+ Add New Transaction ém ) Export Jg§) Import

Name ‘ l Transaction Type

‘umvzms ‘ | To Date ‘

[MUSIC TRAINING [ [HoFc [ [Fee =) CIearSearch

2 Transaction(s) matching "12/01/2015, MUSIC TRAINING, HDFC"

SX 11/02/2015 Tanon,... Abbols Farm... MUSIC... HDFC 0.00 0.00 0.00 17.50 0.00 Yes  Details

SX  11/02/2015 Tanon,... Abbols Farm... MUSIC... HDFC 0.00 0.00 0.00 17.50 0.00 Yes  Details
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09 ‘ Managing Instruments

Introduction to Managing Instruments

The Instruments tab maintains a record of instruments available for hire within the Local
Authority. Details of specific instruments are recorded, with purchase and disposal details. A
complete hire and repair record can be maintained.

Maintaining Instrument Inventory

An inventory of instruments is maintained via the Music | Instruments tab.

Adding a New Instrument
Select the Music area.
Ensure that the Instruments tab is selected.

Repatts  Adminstraticn

Ensembles Al Stugents

& Mo Instrument Selected

[rp—
v Clm Sasezh Search

o Add New Instument

Instrument Type Number  Dale e

Click the Add New Instrument button to display the Add New Instrument page.

Add New Instrument

Inventory Details

SeCurny Mumber ’ mstiument 1 e

e Serisd Numbes : [ i|

On the Inventory Details panel:
a. Enter a Security Number and an Mfr Serial Number.
b. Click the Instrument browse button to select an instrument model.

For more information, see Viewing Instrument Inventory on page 157.

If required, enter Purchase Details.
Click the Save button.

Viewing Instrument Inventory
Select the Music area.
Ensure that the Instruments tab is selected.
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Ensembles Al Stugents

& Mo Instrument Selected

If required, enter your search criteria. Click the More Options button to display the More
Search Options panel

@, More Search Options a

Status ‘ v ‘

|-:'.:.-: er || \|

Purchase Date

| = | =

‘—-‘s-‘_::s ‘v‘
Close Clear Search | Search |

Click the Search button to display a list of matching instruments.

Select an instrument in the list to display the details.

& Yamaha B Flat Clarinet Mert G Move sptions, 4

Type : Brass Purchase Date : 10072013 Security Number : 100
Cost 15 Supplier H Status + Hied

Alternatively, click the Add New Instrument button to add a new instrument.

Editing Instrument Inventory
Search for and select an instrument to display the details.
For more information, see Viewing Instrument Inventory on page 157.

Ensure that the Inventory tab is selected.
If required, edit the Inventory Details, Purchase Details and Disposal Details.

NOTE: The Disposal Details cannot be edited if the Status is Hired or Repair.

Click the Save button.

Maintaining Instrument Hire and Repair

A record of a particular instrument’s hire or repair is maintained via the Hire & Repair tab.
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Adding Hire Details
You can add hire details for an instrument that is currently in stock.
1. View the instrument inventory and select an instrument with a status of In Stock.

For more information, see Viewing Instrument Inventory on page 157.

2. Select the Instrument Hire &Repair tab to display the details.

B Hepair secords 8o display.

3. Click the Add button to display the Hire Details in add mode.

¥ Hire Detalls +2

HrarType (&) Bases () Ensembie () Stedent
e ! i Ruquest Date © i}
Hirm S22t Date © ] Charge To

H

Select the required Hirer Type radio button (Bases, Ensemble or Student).

Click the Hirer browse button to display the appropriate search dialog (Base Search, Select
Ensemble or Select Student) and select a Hirer.

6. Select a Hirer Start Date.
7. If required, select a Request Date.
8. If required, add an invoice point to charge the hire to:
a. Click the Charge To browse button to display the Search Invoice Point dialog.

Q Search Invoice Point ﬂ!

I [ | . |
i iy ; 1

Ne tnwsice Point Details to Cisplay.
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b. Enter the required search criteria and click the Search button.

c. If required, click the Add New Invoice Point button to display the Add New Invoice Point
screen. For more information, see Adding an Invoice Point on page 37.

d. Click the Select button to close the Search Invoice Point dialog.
9. Click the Save button.

Viewing Instrument Hire and Repair

1. Open the instrument inventory and select an instrument to display the details.
For more information, see Viewing Instrument Inventory on page 157.

2. Select the Hire & Repair tab to display the Hire Details and Repair panels.

One Home - Agplications B pots. Administration Welcome. SYSADMIN | Cpsnbiom Tab |

a8

Hire Start Dase [ 1emannis

S |
I3

Actual Returmed Date |

3
S
[

¥ Repair 4 s

Mo Repair recods 1o display.

Editing Hire Details

1. Open the instrument inventory and select an instrument to display the details.
For more information, see Viewing Instrument Inventory on page 157.

2. Select the Hire & Repair tab to display the Hire Details and Repair panels.

3. Select the required Hirer in the list to display the details.

¥ Hire Details 42 e
Hired To 1 Mg Schoo! Base Wihen Hired 1 MO ADOICatae
Curment Rase Roguestiae  : | -]
Hire Start Dats [vevenme § i) Ruturm Date ;| )|
Attual Returmed Date © E Mo 5
A2 1 Coies
2 & Ds
-'] "

Edit the Hire Details or add a Memo as required.
Click the Save button.

Deleting Hire Details
An instrument hire record can be deleted.
1. Open the instrument inventory and select an instrument to display the details.
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For more information, see Viewing Instrument Inventory on page 157.
2. Select the Hire & Repair tab to display the Hire Details and Repair panels.

Base When Hired : Not

HuquestDate | ] |
Rt Date I
Mama 2]
Faum Oats Actust Ratamad Dass
1 Des
1 e
i Do

3. Inthe record list, click the Delete button for the required hire to display a confirmation message.
4. Click the Yes button to delete the hire details.

Creating Transactions Linked to a Hire Record

You can create a sales order transaction linked to a specific hire record via the Linked
Transactions link.

NOTE: The Linked Transactions link is only displayed if the hire record has an associated invoice point
and is for an instrument that is linked with a ledger account with a default fee greater than zero.

1. Open the instrument inventory and select an instrument to display the details.
For more information, see Viewing Instrument Inventory on page 157.
2. Select the Hire & Repair tab to display the Hire Details and Repair panels

Ensembles Al Students
# Yamaha B Flat Clarinet et [ More epions.. 4

Type 1 Clasngt Parchase Dste Sacurity Number : 1

8

,
q
=
g3
o
4

1 Do

3. Click the Linked Transactions link to display the Transactions for screen.

“% Transactions for &5 i, Julie hiring Yamaha B Flat Clarinet
== Add New Transaction - el o4 import
No matching Transactions found for "MUSIC TRAINING, WITH fee2".

Type Date Name Invoice Point CostCentre Ledger Account Gross Amount Discount NetFee VAT Tofal Fee Paid

No results found

4. Click the Add New Transaction link to display the pre-populated sales order Transaction
Details for the hire record.
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‘”ﬁ;; Transactions for mmss==_ Julie hiring Yamaha B Flat Clarinet

Transaction Details
Cost Centre : MUSIC TRAINING
Ledger Account : WITH fee2
Invoice Point H ‘ O |
Transaction Type : | Sales Order [
Date : ‘ 111022015 ‘ﬁ
Type ¢ [ stugent =
T
Description :
Link Reference l:” s |

Fee Details
Quantity

Default Unit Fee
Gross Amount
Discount

Net Amount

VAT

Total Fee

Payment Type

o —
1 3423.40
=
1 3423.40
: 1750 %
1 4022.50

B

Edit the transaction details as required.

Click the Save button.

Viewing Transactions Linked to a Hire Record
You can view sales order transactions linked to a specific hire record.

NOTE: The Linked Transactions link is only displayed if the hire record has an associated invoice point
and is for an instrument that is linked with a ledger account with a default fee greater than zero.

Open the instrument inventory and select an instrument to display the details.

For more information, see Viewing Instrument Inventory on page 157.

Select the Hire & Repair tab to display the Hire Details and Repair panels.

Al Students
# Yamaha B Flat Clarinet

Type 1 Clasngt Parchase Dste ©

Coat ¢ Suppbar

ot G Mere cpbions... 4

Sacurity Number : 1

Saanu

+ In Stk

(=]
Ca

; Cipe Al | Cse M)
¥ Hire Detalls +23
1w To e When e ©
Cumest Base  School RequestDete 1| ]
Vi Stard Dt [ovormons B Return Date [ ]
actsal Rewmed Oote [ | Wemo ]
Charga To Lo Trams
Hirar hotum Datn Acted Rewesd e
- B Detoty
B Delsln
Sihadt 1 Do

-

Click the Linked Transactions link to display the transactions linked to the hire record.
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“% Transactions for i . Julie hiring Yamaha B Flat Clarinet
== Add New Transaction el Print &) Export ) import
1 Transaction(s) matching "MUSIC TRAINING, WITH fee2"

(1 Type Date Name  Invoice Point CostCentre LedgerAccount GrossAmount Discount NetFee VAT Total Fee Paid
‘ | S0 1/02/2015 ... Abbots Farm.. MUSIC... WITH fee2 342340 0.00 342340 17.50 402250 Noe Details
- & & ¥
Close

Adding Repair Details

You can add repair details for an instrument that is currently in stock.

Open the instrument inventory and select an instrument with a status of In Stock.
For more information, see Viewing Instrument Inventory on page 157.

Select the Hire &Repair tab to display the details.
Click the Add button on the Repair panel to display the panel in add mode.

¥ Repair 4

—
o gr=] .
Date Sent ;| i) Hepairer

A
Cost H Dete Retumed =
Charge Ta : 3

Select a Date Sent.

En

Click the Repairer browse button to display the Select Repairer dialog.

—
Q Select Repairer a
= mervces
1]
a0

Select a repairer and click the Select button.

If required, enter a Cost and a Date Returned.

If required, add an invoice point to charge the hire to:

a. Click the Charge To browse button to display the Search Invoice Point dialog.
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Q Search Invoice Point ﬂ!

I [ | . |

Ne tnwsice Point Details to Cisplay.

b. Enter the required search criteria and click the Search button.

c. If required, click the Add New Invoice Point button to display the Add New Invoice Point

screen. For more information, see Adding an Invoice Point on page 37.

d. Click the Select button to close the Search Invoice Point dialog.
Click the Save button.

Editing Repair Details

Open the instrument inventory and select an instrument to display the details.

For more information, see Viewing Instrument Inventory on page 157.

Select the Hire & Repair tab to display the Hire Details and Repair panels.

Select the required Repairer in the list to display the details.

OneHome  Courses  Applkalions ainers Music Reports  Adminisration Welcome SYSADHIN |

Ensembies Al Students
& Yamaha B Flat Clarinet lert 6B Wore options... 4
Type  Clarioat Purchase Date = OUTF2013 Securty umber : 1155
Cost 135 Suppliar 2 JF Catcuma & Sons Status * Rapur
B vent |G Mormat view
e I
Cpan A | Clese A
¥ Hire Details &
Hired Ta : Thasn Wian 1Rt ¢ sy s s
—
Cument Base T e W, s W Lo, ey o HequestDate | |
Hira Saat Date + [patantny firii| Wetwrn Date ;| [ric]
Actus! Fatuened Cate [ [ric] Mamon N ]
Chaige T :[ “
S panegerd T et
amsooi CL
Repair & s
Date Sent : [ 10020205 = Repairer
: xﬂ nnnnnnnnnn EI
—
Charge To | “
Mamo o
15 Ekestrin (LT »

4. Edit the Hire Details or add a Memo as required.
5. Click the Save button.

Creating Transactions Linked to a Repair

You can create a new sales order transaction linked to a specific repair record.
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NOTE: The Linked Transactions link is only displayed if the repair record has an associated invoice
point and is for an instrument that is linked with a ledger account with a default fee greater than zero.

Open the instrument inventory and select an instrument to display the details.

For more information, see Viewing Instrument Inventory on page 157.

Select the Hire & Repair tab to display the Hire Details and Repair panels.

Select the required Repairer in the list to display the details.

¥ Repair 42
Dats Sent : | 10022015 Rri) Hipairos + 8 Elbctrosecs
cow [ mn Date Returned : | ]
Charge To :[,-_,,Nb_—,.,.I Junion | "
Mimo + B
5 Lctronics 02EE ®

Click the Linked Transactions link to display the Transactions for Repair screen.

*T_l; Transactions for Repair of Yamaha B Flat Clarinet

== Add New Transaction

No matching Transactions found for "MUSIC TRAINING, HDFC".

]
oot oo §)mor

No results found

—
Type Date Name Invoice Point Cost Centre Ledger Account Gross Amount Discount Net Fee VAT Total Fee Paid

Close

Click the Add New Transaction link to display the Transaction Details dialog.

f_l> Transactions for Repair of Yamaha B Flat Clarinet [x
Transaction Details Fee Details
Cost Centre : MUSIC TRAINING Quantity : [ 1” Unit v
Ledger Account @ HDFC DefaultUnitFee : 5645.00
Invoice Point H o Gross Amount H
Transaction Type : | Sales Order * o Discount H %
Date : | 10/02/2015 ‘ﬁ Net Amount : 5645.00
Type : | = VAT : 1750 %
Name : l:l Total Fee : 663288
Description H Payment Type -
Link Reference H |:|
o sove |

Select an Invoice Point.
Edit any other transaction details as required.
Click the Save button.
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Viewing Transactions Linked to a Repair
1. Open the instrument inventory and select an instrument to display the details.

For more information, see Viewing Instrument Inventory on page 157.

2. Select the Hire & Repair tab to display the Hire Details and Repair panels.

3. Select the required Repairer in the list to display the details.

rn
Date Sent ;| 1002015 ] Hepairor

S T e— =]

Chaege To : [Abots Farm drior | 44

Mo o]

Hepaires tate Seal Uiate Hetmmed Cowt
5 Dhectronis D206

4. Click the Linked Transactions link to display the Transactions for Repair screen.

“% Transactions for Repair of Yamaha B Flat Clarinet
== Add New Transaction ol Print 4 Bxport g Import
1 Transaction(s) matching "MUSIC TRAINING, HDFC™

D Type Date Name Invoice Point Cost Centre Ledger Account Gross Amount Discount Net Fee VAT Total Fee Paid
[0 so 1om2r2015 Abbots Farm... MUSIC.. HDFC 5645.00 0.00 564500 17.50 663288 Mo Details
| > iy ¥

Managing Instrument Billing

Transactions linked to an instrument can be viewed and created via the More Options | Billing
link.

NOTE: A transaction created via the instrument billing area is linked to the instrument itself and not to a
specific hire or repair record. In order to create a transaction linked to a hire or repair record, use the
Linked Transactions option.

For more information, see Creating Transactions Linked to a Hire Record on page 161 and Creating
Transactions Linked to a Repair on page 164.

Creating Transactions for an Instrument
1. Open the instrument inventory and select an instrument to display the details.

For more information, see Viewing Instrument Inventory on page 157.

Al Students

# Yamaha B Flat Clarinet s e ptone

Type : Cxarined Purchasa Dato Security Number ; 1155

Cost 1 25 Supplier Stanss

Inver v Datalls
s PRS-

Ledger Accoust

2. Click the More Options | Billing link to display the Transaction dialog.
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“% Transaction
== Add New Transaction

& e

‘ MUSIC TRAINING

12012015

1 Transaction(s) matching "12/01/2015, MUSIC TRAINING, HDFC"
[ype

[0 so +om2e01s Apbots Farm...  MUSIC... HDFC

@ Generate Invoice  §, Cancel Transaclion {5, Write OIf

ame ice er.

ccoul

5645.00

0.00 564500 17.50 663288 Mo

ol Print | Export. fg) Import

v

v

Details

C\earsear:h[ Search }

Close

Click the Add New Transaction link to display the Transaction Details dialog.

<’3"'LT‘> Transaction

Transaction Details

Cost Centre i MUSIC TRAINING

Ledger Account : HDFC

Invoice Point I:” &
Transaction Type : | " - ‘
Date ¢ | 12022015 jiic]
Type : | Person ‘ v ‘
I E—
Description H I:|
Link Reference  : l:” ‘

Fee Details
Quantity

Default Unit Fee  :
Gross Amount
Discount

Net Amount
VAT

Total Fee

Payment Type

o s

:
1 5645.00
D 1750 %

1 6632.88

]

5645.00

W save |

Close

Select an Invoice Point.

Select a Transaction Type from the drop-down list.

Enter a Description.
Click the Save button.

Viewing Transactions Linked to an Instrument
Open the instrument inventory and select an instrument to display the details.

For more information, see Viewing Instrument Inventory on page 157.

Ensambles A Students

& Yamaha B Flat Clarinet

Type : Cxarined

Cost 1 2% Supplior

Purchasa Dato ; 0177

Security Number ; 1155

Stanss + Flbgair

Inventory Details

HOFG .

Ledger Accoust

nstrument 1 V;

Statis

l

2. Click the More Options | Billing link to display the Transaction dialog.
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“% Transaction
== Add New Transaction

& e

‘ MUSIC TRAINING

ol Print | Export. fg) Import
12012015

@ e o
ol [ -

C\earsear:h[ Search }

=] [Hore

1 Transaction(s) matching "12/01/2015, MUSIC TRAINING, HDFC"

[ so 1om2e;s Abbots Fam...  MUSIC... HDFC 564500 1750 663288 Mo  Details

@ Generate Invoice  §, Cancel Transaclion {5, Write OIf

A Batch Process

Close

Viewing Instrument History

The History tab displays a history of changes to the status of an instrument. This includes the
dates when the instrument was purchased, hired or repaired and the name of the person, base,
ensemble or organisation involved.

Open the instrument inventory and select an instrument to display the details.
For more information, see Viewing Instrument Inventory on page 157.

Select the History tab to display the Instrument History page.

& Early Harp

Tree : Stings
Cost 1

Purchase Out ; EW062014

Supplior

Adminkstratian

Socurity Wember ;

Stanis

+ Hind

SYSADMIM | fiele | Lodosd

ert [ Hore ophisnt.—. 4

(= T
Haren G e
oesrasi tetraom — o
parrs p— - s
i

Deleting an Instrument

An instrument record can be deleted if it is currently in stock.

Open the instrument inventory and select an instrument with a status of In Stock.

For more information, see Viewing Instrument Inventory on page 157.
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& Yamaha B Flat Clarinet

Typa : Feats Purehase Dutn : 01070013 Sqcurity Numbar : 1155
ot £ 28 Supplies + JE Dsboume & Sons Sistus + In Slock

wwveniony

Inventory Details

Socunity Rumber | 1154 | Ingtnament ¢ Yamaha B Fual Carnet
T sutan ¢ In Stosk
Leager Account 1 i

Purchase Details

Dt : [onorroa i) Cost ; 2.0
|1l

Suppliet : |4E Dsbourne & Sans ||Ly

Disposal Details

tate 1 ] vatue

toeason 3 ‘o Aulhorised By : |

2. Click the Delete Instrument button to display a confirmation message.

3. Click the Yes button to delete the instrument.
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