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OLC: Administrator functions 
 

 

Someone with Administrator access is responsible for adding people and units to the system, enrolling 
learners in units and generating reports on OLC activity. The Administrator is able to do these things:  

 

Delete unit 
Edit unit details 
Allocate groups 
Allocate facilitator 

Allocate manager 

Edit details 
Edit comments 

Units 
 

Add new unit Add these details: 
LC code 
Unit name 
National code 
Certification 
Provider 
Cost 
Description 

 Search/View all 
For any unit 

Providers 
 

Add provider Add these details: 
Name 
Contact details 
Comments 

Search/View all 
For any provider 

Qualifications Add 
qualification 

Add these details: 
LC code 
Name 

National code 
Cost 
Relevant units 
Description 

Delete  
Edit details 
Edit comments 

Search/View all 
For any qual. 

 

Users 

 

Add new user Allocate: 
Username 
Password 

Contact details 
Admin. access 

Search/View all 
For any user 

Contact details 
Enrolments 
Anecdotal notes 
Online activity 
imessage 
Email 
Edit user profile 

Applications 
 

Process 
application 

 

Accept/ reject an 
application to 
enrol in a unit or 
qualification that 
was entered via 
the catalogue 

 

Last week 
Last month 
Any unit/qual. 

Reports 
 

Enrolments Last week 
Last month 
Any unit/qual. 

 

Withdrawals Last week 
Last month 
Any unit/qual. 

Not yet 
competent 

Facilitator Group allocations 
Overdue by group 
Completions by group 

 

 
Completions Last week 

Last month  
Any unit/qual. 
 

 

Inactive All 
By unit 
By qual. 

 

Overdue All 
By unit 
By facilitator 

Enrolments 
 

Add enrolment Add any user to 
selected unit or 
qualification to 

become a learner 

 
Search/View all 
For any enrolment 

Manage groups 
Edit learner’s 
completion date 
Move learners 
across groups 


