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Parnassus v5.8

For a list of new features and improvements please see the release notes for the version

which are available to download on our website.

http://www.parnassusonline.com/release-notes/

Overview

For version 5.2 and onwards the User Guide and other helpful documents are now
accessed by clicking on the help icon in the righthand corner of the top menu:

When you are logged into Parnassus this action will open a new browser window which
takes the user to the Parnassus documents page of the Parnassus Online website:

PROCESS  FEATURES DOWHLOADS  TOKYO

Parnassus Documents

5.1 Parnassus User Guide

5.1 Parnassus User Guide for Reports

2 D-Farnassis o d the RGE T
i T Informal Resenss Motes.

w700 Informal Release Mates

il Pre Release Notes

MRV RR YR v

Site Links

ContactUs

From here you can download the documents you need in PDF format and navigate

them using the bookmarks:

P snen 65 1 Unat G thes

Py Narme Parnassus
GAP Numbar 428
Usar Guide

Issue History

Daln  Bsus | Pamassus | Authar
Warsian

et 1w

arent 11

MRT &0

Changa
-4.8.1 Manclatory Purchaze Ordar detais
-dt g Ve

Added information cn EV Approval and Direct impor
Made

User Guide lewus numbering changed [ match
Parnassus verson numbering

Msfor Lpdate for re-sritien Parmassus leatures, a5
bedcw,

New Secliorss;
1. Parresssus v5.0
2. sy Waagement

Updated Sections;
3. fccessing Parmassus.
4. Curstum Lugin Mussages ard Landing Puge.

Usser Guiche upaisaliss o suitons beluw o noorporsts
whangus in versions v5 0 and v5.1

8 Learners Mainenance

Aaed:

8.7 4 Leamer search
8.7.5 Existrg Leamer Updates

Bookmarks

contents

& Cuaification Mantansece
10 LIt Maieterants

1 Certifieation

This user guide link is now configurable so you can use your own url if required. This
link can also be hidden for centre users. Please contact Gordon Associates if you wish

to discuss this.

Gordon Associates
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Version 5 Overview

Parnassus v5.0 is the start of a significant re-investment in the core product, starting
with the re-write of the Centre Management screens.

The primary reason for the rewrite is to enable CRM, Workflow and Document
Management functionality to be added to Parnassus in the future.

It is envisaged the CRM, Workflow and Document management functionality will give
AQ’s the opportunity to;
e Set up Parnassus workflows that will guide Users through key AOs processes in a
clear and simple manner.
e Move to paperless processes where appropriate, through Document Management
e Manage communications with Customers via CRM functionality.

Gordon Associates believe the new “look and feel” and approach in Parnassus will give
AQO’s and their customers a much improved User Experience. We have consulted with our
customers during the development of the new version, and via an “Early adopter”
programme will continue to build Parnassus to meet customer’'s needs. We encourage you
to provide as much feedback as you can, so we can ensure the improvements deliver true
business benefits to you and your customers.

For product information please visit www.parnassusonline.com

Gordon Associates
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System Overview — What’s New?

Two factor Authentication

This feature adds increased security, where Parnassus prompts the User for a second
factor when logging in. For example clicking a link in an email sent to them or entering a
code from an authenticator app. Please contact Gordon Associates if you are interested in
enabling two factor authentication

Ability to record Assessments against a Qualification

GA have called this Sub Units. The functionality allows a Unit to be defined as an
Assessment. It is possible to have multiple assessments on a Qualification. Please contact
Gordon Associates if you are interested in this feature and require further information and
details are available in a separate Sub Units User Guide.

Unit Outcome Assessment Criteria

Please contact Gordon Associates if you are interested in this feature and require further
information

What will change going forward?

The next planned change in Parnassus is

Gordon Associates
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1 Accessing Parnassus

Parnassus is a web based application and can be accessed via an internet browser.
Navigate the applications URL and you will be presented with the login page.

1.1 Logging into Parnassus
Once you have navigated to the Parnassus system you will be required to log into the system
using your User Name and Password or using two factor authentication (2FA). We have
separate User Guide for two factor authentication please contact us for more information.

e || hitp://pamassus/Pegasus/Account/FormsLogir £ = G| | Pamassus =]

This is the message that is displayed on the Parnassus Login page.
Put messages here with general information here that is applicable for all Users.

As the User hasn't logged in at this point, the message can't be User specific!
If you use HTML you can format the text in different ways to make it easier to read.

For example, itafic or underlined or bold

And line breaks toolf

Username

ga

Password

Remember Username

O

Forgot Password? Log in

Version 5.0 beta © Gordon Associates 2002-2017. Powered By Parnassus

Figure 1-1: Login page

e Enter your User Name and Password into the fields and click the ‘Log In’ button to
login.
Username and Password are case sensitive.
The login page may have a Welcome Message on it. Also, when you login you will
see a post login message, if one has been setup, and you will be directed to the
landing page that has been configured for you.

e Set up of the Login message, post login message and landing page is detailed in the
following section.

Gordon Associates
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1.2 Forgotten Password

In the event you have forgotten your password click on the ‘Forgot Password?’ link at the
bottom of page this will take you to the following page.

e | http://pamassus/Pegasus/Account/ForgotPassword P~ || Pamnassus . (=)

Forgot Password
Enter your username and click submit. We'll then
email you a new password.

Username

Back to Login Page

Version 5.0 beta © Gordon Associates 2002-2017. Powered By Parnassus

Figure 1-2 : Forgotten password page

e Enter your Username in the textbox and click Submit.

e This will reset your password
e If Parnassus is configured to send an email, the email containing your new password
will be sent to the email address which was provided when the login credentials were

created.

This link can now be hidden if required please contact Gordon Associates to arrange this.

Gordon Associates
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1.3 Customise User Login using Customer Setting Manager

If you login to Parnassus as an Administrator user, you will be able to set up the system Pre-
Login Message, Welcome Message and Parnassus Landing Page.

This is done via to the ‘Customer Setting Manager’ option, as shown in the screen shot below.

Centres Learners Qualifications Qualification Sets Units Certificates Reporting Facilitators Ewvents Contacts Admin

Liser Manager
Managa Lookup Data
Countries & Regions
Country Groups

You are then presented with the screen below, where you can configure settings for;

e Login Message
- a message on the screen where Username and Password are entered.

o Welcome Message
- a message specific to User Role displayed when the User logs in

e Parnassus Landing Page.
- a User Role specific landing page, the initial page the User sees following login.

Each of these is described in more detail below.

Centres Learners Gualifications Qualification Sets Units Certificates Reporting Facilitatars Events Contacts Admin
AN : > [P

Customer Settings

] Setting Description

Weloome. [Messa; dhe welue for this setting will sppesc above the useroame on the parnassus
Parmassus.Landing Page 1agin screen

Rk [ NI v.
Valus.

m BEEEN Fiemamber to save your changes before changng roks or ssting

I DOCTYPE html>
chtml>

cbnthiz is Uhe message Lhat s displayed on the Facmazsus Lugin
e f b </ p

meszsages here with gensral loforeatien here that is applleable
1 Taars,

fser hasn's lngged it at chis point, che message san's be Oaer
ot pe

cpsTf you nse WTML you can format the text in diffarent ways to mekn it
fmasier to read.</pr

r example, <iritalic </i> or <usunderclined</u> or <b>bold/be</p>

cpecirouscbeRng line breaks too!l</ize/uscioe/pe

</ Dodyr
o heml >

Piicrity | 1

Gordon Associates
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1.4 Login Message

The Login Message displays on the screen where Username and Password are entered.
Configure the message via Customer Setting Manager using the Login Message setting.
The message can be in plain text or for more sophisticated messages, including bold, italics,
different sizes, images, hyperlinks, you can use HTML.

L€ 14 hitpy o ¢ ; 1 P - & B Pamassus = Awarding Body Ma...| | - Parnassus * (L1 &

Learners Qualifications Qualification Sets Units Certific Repaorting Facilit. Contacts GA Admin Admin

FRole | v
Value

mm Heemamber | save your changis belos changng rks of sefing
<t
fet

FE heml>

<pr </pr

<pr<ur<bdThiz is the pessage that iz displayed on the Parmassas Login
pagec/ur</br . </p>

<prPut messages here with general information bers that is applicable
for all Users.

esp

fpes the User hasn't logged in at this point, the message can't be Uses
specifictc/pe

cp>If you use ETHL you can Cormat the text im differest ways to make Lt
frazier to Tead.</px

<ps Por emeeple, <iitalic /i or eusunderlinesefus or dobolde/bee/ps
<pr<is<ur<brAnd line breais too!!</iz<iur</or<ipy

</Dody>
< /menl>

Priorty | 1

|
e |-, hitp://pamassus/Pegasus/Account/FormsLogin D -G | Pamossus N -] i o @ |

his.is tf hat is displaved on tF . )
Put messages here with general information here that is applicable for all Users.,
As the User hasn't logged in at this point, the message can't be User specific!
If you use HTML you can format the text in different ways to make it easier to read.

For example, jfalic or underlined or bold

And line breaks fool!

Username
|

Password

Remember Username

O

Forgot Password? Log in

Gordon Associates
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1.5 Welcome Message

A post login User role specific Welcome Message can be set using the Custom Setting
Manager, via the Welcome Message option. The message can be in plain text or for more
sophisticated messages, including bold, italics, different sizes, images, hyperlinks, you can
use HTML.

I Kt/ pamassus Feqasus MenuCpen?l 2 = & || Pamassus

Centres  Learners  Qualifications  Qualification Sets  Units  Certificates  Reporting  Facilitators Contacts  GAAdmin  Admin
///’\\"\_ ;

Setting

L Mes: Satring Dascription

Any text enteced here will be displayed to users, based on their role, in
Pamassus Landng Hage 2 welcome pop-up when logging into the system.

Role | Al -

Valus

T Famembar to sava your changes bafom changing roks or sating

[<TDOCTYES hels
<l =

<hedy>

ALl Uacrs, </u>€/De, <ip>

<p3The mmssage ca or spacific aser rolss.</p>

<p>The meszage iz s=t via Custom Setting Mamager using the Welcome

ennage Settin

Prirty 100

e Asingle post login message can be set for All roles, or if you prefer a message per
User role.

e When Users are in multiple User roles a single post login message is displayed. The
message displayed is the message for the role with the highest priority.
Example; User in Admin and User roles. Admin Priority 1, User Priority as 2, the
Admin message is displayed.

I 1 rrpipemasius pegasstenicpent £+ & 11 pemassus RN

Welcome!

Welcome to Parnassus

The message can be set for All users or specific user roles.

The message is set via Custom Setting Manager using the Welcome Message Setting,

Gordon Associates
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1.6

Parnassus Landing Page

The initial page a User sees can be set via the Parnassus Landing Page option in the
Custom Setting Manager.

Tenu/Opantl B+ & || Pamassus

Learners [+ cations Qualification Sets Units Certificates Reporting Facilitators Events Contacts GA Admin Admin
Setting Description.
1Thiz is the initizl page a user will be dicected to cace they bave logged
in
Raa | pcmin -
alun
m HEmesTites b0 save Yo chinges befor chinging ris o setting
R T -
Prity | 3

The lading page can be set for All roles, or if you prefer per User role.
When Users are in multiple User roles, use the Priority setting to determine which
landing page is displayed. The landing page for the role with the highest priority is
used.
Example; User in Admin and User roles. Admin Priority 1, User Priority as 2, the
Admin landing page is displayed.

e If no landing page is set up the default is the List Centres page.

« 15 F P - G | Pamassus < 1 &
2 \\___ Centres Learmners Gualifications Qualification Sets Units Certificates Reporting Vents Ca ] Admin
Learners
alion Upinad | Achievemert Uploed | Cuick Grade Eniry | Request Full Cenificates | Registralion Card Betches
Search Murmibes -
Canre Salect Cenlre |
St Plaass salact a Cantre -
Advances Search Optiors [ sonn |
Number First Name Last Name Gendar DOB Created
© u Bam Malt a5 tost mall &6 fast Ml [0 T ZHOET 10:10:32
O u s aon glos Male 15101578 1S0E2017 091836
© ® e wherss mapathy Female FAL LY BNOTONT 095037
© =n oo Eaity Aasess Make IS5 FTOTANT 115532
© u naw rogeila wuickgrads Mtk Z2061588 2TOTROIT 111427
© ® Mrchel Rood Female 010114830 FVOTRNT 165807
O = saw Roger Cartaright Male USUSAETT FVOT/017 12:38.32
e n pum Katy Clavar Female DEGETT 2WOTRNT 12352
© n o Ron Do Malo 70611580 WOT/01T 12:17.50
© w1 Moy Speing Femule (4081980 AVOTRANT 121759
1 34 [

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 17 of 264

2 User Management

Only Admin Users have access to the User Manager, the User Manager is accessed via the
Admin Menu.

////\\\‘ Centres

User Manager

Customer Setting Manager
Manage Lookup Data
Countries & Regions

Country Groups

2.1 Add New User

Click “User Manager” on the screen above, to open the initial screen below which shows a
list of Parnassus users.
The Add User button opens the series of screens as below to set up Parnassus users.

User Manager

Uz

show 10

search:
Userrame & Email Poile Fumber Last login Date — Roles Centre Code Centre Mame Twear Factor Evables Tws Factor Wethod

e o il e Lo iller v Iy fiker o b il Caal mas, P b fille e b file "y i
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2.2 Enter Key User Data

User Manager

Users

Add User
User Mame
Email:

Mabile Mumber;

Password (Optional)

Assoclated Centre Maone hl
Create User Cancel

e Users fall broadly into two categories; AO users and Centre users.
e Associated Centre should only be filled in for Centre Users.

e Choose the Centre that the Centre User works at. The Centre User will only see data
related to the centre they are associated with.

2.3 Set User Role

e Parnassus has “out of the box” User roles, these are summarised in the table on the
following page.

e The standard roles are generally customised for each customer when Parnassus is
set up for them.

e The screen below is used to set the Role for the User. At least one user role must be
ticked. Multiple user roles can be ticked.

[Cladmin

DCentres

=Y,

DExaminer

DLeamer_Grades
Roles DLeamerﬁRegistralion

DReportUser

DSupewisor
[(treacher

DUSerS

[Clusers RO

e Key Point - Centre Users must ALWAYS have the Centres role ticked.
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Out of the box Parnassus Roles

Functionality Comments

User Role
Admin

1: Can Delete Learner

2: Can Add Qualifications\Units
3: Can Delete Qualification\Units
4: Can Delete Qualification
Registrations

5: Can edit Registration Date

6: Can manage users

1: Data is never deleted but
marked as deleted.

Centres

1: Can See List of Sites

2: Can See List of Qualifications
Offered

3: List of Learners registered with
all Centre Sites

4: View Registrations

5: Can Bulk Add Learners (file
import and edit\add)

6: Can Quick Grade Entry

7: Can Bulk Add Grades (file
import and edit\add)

8: Can Create Import Batch from
Quick Grade Entry (so they have a
batch\file reference)

Can see Centre reports:
Centre registrations
Learner Achievements
Re-Enrolment Report

EV

View/Approve Achievement Files
Request Qualification Certificates

Can see EV Reports:

EV Learner registrations

EV Learner Registrations Units
only

Supervisor

1: Can Delete Learner

2: Can Add Qualifications\Units
3: Can Delete Qualification\Units
4: Can Delete Qualification
Registrations

5: Can edit Registration Date

6: No access to User Manager

1: Data is never deleted but
marked as deleted.

Users

1: Can undertake all Learner setup
functionality

2: Can undertake all Learner
Qualification Registration
functionality

3: Can undertake all Certification
functionality

4: Cannot undertake any
Qualification \ Unit setup
functionality

5: Cannot delete any Data

6: No access to User Manager

1: Cannot be in this Role and in
Users RO

Users RO

1: Can see all aspects of data but
cannot undertake any action within
the system. i.e. register a Learner,
Create a Certificate.

2: No access to User Manager

1: Cannot be in this Role and in
Users
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Centre User 1: Can manage centre’s own users 1. Must also be a Centre
Manager User
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2.4

2.5

2.6

Confirmation of User Account Creation

Complete
The account has been successfully created.

Username: TestUser03
Password: TestUser03

Continue

Clciking continue takes you back to the screen that lists all the Users.

Edit/Maintain Current Users

Usermame 4 Emal Motile Number Lestlagn Date Roles CenweCofe  CenweMame T Fo

-t}

Once Users are created you can maintain their details searching for them using one of the
filter boxes eg Username and then by clicking on the user, which opens the User Manager
screen, as below.

Disabling Users
You can disable a user record which means the user can no longer login to Parnassus. The

user details will still be present but access to Parnassus will be removed for that user. The
user can be ‘enabled’ again if required.

Workflows. Centres Venues Learners ualification -
A\ ;

User Manager

User Mame: |24-'173 | Crestion: |22|'1D."2EI15 |
Locked Oz | No | Lssaciy |osi032012
Enabled: |\"E | Last Login: |22|'1D."2EI15 |
Online | Falsz |
Comment ‘ |
Roles: Admin

Bypas=CourseValidation

¥ Cantrez

CentreServicelayer

EV

Examiner

ExamsPowerUser

ExamsUser

Finance

ISTDUzer

QAPowerliser

OAlUser Associated Contact: | Nore |

Supervisor

Teacher Azzociated Cantres | |GTesz One |

Users
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2.7 Deleting Users

To delete Use the delete button on the User manager screen, as below

Usar Mame: | AurilAdmin | Creation: | 050225 |
cies O No | L= ownazons |

Locked Qut | Activity

Brline | Fals= | LastLogin: | 04/D2/2015 |

Roles: * Admin

BypassCoursevslidation

Centras

BV

Examiner

ExamzPowerlzer

Examszllzer

Finance

ISTDUser

QAPowerl lser
Azzociated
Contace

DAlUzer

Mane |

Sapervisor

eacl Associated
Teacher - Mane
Users Centre:

Edit Utser Cloze Reset Pazsword Dielate

This hard deletes the User record from the database so details of the user email address and any
comments in the user record will be lost.

The username and modified date in the audit screens and also against the registration and grade
files and certificate batches will still be present.

Note: You cannot delete an EV user where they have existing Site or Qualification associations
those will need to be removed first using the EV Manager (see section 15).

2.8 Centre User Manager

You can now allow certain Centre Users to manage their own Centre Users.
Please speak to us if you would like to use this feature.

Allow Centre User to manage Centre Users
Only Admin can assign a Centre User the role of Centre User Manager. This is found in

the Admin - User Manager for the particular Centre user and the role is ticked in the
example below as well as the Centre User role.
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User Manager

User Mame: | cantre1442 Crasted: | 26/04/2021 |

Enabled: | ez Last Login: | 29/11/2021 |

Locked Out: |N° | Last Activity |29.f11r2c.21 |

Online | False

Comment:

Roles: Admin Azzociated Contact: None

Bypa=zsCourseValidation
Centres

CentraServicelaysr
CentrelJzerManager
EV

Examiner

ExamsPowerlser
Examslser Aszocisted Centra:

Excellence Centre

Finance
I5TDUser
QAPowerl)zer
QAlzer
Supervisor
Teacher
Users

Reset Password m Disable User

When the centre user has this role ticked then they can see the Centre Admin menu as
below.

Centres Learners Certficates - Reporting Centre Admin -

User Manager

They will then be able to use their own User Manager screen where they can view, add, edit
or search for their users.

Centre User Manager

Shaw 10 o | entries
Userrama 4 Email Mabila Number Last login Dare Rales Cantre Code Cantra Name
Type 1o filter Type to fiker Type to Tite Type to Site Type to fites Tyl
awcentre auril@gardanasacisnes. co.uk QUApr20Z3 1248 Cermres Centrelserhanager aaa3 #uta Test Centre Faur |Generated by a...

They can add a user as below
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Centre User Manager

Add User

User Hama |“-':"-

Email | kamulBcanora 1442 0o, uk

Password [Cptiana |

Assecianed Contrs | Exoellence Centrecl 442 v

When they have clicked the Create User button they will see the user is assigned a centre
role and they can either finish and save the new user or cancel adding the user.

Centre User Manager

The options the centre user manager can use to edit a centre user are shown on the
screenshot below.

. Centres
Aodas

Centre User Manager

User Name: | avuser ‘ Created ‘ 13/01/2022 ‘
Locked Cut | Na ‘ Last Activity ‘ 13/0142022

Erabled:  |Yes | Last Login: | 1310112022 |
Cnline |True ‘

Comment: ‘ ‘

Rales: Centres Associated Contact ‘ None ‘

Aszociated Cantra: Test Centre with ECertificate

Edit the centre user details — will open a new screen as below where the centre
user’s password can be changed and specified, their email address can be

changed and a comment can be added or updated.

Centre User Manager

User Name [ avuser | Associated Centre | Test Cantre with ECertficase:1453 |
Email | svril@gordonassociates.co.uk | Associated Contact [ hone -
Reszer Passward To | ‘ASSDCiE[Ed Sites

Centres
Comment ‘ Roles*

Resets the centre user password to a internally generated password — this is
displayed on the screen.

Logout the user

Reset Password
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e This hard deletes the User record from the database so details of the user emalil
address and any comments in the user record will be lost. The username and
modified date in the audit screens and also against the registration and grade files and
certificate batches will still be present.

This will disable the user account so they cannot login but will not remove the
user details.

3 Overview of Main Menu

Once you have successfully logged into the system you will be presented with the following
page, this allows access to the various areas of the Parnassus application.

« 1, http//pamassus,Fogasus/MenwOpeniMeruld - T9bSEddb-bha1-0611-8a26-001 554037201 £~ &) Pamassus T

Centres Learners Qualifications Qualification Sets Units Certificates Reporting Facilitatars Events Contacts GA Admin Admin Log Out ga

Saarch ] Humber -
cenire Select Gente I3
Silo ez sslect o Cere -
Advanced Search Options m
MNumber First Name Last Name Gander DOB Craafnd
0 = Mme Wat an fast mat an fast Mala (LR FHOAANT 01037
S B 1w acron los Mk REEIRET] DA T 00 18 36
2 m e wheres mapeay Female 2161988 JNOFANT D a2
0 ® 134393 Earty Assos Mala 2374/1988 OT201T 115552
o B 1Mde e At Ackrade. Male 225/1988 OTENT 14T
[ > ) Mchall Foood Fomaly 0111980 200772017 16.58 07
9 ® e Fngar Cartwnignt Male osmEaTT INOFANT 123872
o B 104380 ity Chowar Frahy 05061677 NOTANT 12082
0 b IR Fan Do Male 0ine1Ea0 NUFENT 2T
° B 134387 Iy Spiing Fomaly 04081980 2000772017 1217 50
1 1

Figure 3-1: Initial page after logging in

Note: The options available can vary depending on the user role for your login, and the
naming of the functionality can be altered depending on the configuration of your
Parnassus application.
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3.1

Menu Options Available

Centres

Learners

Qualifications

Qualification Sets

Units

Certificates

Reporting

Facilitators

Events

Contacts

Centre maintenance, this includes :-

e Adding, Editing and Deleting Centres
e Search for Centres

e Manage Centre Sites

e Manage Centre Contacts

Learner maintenance, this includes :-
Adding, Editing and Deleting Learners
Search for Learners

Manage Learner Registrations

View a Learner’s Certificates

Enter a Learner’s Grades

Reprint Certificates

Print Duplicate Certificates

Add notes for a learner

Qualification maintenance;

e Adding, Editing and Deleting Qualifications

¢ Manage Units and their Groups at a Qualification
level

e Manage Pathways

e Add notes for a qualification

Qualification Set maintenance, from here all functionality
for the maintenance of Qualification Sets within
Parnassus is carried out.

From here you can manage Units at a global level
without the need to go into a Qualification.

Manage certification, including creating Batches and
printing them off.

Access Reports setup within your Parnassus application.

Access Facilitators setup within your Parnassus
application. These may be instructors, teachers,
assessors or examiners.

The Events area allows you to define courses for a
particular qualification, including the location/centre,
course dates, facilitators etc.

Contact maintenance
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5 Centre Maintenance

5.1 Centres

Centres are learning providers such as Colleges. In Parnassus the Centre is treated as the
administrative centre for the college. Every Centre has to have at least one Site. Sites are
like a College campus. Learners are registered at Sites for the Qualifications they do, rather
than Centres. Sites have addresses and are approved to deliver Qualifications.

Centres and Sites have statues that allow their use in Parnassus to be managed by the AO.

For additional guidance you can view our video:

Parnassus Quick Start Guide to adding Centres and Sites

5.2 Centre & Site Search & Listing Page

On the Main Menu click on the Centres option, this will load the Centre Search screen,
shown below;

" Workllows Centres Venues Learners Qualification - Certilicates Reporting Contadts GA Admin Admin Events -
////\\\_ PR

Sort By Name - | az -
2 results feund
e Example Site For User Guide
Sile Code Site Status Main Site Telephone o
1277.001 Pending ves
Email Address
UNITED KINGDOM C
©: Autn Test Cantra O
centre Name (Generated by suto testing script
Example Centre For User Guide 1500} Fin
Centre Example Centre For User Guide -
by
centre Cote First approved Telephone
Email Address

UNITED KINGDOM

Version 5.1.002 & Gardon Assoclaces 2002-2017. Powersd By Parmassus

Clicking Search with an empty Search box returns all the Centres.
If you are looking for a particular Centre enter this in the Search box, and a filtered list will
be displayed.

The Centre Search works on the following fields;
e Centre & Site Code (Exact match)
e Centre & Site Name (Searches for the entered text any win the string

Gordon Associates
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5.3

e Wildcarded; Put an asterix * at the end of the text returns text beginning with the

search string.

Example; “Centre

Add Centre

Register New Centre

Centre Code

Oid Code

Renewal Date

%

returns “Centre # 3 for User Guide”

Clicking “Add Centre” launches the screen below.

Centre Name *

UKFRN UCH

Default Assessment Language *

Use Sort By and A-Z to sort the list of Centres and Sites as you need.

When you hover over the heading bar with the Centre/Site name it will change colour. Click
on this to view the details of the Centre/Site.

The ‘Add Centre’ option is only available on the Centre Search screen, so to add a Centre
you need to always go back to the initial Centre Search / Listing screen.

Renewal Status

Mew Centre

Risk Rating

Please Select.
Allow eCertification Allow printed Qualification Certificates
[m O
Groups
Alert Message
Mandatory fields are marked with a red asterisk.
Field Name Purpose Validation
Centre Code The system generated centre code, this
field is read only.
Centre Name The centre’s name Mandatory.
Old Code The old code for this Centre.
Use this when the Centre has existed in
another system prior to its existence in
Parnassus.
UKPRN UK Provider Number from the Central
Register of Learning Providers
(UKRLP).
UCN National centre number.
Renewal Status For information, data not used
anywhere else in the system.
Renewal Date For information, data not used
anywhere else in the system.
Default Assessment | See “Assessment Language” for Sites. Mandatory

Language

Each Site of a Centre can be set to use
the Assessment Language set here.

Limited to drop down list
values.
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Risk Rating

Record any risk rating for the Centre.
The list of values is configurable per
AO.

There is a Standard Parnassus Report
“Centre Risk Rating”.

Limited to drop down list
values

Centre Status

See the table below for Centre Status
for details.

Mandatory
Limited to drop down list
values.

First Approved

The date the centre was first approved.

When the Centre is first
approved you must enter an
approval date.

Allow eCertification

Manages whether printed eCertificates
can be created

Optional — please speak to us
if you would like to use this

Allow printed Manages whether printed certificates
Quialification can be issued

Certificates

Groups The tick boxes to indicate the Groups

the centre belongs to. This will appear if
you have Centre groups set up for you
by GA. Centre Groups are viewable in
the report XREP_CentreGroups

Centre Alert

Message shown on screen for a
centre’s users

Optional

Options Available from this page

Button

Purpose

perform the following Centre Actions;
Edit Centre Details

e Change Centre Status

e Change Fee Percentages

e Add Site

Save the Centre. This takes you to the Centre Home page,
that displays the details for that Centre, with the option to

The following sections detailing each of these functions.

Save and Add Site See the Add Site section for details.

Cancel

Centre search page.

Cancel adding the Centre, nothing Saved, and go back to the
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5.4 Centre Details

5.4.1.Centre Home (View Centre)

Centre Home displays Centre details including any Sites for the Centre. You also have
the option to perform Actions on the Centre.

s G e bemm  @rTEme  GoFEm  fomen  Gmes  Ghms oo | o
AN

CentreHome | Contacts | Venues | CentreMotes | Documents

Edit Centre Details

Centre Cade Centre Status Old Coge UKPRN First Approved ucK Change Centre Status
i

1310 Approved not supplied not supplied 18 Sep 2019 not supplied
Change Fee Percentages

Renews| Date Dare Closed Renewal Status Defauit Assessment Main Site Telephone

New Cenre tanguese rotsuppics

English
View Process Audit
Mzin Site Email Main Site Website Risk Rating
not supplied not supplied Not Set Your Recent Activity
Main Site Address G2019 Centre01 (1310) Pin
UNITED KINGDOM ents st Centre One (Generated by 'aute’ testing
Groups
Sit See This (1 in
Site: Not allowsd to se= (1302.002) Fin
Group 1 Group 2
Sites
it Name Site Code Site Stas
PUG2019 Sited 1310.001 Approved

5.4.2.Centre Actions - Edit Centre

Use the Centre and Site search screen to find the Centre whose details you want to edit,
and click on the heading to open the Centre and view it via the Centre Home page, which
is shown below.

Venues Learners Qualificatio Ci 1 min Admin

Example Centre For Us
Centre Home Contacts | Ven Centre Notes

Centre Code Centre Status Old Cade UKPRM First Approved [Wa)
1277 Pending not supplied not supplied na not supplied
Fee Percentages
Renewal Date Date Closed Renewal Status Default Main Site
=

nfa n/a New Centre Assessment Telephone Add Site

Language not supplied

English View Process Audit
Main Site Email Main Site Website Risk Rating Your Recent Activity
not supplied not supplied Not 5et

Main Site Address
UNITED KINGDOM

nitre #3 for User Guide (1279)

i Centre: Example Centre For User Guide
Sites
#) Pin
Centre: EBxample Centre For User Gulde
Sine Name Site 5TaTU5 (1277) Pin
Example Site For User Guide Pending

Use the Edit Centre Details option to open the edit screen.
Once you have updated the Centre details the options on the Edit Centre screen are Save,
Cancel and Delete.
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5.4.3.Centre Actions - Delete Centre

Use the Centre and Site search screen to find the Centre that you want to delete. Click on
the heading to open the Centre and view it via the Centre Home page. Then click on Edit

Centre Details.

Workflows Centres Venues Learners

Example Centre For User Guide (1277)
Centre Home Contacts | Venues | Centre Notes

Centre Code Centre Status Old Cade

1277 Pending not supplied
Renewal Date Date Closed Renewal Status
nia nia New Centre

Main site Email Main Site Website
not supplied not supplied

Main Site Address
UNITED KINGDOM

Sites
Sz Name
Exarnple Site For User Guide

Qualification -

UKPRM

not supplied

Default
Assessment
Language
English

Risk Rating
Not Set

First Approved [Wa)

Telephone
not supplied

Reporting Contacts a min Admin

Actlons

not supplied

Change Fee Percentages

view Process Audit

‘Your Recent Activity

Site Saatus
Pending

Add Site

Events -

The option to Delete a Centre is on the Edit Centre Details screen.
//7,\\\‘ Workflows ~ Centres  Venues Learners

Example Centre For User Guide (1277)
Centre Home | Contacts | Venues | Centre Motes

ENG:English

Edit Centre
Centre Code Centre Name *
1277 Example Centre For User Guide
0ld Code UKFRN
Renewal Date Default Assessment Language *

Qualification -

Reporting Contacts @A Admin Admin

Save

Cancel

Your Recent Activity

Renewal Status
New Centre -

Risk Rating Fin
Flease Select.. -

Centre: Example Centre For User Guide
78) Pin

Events =

Parnassus will do some checks before a centre is deleted, the main checks are listed below.

Centre deletion is not allowed when;
e A Centre has any contacts against it
e A Centre has any Venue against it
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5.4.4.Centre Actions — Change Centre Status

Use the Centre and Site search screen to find the Centre whose Status you want to change.
Click on the heading to open the Centre and view it via the Centre Home page, which is

shown below.

Qualification - Certificates Reporting Contacts

Workflows Centres Venues Learners

Example Centre For User Guide (1277)
Centre Home Contacts | Venues | Centre Notes
Centre Code Centre Status Old Cade UKPRM First Approved [Wa)
1277 Pending not supplied not supplied na not supplied
Renewal Date Date Closed Renewal Status Default Main Site
nfa nia New Centre Assessment Telephone
Language not supplied
English
Main Site Email Main Site Website Risk Rating
not supplied not supplied Not Set
Main Site Address
UNITED KINGDOM
Sites
Site 5TaTU5
Pending

Admin

Change Fee Percentages

Add Site

view Process Audit

‘Your Recent Activity

Example Centre For User Guide

C
C
i 7) Pin

i

Example Centre For User Guide (1277)

Centre Home | Contacts | Venues | Centre Motes

Update Centre Status

Status Date First Approved Date Closed

Pending

Then click on Change Centre Status, which will open the screen below;

Set to Approved

Pin

Example Site For User Guide
7.001) Pin
Site: Site UG #

Cntd ...
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The available statuses vary depending on the current status of the Centre. The table below
lists all the statuses with information. Dependant on the status you chose additional
screens prompt for additonal information as indicated below. For all changes the Reason
for Change is requested and must be completed.

Centre, Site, Qualification Status Values

Status Notes Can register Can generate
learners at the | certificates
centre for Centre.

Set to Approval date is requested and is Yes Yes

Approved mandatory.

Suspend User is prompted; Yes if not Yes if not

e Suspend suspended for suspended for
e Suspend for Registration registration certification
e Suspend for Certification

Withdraw No Yes

Record No No

Closure

Remove Dependant on Dependant on

Suspensions status chosen status chosen

Setto No No

Pending

Setto No No

Rejected

In Parnassus status can be set for; Centre, Site, Qualification & Qualification Offered.

Parnassus applies the statuses using the following heirachy;

e Centre Status
e Site Status
e Qualification Offered Status

Example

If a centre is suspended nothing can be done at that Centre.

If Centre and Site are Approved then Status at Qualification offered is used.

Qualification Status sits along side this. If a Qualification is suspended this takes
precendence — ie if an AO suspends a Qualification then registrations cannot be taken and
certificates cannot be printed for any Centre or Site.

Process Audit gives user friendly view of Status changes with reasons, see Process Audit

section for details.
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55

5.6

5.4.5.Centre Actions — Change Fee Percentages

New in v5.1 is the ability to split a registration fee so a percentage is charged at
registration and a percentage at certification.

Whilst the menu option and screen are in the core product, a behind the scenes plugin is
required per AO to make this work.

If you want to use this feature please talk to Gordon Associates.

Add a fee percentage

Fee % at Registration

Fee % at Certification

Cancel Save

5.4.6.Centre Actions — Add Site
See Add Site section

Centre Contacts

Contacts can occur either at a centre level or at a site and centre level. The actual details of
the contact are entered in the same way in both types.

See the Contacts Section for details on how contacts work.

Centre Venues

Centres may have Venues associated with them. A Venue is where the learners may sit an
Assessment or Exam.

From Centre Home you can view the Venues associated with the Centre.

Edit Centre Details

Example Centre For User Guide {(1277)

acts | Venues | Centre Notes 2

Centre Code Oid Code UKPRN

hange Fee Percantages

Renewal Date

Renewal Status
nfa New Centre

View Process Audic
Maln 5ite Website Fisk Raong
not supolied Mot e

Main Site Address
UNITED KINGDOM

Your Recent Activity

Sltes

& Bxample Contre for User Guide - Sire 01
(1277.901) Pin

Pinned Activities

Site: Example Centre for User Guide - Site 01

[1277.001) Ungin

Use the search option to filter / show Venues that you are interested in.
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You can add a New Venue or associate an existing Venue with a Centre.

See the main Venues section for further information on Venues.

Example Centre For User Guide (1277)

Venues at this Centre

Your search criterla did not return any results

Pinned Activities

Centre for Liser Guide - Site 01
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5.7 Centre Notes

From Centre Home you can add Notes for a Centre.

You can also attach a document with the Note.
And flag the Note as High Priority to highlight it if required.

///«\\. Workflows Centres

Example Centre For User Guide (12|

Add Note

Venues

Centre Home Contacts

Example Note for the User Guide|

Centre Notes

GA Admin

Admin Events =

Add Note

Your Recent Activity

Site: Example Centre for User Guide
Site 01 {1277.001) Pin

&: Example Centre for User Guide -
Site 02 {1277.002) Pin

: Example Centre for User Guide -
102) Pin

Site:
Site 01 (127

High Priarity

File Name
{no attachment)

Example Centre For User Guide

mple Site For User Guide
{1277.001) Pin

Pinned Activities

Site: Example Centre for User Guide -
Site 01 {1277.001) Unpin

Cancel Delete

For Saved Notes

e If a Document is saved with the Note click the hyperlink to open the document.
e Saved Notes can be deleted
¢ Notes can have the High Priority flag removed.

Through User permissions and roles the above can be varied for different Users as

needed.

venues Learners Qualification ~ Certificates Reporting Contacts

////\'\\H Workflows  Centres

Example Centre For User Guide (1277)

Centre Home Contacts | Venues Centre Notes

Centre Notes

31/08/2018 16:20:46

Example Note for USer Guide with Attachment

Modified by ga

ExampleDocForUserGuide.txi

31/08/2018 16:19:57 Modified by ga
Example Note for the User Guide

L]

GA Admin

Admin Events -

Your Recent Activity

Site: BExample Centre for User Guide -
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5.8 Sites

5.8.1.Site - General

A site is a separate address or location for a Centre. As an example, a college may have
three campuses (i.e. sites). All centres must have at least one site. Learners are
registered at Sites rather than Centres.

5.8.2.Search for Site

The Search on the initial Centre page finds Sites as well as Centres. Navigate to the Centre
Search using the Centres Menu option. As is shown below the top right hand corner of
each record found shows if it is a Centre or Site.

///\\\ workflows  Centres  Venues

Centre Search

5 results found

Centre Centre #3 far User Guide

Centre Code
Ema
site
site Code
1277.001
Ema Address
, UNITED KINGDOM
centre Name
Example Centre For User Gulde
centre Example Centre For User Guide
Centre Code
Ema Address
, UNITED KINGDOM
Site Example Centre for User Guide - Site 02
site Cote Site Status
1277.00; Ap)

jon = Certficates  Reporting

Hide closed centres 8 | ysar

Sort By Name - || &z -
First Approved Telephane

31 Aug 2018

Main Site Telephone

First approved Telephane

31 Aug 2018

Main Site Telephone

m

Your Recent Activity

Fir
Pinned Activities

tre for User Guide - Site 01

Choosing a Centre from the Centre search screen opens the Centre screen. The Centre
screen lists the Sites for Centre at the bottom of the screen as shown below. The name of
the Site is a hyperlink — click this to open the Site Details page.

Learnars

Workflows Centres Venues
AN

Example Centre For User Guide (1

Centre Notes 2

Centre Code

Centre Status
1277 Wit

-

Renewal Date

Main Site Website

Main Site Address

UNITED KINGDOM

Sites

St Mamrse
Example Centre for User Guide - Site 01

Site Hame
Example Centre for User Guide - Site 02

Qualification «

Cerificates  Reporting  Contacs  GAAdmin Admin

First Approved ucN
31 Aug 2018 not supplied

Main Site Telephone
not supplied

Default Assessment
Languags
English

Risk Rating
Mot Set
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Alternatively select the Site directly from the search page and open the Site Details page
directly.

5.8.3.Add Site

You can either add a Site when you add a centre or later you can separately add a site to
an existing Centre.

When adding a Centre, you will be prompted to add a Site when the Centre is saved. You
don’t have to add the Site at this stage.

If you want to add a Site to an existing Centre later, this is done via the Centre page. Find
the centre that the site will belong to and chose Add Site from the Actions area as per the
screen shot below.

///’\\\ Workflows  Centres  Vonues  leamers  Qualification Contificates Reporting  Contacts  GAAdmin  Admin  Fuents +

Centre Home | Contacts | Venues | Centre Notes 2
Edit Centre Details

Change Centre Status

Change Fee Percentages

Renewal Date

3 Add Site
View Process Audit
Main Site Email Main Ste Website Risk Rating
not not supplied Not Set Your Recent Activity
Main Site Address 1t 1
UNITED KINGDOM
Site
Sites
Site
10 Kam o0 o e For )
3 1 Jaer Guil 1 77.001
) sich )
1= Kame e
Exam; tr i Appr
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5.9 Site Details

5.9.1.Site Home (View Site)

Clicking the Site on the screen search screen, displays Site details as below.

Auto Test Centre Four (Generated by 'auto’ testing scripts) (9993)

Auto Test Four Site One (9993.001)

SiteHome | Contacts | Qualifications |
Site Code
9993.001

Email

not supplied

Address
UNITED KINGDOM

Centre Code Centre Status

9993 Approved

Mandatory PO i for private study

No No

eCertfication Ema

not supplied

Certficate Site Name

Registration Pre-paymers Required

Qualification Sets

| UnitDCS | Site Notes

Furtion Site Type

Reglstration not supplied

Website

not supplied

Centre Name

Auto Test Centre Four (Generated by ‘auto’ testing scripts)
Account Numbes AO Category

not supplied

Telephone Main Site

not supplied Yes

Assessment Language

English

Regulator Region

not supplied

A0 Region

not supplled

Information you can record about a Site is detailed below. The information in the table is in
the order the fields are displayed on the Site Details screen.

Field Name Purpose Validation
Site Name The name of the site Mandatory
Site Code The system generated site identifier N/A
Site Status The status of the site. Mandatory: must be
The status values are the same as for the | one of the selectable
Centre. Search for Centre Status to see values
information about this.
Function The purpose of the site, the options will Mandatory: must be
be: one of the selectable
e Test values
e Registration
e Registration & Test
Site Type The type of the site, the options will be: Optional: may be
‘None’ or one of the
e School selectable values
e FE College / Tertiary College
e Sixth Form College
e Adult Education Centre
e University or other HE Centre
e Private Training Provider
e Local Government / Central
Government / NHS
e Voluntary Organisation
e Employer
¢ HM Prison / Youth Offenders
Institution
e Armed Forces
e Overseas Centre
e Other
Telephone Primary phone number of the site No Validation
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There is only 1 address per site.

Main Site Flag to indicate if this is the main site, N/A

only one site per centre can be marked

as being the main site. If a site other than

the current main site is flagged as being

the main site, the current main site will

become deactivated as the main site and

the new one will take precedence.
Email The contact email address for this site No Validation
Web Site The web site address for this site No Validation
Assessment Default Language for Assessment of Optional
Language associated Registrations
Address (inc Fax) The physical address of the Site. No Validation

Regulator Region

Used for Statutory Ofqual Reports — this
field must be populated for the site to be
included in the Ofqual report data.

The list is as per Ofqual.

Optional but Mandatory
where the site is to be
included in data for the
Ofqual report

Centre Code

Centre code for the Site the centre

belongs to.

Centre Status Centre Status for the Site the centre
belongs to.

Centre Name Centre Name for the Site the centre
belongs to.

Mandatory PO

Indicates whether a purchase order is
mandatory for registrations. Search the
User guide for “Mandatory Purchase
Order” for further details.

Is for private Study

For information only.

Acc. No.

Identifies the account number in the Third
Party accounting system which is to be
used for this site.

AO Category

Customisable list.
So an AO can Categorise Sites.

Drop Down List —
Customisable per AO

So an AO can assign their own Region
definition to a Site.

AO Country Customisable list. Drop Down List —
So an AO can assign their own Country Customisable per AO
definition to a Site.

AO Region Customisable list. Drop Down List —

Customisable per AO

payment Required

in the middle stage until an AO user has
confirmed payment is received.

Prevent Direct When Registration Direct Import mode is | Optional
Import enabled this field can be used to prevent
direct import for a site.
eCertification email | The email address for the site for the Optional
eCertificates to be sent to
Certification Site Allows a site name specified here to be Optional
name used on certificates
Registration Pre- When this is ticked registrations are held | Optional
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5.9.2.Site Actions - Edit Site

Use the Centre and Site search screen to find the Site whose details you want to edit, and
click on the heading to open the Site and view it via the Site Home page, which is shown

below.

Alternatively find the Centre and open the Site form the list of Centres displayed at the

bottom of the Centre screen.

Excellence Centre (1442)

Site 1 (1442.001)
Site Home

Site Code Site Status
1442001 Approved
Ernail

avril@gordonassociates.co.uk

Address
UNITED KINGDOM

Centre Code Centre Status
1442 Approved

Mandatory PO 15 for private study
No Mo

Prevent Direct Registration
Imiport

No

eCertification Email

Certificate Site Name

Use the Edit Site Details option to

Contacts | Qualifications | Qualification Sets | Unit DCS

Site Notes

Function Site Type
Registration 01 - School
Website
not supplied
Centre Name
Excellence Centre
Account Number AD Category
not supplied

avril@gordonassociates.co.uk

open the edit screen.

Telephone Main Site
not supplied Yes
Assessment Language
English
Regulator Region
not supplied
AQ Country AC Regian
not supplied not supplied

Once you have updated the Site details the options on the Edit Site screen are Save,

Cancel and Delete.

itre For User G

Example €

Exampl

Site Home

Edit Site

Site Cods Site Ha

a0 Example Centre for User Guade - Site

Default Assessment Language

Lse Fapmnts Defaut

web Site

Regulator fegian

et Supplied

AD Country
ot Supplied
ADC

et Supplien

Address

5ite Function

Registration

Emai

Mandatory PO 5 For Private Study
Prievert Registration:

Direst Impart

AD Reghan

Kol Supplied

Yo Recert Actity

Pinned Actwities

e Example Concre for Lisar Guids - 528 01
ngin
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5.9.3.Site actions - Delete Site

Use the Centre and Site search screen to find the Site that you want to delete. Click on
the heading to open the Site and view it via the Site Home page. Then click on Edit Site
Details.

Centre (1442)

Site 1 [1442.001)

Site Home | Contacts | Qualifications Qualification Sats Unit DCS Site Notes.

Site Corfe St Stabis Funition Site Ty Trbephore Main Site

1442001 Approved Registration 1 - School a5
Emal Websits

avril@gordenassociates.co.uk not supplied

Aubiress

UNITED KINGDOM Your Recent Activity
Centre Code: Centre Status Centre Name Centre Cucellence Centre (1442) Pin
1442 Approved Excellenca Cantre Site: itz 1 (1442.001) Pin

The option to Delete a Site is on the Edit Site Details screen.

Example Centre For User Guide (1277)

Edit Site

Site Cads Site Mame *

1277.001 Example Centre for User Gude - Site 01

Default Assessment Language Site Function
Use Sarents Default - Resgustratian
Site Type Emai L 223 P
01 - School -
Pinned Activities
Web Site Ace. No. i Excanmple Caners for Lisr Guids - S8 01 (177,001
npin
Regulator fegian Mandatary PO 5 for Private Study
et Supplied
Prevent Registrations Direct impart
AD Cauntry AD Reglon
Nt Supplied * Kol Supplied

Address
Street 1 Street 2

In order to delete a site it must NOT;
e Be the ‘Main Site’ (unless it is the only Site).
e Have any contacts against it
e Have any qualifications against it
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5.9.4.Site Actions — Assign Qualifications

Qualifications are assigned to Sites rather than Centres in Parnassus

The screens to do this can be accessed two ways;

1. Via the Qualifications navigation option at the same level as Site Home in the

navigation.
See the Site Qualifications section for doing it this way.

Or

2. Viathe list of Qualifications Active for Registration on the Site Home screen.
See “Search for Site” section for finding your site, and the sections below Assigning

Qualification(s).

One you have found your Site click the Assign Qualification button on the “Site Home”

screen.

Excellence Centre (1442)

Site 1 [1442.001)

Site Home | Contacts | Qualifications Qualification Sats Unit DCS Site Notes.

e Do e Statis Fustion Site Type Telephore
14472001 Appresed Registratian 01 - School nat supglied

Wibsite

ot suppliad

Aulress ?
UNITED KINGDOM not supglied
Centre Code: Centre Status Centre Hame:

1442 Approved Excellence Cantre

View Process Audit

Your Recent Activity

The Assign Qualification screen shows a list of all the Qualifications in Parnassus that are
currently not assigned to the Site. You can select specific qualifications or you can assign
all of the available qualifications to the site.

cts | Qualifications | QualificationSets | UnitDCS | Site Notes

Select Gualifications to Assign I

Sart By | Mame

Click tre qualifications you wish to select and then dick the Assign action

Shawing 3 resuls Select/Deselect all Qualications

Dalete Test

Qualification Code an

Dalatahia

ko

Qualificatian Cads oM Statis
Irlkhy Pending

Matt Optonal Unit Qual

Qualilication Cade an Status
et Pending
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Use the Search option to reduce the list of Qualifications and help find qualifications if you
need to. The search works on Qualification code and title and is wildcarded automatically.

Select the Qualifications you wish to assign to the site by clicking on the heading to select
them. You can select as many qualifications as you like to assign at the same time. If you
do a search after selecting Qualifications any selected Qualifications will become
unselected. The screen shot below shows the second and third Qualification have been
selected to be assigned to the site.

Sort 3y | Hame az - Your Recent Acthvity

When you have selected the Qualifications to be assigned click “Assign Selected to Site”
which will open the screen below that captures approval detalils.

Enter Approval Details

All qualifications will be assigned to the site with the values entered below. If you need to assign different values you will need to
select the qualifications individually or in groups that have the same values.

Registration Status * Centre Certificate Image
Please Select... - No Image Found | Add Image

Qualification Approved Date
Direct Claims Status *

Please Select... -
Direct Claims Status Approved Date

Direct Claims Status Expiry Date

Cascade to sibling sites?
O

Assign Qualifications

If you wish to add a qualification to all the sites at a centre you can tick the cascade box —
this action may take a while to complete if you have many sites — there is a 30 minute
maximum limit set for this in cases where there are more than 1400 sites.

Gordon Associates
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The table below describes the fields on the screen above;

Registration Status

The status of the qualification at
this site, see “Centre, Site,
Quialification Status Values” for
details

Mandatory: must be one of
the selectable values

(DCS)

gualification at this site, the
options will be:

e Approved
e Suspended
e Withdrawn

This determines whether a site is
eligible to claim certificates
themselves or if it needs to be
claimed on their behalf by an
external verifier or similar.

Qualification The date the qualification was Optional for Pending Status.
Approved Date approved to be offered at this site | Mandatory for Approved

Status: must be a valid date
Direct Claim Status The direct claims status of this Mandatory.

Set to “None” if DCS is not
applicable.

DCS status Approved
Date

The date the direct claims was
approved.

Mandatory when DCS is not
“‘none”

Sites

Qualification(s) to all the Sites at
the Centre tick this option.

Direct Claim Status The date of expiry after which the | Optional
Expiry Date DCS is unavailable.
Cascade to Sibling If you want to assign the Optional

5.9.5.Site Actions — Edit Site Qualification(s)
The screens to Edit Site Qualifications(s) can be opened in two ways;
1. Via the Qualifications navigation option at the same level as Site Home in the

navigation.

See the Site Qualifications section for doing it this way.

Or

2. Viathe list of Qualifications Active for Registration on the Site Home screen.
See “Search for Site” section for finding your site, and the sections below for Editing
the Site Qualification(s).

View the Site and find the Qualification you wish to update. Click the Qualification Title
hyperlink to view the Qualifications, as per the screen shot below;
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Site Code
1277.001

Emal
not supplied

Addrass
UNITED KINGDOM

Centre Code
1277

Mandatory PO
Mo

Prevent Direct
Registration Import
Mo

Qualification Tie

Site Status
Approved

Is for private study
No

Direct Claims Status
Approved

Function Site Type
Regi i o1 - Schoal

Website
nat supplied

Centre Narme

Example Cen or User Guide
Account Number AQ Category
not supplied

Qualifications active for registration (Show all site qualifications)

Quablicaten

Qualfication Code

Telephone Main Site
not supplied Yes

Assessment Language
English

Regulator Region
not supplied

AD Country
not supplied

A0 Region
not supplied

Status
Aporoved
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This will open the Edit Site Qualification Screen as below.

Site Home

Contacts | Qual

Edit Site Quallfication

Site Code

Site Name
Example Centre for User Guide - Site 01

Qualificanon
Gual for User Gulde 01 - GH

Status
Approved

Qualifi an Approved Date *

e

Direct Claims 5tatus

Approvad

tatus Approved Date

Cascade changes to sibling sites that also offer this qualification?

View Process Audit

Your Recent Activity

If you are updating the values, do this and click Save.

If you want to delete the assignment click Delete — however you cannot delete a

gualification that is part of a qualification set in use at that site.

For both of these options you will be prompted if you want to Cascade the update to all the

Sites at the Centre, and asked for a Reason for the change.

Qualification Status change reason

User guide example

The changes, with reason, can be viewed via the Process Audit.
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5.9.6.Site Actions — Assign Qualification Set
Qualification Sets are assigned to Sites rather than Centres in Parnassus

The screens to do this can be accessed two ways;

1. Via the Qualification Set navigation option at the same level as Site Home in the
navigation.
See the Site Qualification Sets section for doing it this way.

Or

2. Viathe list of Qualifications Active for Registration on the Site Home screen.
See “Search for Site” section for finding your site, and the sections below Assigning
Qualification Set(s).

One you have found your Site click the Assign Qualification Set button on the “Site Home”
screen.

Main Site
¥es

Regulator Aegion
GDOM nat supplied

Your Recent Activity

Cenwe Code Centre Status Centra Mame Site
1277 withdrawn Example Centre For User Guide

Mandatary PO 15 for private study Account Numbar AD Category AD Country A0 Region
16t supplied noat supplied not supplied

et

an Import

- N N N N Fn
Qualifications active for registration fshew

Pinned Activities

The Assign Qualification Set screen shows a list of all the Qualifications in Parnassus that
are currently not assigned to the Site.

Search For Qualifications Sets to I
Assign

SortBy| Mame =

Auto Test Qualification Set 001

Code
AutaTesgualsetn

Pinned Acthvitles

Qual Set 1

Code

Qual 5et 2
Code
Qualification Set For User Guide D1

Cade
QEFUGD
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Use the Search opition to reduce the list of Qualification Sets and help find Qualification
Sets if you need to. The search works on Qualification Set code and Title, and is
wildcarded automatically.

Select the Qualification Sets you wish to assign to the site by clicking on the heading to
select them. You can select as many qualifications as you like to assign at the same time.
If you do a search after selecting Qualification Set any selected Qualification Sets will
become unselected. The screen shot below shows the fourth Qualification Set has been
selected to be assigned to the Site.

Example Centre For User Guide (1277)

Example Centre for User Guide - 01 (1277.001)

Site Home Contacts | Qualifications Qualification Sets Site Notes L electes Sits

Search For Qualifications Sets to m Your Recent Activity

Assign Site: Example Centre for User Guide - Site 02

SortBy| Nama - L
Click the qualification sets you wish to select and then click the Assign actior
Shawing 4 re:
Auto Test Qualification Set 001

Code
AutoTestJualset0t

Qual Set 1

Code
Qual Set 2

Code

Qs2

Qualification Set For User Guide 01

Code
Q5FUGHT

When you have selected all the Qualification Sets to be assigned click “Assign Selected to
Site” which will open the screen below that captures approval details.

Enter Approval Details

All qualification sets will be assigned to the site with the values entered below. If
you need to assign different values you will need to select the qualification sets
individually or in groups that have the same values.

Registration Status *

Please Select... -

Approved Date

Cascade changes to sibling sites?
(I}

Charged at Registration Time
(I}

Charged at Certification Time
|

Assign Qualification Sets

Gordon Associates
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The table below describes the fields on the screen above;

Registration Status

The status of the qualification set
at this site, see “Centre, Site,
Quialification Status Values” for
details

Mandatory: must be one of
the selectable values

Approved Date

The date the qualification was
approved to be offered at this site

Mandatory: must be a valid
date

Cascade to Sibling

If you want to assign the

Registration Time

To Finance module, HERMES,
this options determines when the
fee is raised.

A percentage of the fee can be
raised at Registration and a
percentage at Certification.

Sites Qualification Set(s) to all the Sites
at the Centre tick this option.
Charged at For installations that use the Link | Whilst the menu option and

screen are in the core
product, a behind the scenes
plugin is required per AO to
make this work.

If you want to use this feature
please talk to Gordon
Associates

Charged at
Certification Time

For installations that use the Link
To Finance module, HERMES,
this options determines when the
fee is raised.

A percentage of the fee can be
raised at Registration and a
percentage at Certification.

Whilst the menu option and
screen are in the core
product, a behind the scenes
plugin is required per AO to
make this work.

If you want to use this feature
please talk to Gordon
Associates

5.9.7.Site Actions — Edit Site Qualification Set
See the section Site Qualification Sets
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5.9.9.Site Actions — Change Site Status

To change the Site Status open the Site Home screen for the Site you want to change the
Status for. See section Search for Site on finding a Site as needed.

Once you have found your Site the Change Site Status option can be found in the Action
area.

r Guide - Site 01 (
ualifications
Site Code Site Status Function Site Type Main Site
1277.00 Approved Registration o1 - Schac
Email e
not supplied
Address gulator Region
UMNITED KINGDOM not supplied
entre Code Centre Status Centre Name User Guide - Site 01
Withdrawn Example Centre For User Guide
Mandatory #0 5 far private study Account Number AQ Catagary AQ Country A Regon o
Mo No not supplied ot supplied not supplied
t 1
Prevent Direct
Re Jeer Guidh
Pir
e ampl Usar G o
Qualifications active for registration (Shew a site qualifications)
Pinned Activities
ampl entre for User Guid L 1
1:MQF - {1 pathway, 2 groups, Pass/Fail - Generated by ‘auto’ i 01) Ungin

Clicking the opton Change Site Status opens the screen below. The available Status
options are shown in the the Action area on the right hand side of the screen. The current
status determines the Status options that are displayed on screen.

Example Centre For User Guide (1277)

Example Centre for User Guide - Site 01 (1277.001)

SkeHome | Contacts | Quallfications | Qualification Sets | Site Notes
Set 1o Approved

Suspend
Update Site Status s

Withdraw

Record Closure

Set o Pending

Your Recent Activity

You will be prompted for vaious information depending on the status you are setting. All
changes prompt for the reason for change. The history of changes can be viewed via the
Process Audit.

The Close option closes the screen rather than closing the Site!
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5.9.10. Site Contacts
Centre and Site Contact Functionality works in the same way for Centres and Sites.
See the Contacts Section for details on how contacts work.

5.9.11. Site Qualifications
The Site Qualification screen lists the Qualifications assigned to the Site.

Use the Search opition to reduce the list of Qualifications and help find Qualifications if you
need to. The search works on Qualification code and Title, and is wildcarded automatically.

Use Assign Additonal Qualifications to add more Qualifications to the Site.

If you want to edit an existing qualification assignment Click the Qualification to be edited
and use the screens as described in section Site Actions — Edit Site Qualification(s).

Example Centre For User Guide (1277)

Example Centre for User Guide - Site 01 {1277.001)

Site Home | Confacts | Qualificaons | Qualification Sets | Site Notes

Assign Additional Qualilications

‘Your Recent Activity
site Qualifications | Centre: Auta T ¢ Four (Ganeratad by

Sort By Name - AL v

showing 4 results

Qual for User Guide 01 - GH

Qualification Code an Status

UG01-GH Approved

Approval Date

28 Sep 2018

Pinned Activities

aims Status Approval Date

rspended 31 Aug 2018

Testing Qualification 4 : QCF - (2 pathway, 2 groups, ABCD - Generated by 'auto’ testing scripts)

Qualification Code (o] Status

AUTOTEST!

alms Status .&pnrn\-al Date
| Approved None 21 5ep 2018

Testing Qualification & : QCF with Elements - (Generated by 'auto’ testing scripts)

Qualification Code QM Status Direct Claims Status Approval Date

AUTOTESTQUALS Approved MNone 21 Sep 2018
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5.9.12. Site QualificationSets
The Site Qualification Set screen lists the Qualification Sets assigned to the Site.
Use the Search opition to reduce the list of Qualification Sets and help find Qualification
Sets if you need to. The search works on Qualification Set code and Title, and is wildcarded
automatically.
Use Assign Additonal Qualifications to add more Qualifications to the Site.

Additional

Example Centre For User Guide (1277)

Example Centre for User Guide - Site 01 (1277.001)
Site Home Contacts | Qualifications | Qualification Sets Site Notes

Qualification Sets

. . ‘ | Your Recent Activity
Site Qualification Sets

Centre: Auto Test Centre Four

SortBy| Name - A7 - (Gener 1 by ‘aute” testing scripts)
(9993) Pin

Showing 1 results Site: Example Centre for User Guide

Pin

Centre: Example Centre For User
Qualification Set For User Guide 01 Guide (1277) Pin

Site: Example Centre for User Guide
Code Status )

Site 01 (1277.001) Pin
SFUGDT Approved . |
@ - ! Site: Auto Test One Site One

by "auto’ testing scripts)
01) Pin

Pinned Activities

Site: Example Centre for User Guide

Site 01 (1277.001) Unpin

If you want to edit an existing Qualification Set assignment, find the Qualification Set to be
edited on the Site Qualification set screen. Click the title which will open the Edit screen
below. Follow the on screen prompts and Save, or Cancel. Delete removes the
Qualification Set assignment for the Site.

Example Centre For User Guide (1277)

Example Centre for User Guide - Site 01 (1277.001)

Site Home Contacts Qualifications | Qualification Sets | Site Motes

Edit Site Qualification Set

Site Code
Site Name
Example Centre for User Guide - Site 01
I Your Recent Activity
Qualification et Centre: Auto Test Centre Four

Qualification Set For User Guide 01

‘auto’ testing scripts)

Status

Approved

Approved Date *
28/053/2018

Charged at Registration Time
¢

Charged at Certification Time

itre for User Guide

Cascade changes to sibling sites that also offer this qualification set?

1) Unpin
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5.10 Site Notes

Site Notes are added and edited in the same way as Centre Notes. Find the Site you want
to add a Note for and use the Site Notes menu option to view the notes. See the Centre
Notes section for how to manage Notes.

A\ Workflows Centres Venues Learners Qualification - Certificates

Example Centre For User Guide (1277)
Example Centre for User Guide - Site 01 (1277.001)
Site Home Contacts | Qualifications | Qualification Sets | Site Notes

Gordon Associates
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5.11 Process Audit

Process Audit is a user friendly view of changes for;
Centre Status

Centre Risk Rating

Site Status

Qualification Status

Qualification Offered Status

Qualification Set Assignment

The data on screen can be Exported to Excel in case it is needed for Regulatory reporting
purposes.

Process Audit

Example Centre for User Guide - Site 01

Site Status Changed

Occured On Property Changes
31/08/2018 15:51:02 * Status changed from Pending to Approve
Actloned By
Reason
Example for the User Guide
Site Status Changed
Occured On Property Changes
28/08/2018 17:47:17 s Status set to Pendir

Actioned By

Export to Excel

Gordon Associates
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When status changes have been made the View Process Audit button is visible, as per
screenshot below. The Process Audit screen shows the Audit data relevant to the screen
it is opened from ie Centre screen process audit shows only changes for Centre.

workflows Centres Venues Learners
AN

Example Centre For User Guide (1277)

Centre Home | Contacts | Venues | Centre Notes

Old Code

naot supplied

Centre Code Centre Status

1277 Withdrawn

Date Closed

Renewal Date

New Centre

not supplied

Example Centre for User Guide - Site 01

Site Name
Example Centre for User Guide - Site 02

Renewal Status

Main Site Website

Qualification - certificates Reporting

UKPRN First Approved
not supplied 31 1

Main Site

Risk Rating

Not Set

Site Code

1277.00 Pen

Site Code

Contacts

GA Admin Admin Events -

The table below summarises where the Process Audit can be viewed from.

Item Audited

View Process Audit can
be viewed from

Notes

Centre Risk Rating

Centre Home Screen

On the Process Audit
screen pick Change Type
= “Centre Risk Rating”

Centre Status

Centre Home Screen

On the Process Audit
screen pick Change Type
= “Centre Status”

Site Status Site Home Screen
Qualification Assignment Edit Site Qualification Records changes to;
(to Site) e Status

e Approval Date
e Direct Claim Status
e DCS Approval Date

Quialification Status

Quialification

The button is called “View
Status History”

Records changes to;
e Qual Status
e Qual Approval Date

The screen requests
reason for change to be
entered by the User.

Quialification Set
Assignment (to Site)

Edit Site Qualification set

Records changes to;

e Status

e Approval Date

e Charged at
Registration

e Charged at
Certification

Gordon Associates
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6 Venues

6.1 Venues - General

Centres may have Venues associated with them. A Venue is where the learners may sit an
Assessment or Exam.

Workflows. Centres WVenues Learners Qualification Centificates Reporting Contacts GA Admin Achmin Events «
//.//\\h.

m Add New Venus

Your Recent Activity

Venues

Pinned Activities

6.1.1.Add Venue

Add venue

 sove | Seve st Gome | e 2
Wernue Name *

Venus Code * [ Venus S1atES Approved

Details | Motes

Address

Streset 1 Caunty

Street 2 Postal Code

Strest 3 Coaumry | UNITED KINGLOM Led
City/Town Fax

Phone

The following fields are used to define a venue.

Field Name Purpose Validation

Venue Name The centre’s name Mandatory, must be
entered.

Venue Code The system generated venue code, this | N/A

field is read only. Note: If you wish to
input a manual code then this can be
arranged by contacting Gordon

Associates.
Venue Status The status of the venue. Approved or Mandatory: must be
Closed are the two options. one of the selectable

values

Venues can have an address via the Details tab and may have notes added to them via the
Notes tab.

Gordon Associates
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7 Learners Maintenance

To maintain learners, click on the Learners option of the main menu on top of the page. You
will then be shown a list of the Learners currently set up within Parnassus.

For additional guidance you can view our video:

A Parnassus x ([T

///‘/\\\ Warkflows Centres Venues Learners Qualification + Certificates Reporting Contacts Admin Events «

Learners
Add New Registration Upload Achievemnent Upload Quick Grade Entry Request Full Certificates Registration Card Batches Pending Alt Achievements

Search ‘ | ‘ Number @

Centre Select Centre

Site Please select a Centre

Advanced Search Options Search
Number First Name Last Name Gender DOB Created

o ® 124043 John Cheese Male 07/04/1988 07/08/2018 15:39:59
0 ® 124042 Marnia Moo Female 31/05/1989 10/07/2018 14:41:34
e ® 12404 Wendy Grange Female 25/06/2018 26/06/2018 10:30:46
e B 124040 Mary Quant Female 24/06/2018 26/06/2018 03:34:43

Figure 7-1: Learners maintenance page
Buttons available are

Button Purpose
Add new Learner. See section 7.1.7.

e ! Add new Learners from a file. See section 7.4.
Registration Uplaosd

Arhisvement Linle Add new Grades from a file. See section 8.9.
wchigvemeant Liplaad

Quick Grade Entry Quickly enter grade data for a Learner. See section 7.8.

Manage the printing of Registration Card batches for
Learners. See section 7.10

Regitration Card Batches

R Search for a specific Learner. See section 7.1.

View any alternative achievements to approve. See
section 4.13.

Pending Al Achisvernents

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820


https://youtu.be/1i_FG6gZQyk

Parnassus v5.8 User Guide.docx Page 59 of 264

7.1  Search for Learners
The Learner Search options available to search by are:

Number

Partner Learner Identifier (PLI)
Unique Learner Number (ULN)
Scottish Candidate Number (SCN)
Name

Postal Code

Previous Learner Codes

Event Number

Centre

Site.

The order in which the Search options are displayed is configurable.

Searchifp Mumber a
Number -
Centre Select Centre
Name
Site Please select a Centre LM
Advanced Szarch Optonz | 20N
Poztzl Cods
Previcus Learner Codes
Number First Name Last Name der
Event Number
o R 134934 PTRRAML PTRRAML
Partner Learner Identifier v
o R 134333 Stuart azzey Malz

Figure 7-2 : Learners search page

Buttons available are
Button Purpose
m Click on 'Search' to list all eligible candidates from the
criteria selected above.

The Learner Search allows the use of wildcards to increase the flexibility of searches.

A wildcard is a character that may be used in the search term to represent one or more
characters. The wildcard character is represented by the “%” or “*” character.

Gordon Associates
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7.1.1.Using Wildcards (* or %) by example

The Name search is wild-carded by default, to allow a pattern match with the start of the
name. A Name search on “Peter” would yield results of the names Peter Jones and Peter
White. It has the same effect as using the search term “on%”. A Name search on “B%t” would
yield results of names which start with Bart, Brett or Brent.

The Postal Code search is wild-carded by default, to allow a pattern match with any part of
the postcode. A Postal Code search on “D12” would yield search results which contain the
postcodes BD12 8AX, BD12 7AX and BD12 8TR. It has the same effect as using the search
term “%D12%”. A Postal Code search on “BD12 %AX” would yield search results which
contain the postcodes BD12 8AX and BD12 7AX.

The Number search is wild-carded by default, to allow a pattern match with end of the
number. A number search on 853 would yield search results of 842853 and 843853. It has
the same effect as using the search term “%853”. A Number search on 853% would yield
search results which contain the numbers 843853 and 853843.

This tooltip is shown in Parnassus:

For partial searching use a wildcard * next to the search term (e.g.
*io, *jo*, or jo*) Please refer to User Guide or contact Gordon
Associates for further details on Searching.

Mumber [

7.1.2.Sorting search results by column heading

The returned search results can be sorted in ascending order by clicking on the column
heading which you would like to sort the data by. Clicking again on the same heading will
sort the results in descending order.

7.1.3.Advanced Search for learners

The Advanced Learner Search button is a configurable option. This feature is switched off by
default.

7.1.4.Simple Search for learners

The same search criteria are available as when the Advanced Learner Search button is not
configured to be available. See section 7.1.

_//7/\\\_ Waorkflows Centres Venues Learners Qualification + Certificates Reporting Contacts Admin Events -

Learners

Add New Registration Upload Achievement Upload ‘Quick Grade Entry Request Full Certificates Registration Card Batches Pending Alt Achievements

Search [ | Mumber @
Centre Auta Test Centre Four (Generated by ‘auro’ testing scripts)
Site Al

Advanced Search Options Search

No Data To Display
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Figure 7-3 : Simple search Learners search page

Buttons available are

Button Purpose

Advanced Search Options Clicking on 'Advanced Search Options' will take the
user to the Advanced search Learners search page.

7.1.5. Advanced Search for learners

The Advanced Learner Search options available to search by are:

Number

Partner Learner Identifier (PLI)
Unigue Learner Number (ULN)
Scottish Candidate Number (SCN)
First Name

Last Name

Date of Birth

Postal Code

Centre

Site.

Venues Learners Qualific Certificates Reporting Contacts Admin - Even

evement Upload Quick Grade Entry Request Full Certificates Registration Card Batches Pending Al Achievements

Mumbsr

| PUI |

ULN

SCH |

|
|
First Mame |
Last MName |

Diate of Eirth | Postcode |

Centre’s Country | All - |

Centre | Select Certre - |

Site | Pleasze select 2 Centre ' |

Figure 7-4 : Advanced search Learners search page

Buttons available are

Button Purpose

Gordon Associates
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Click on 'Search' to list all eligible candidates from the
criteria selected above.

Simple Search Options Click on 'Simple Search Options' to return to the

Simple search Learners search page.

The Advanced Learner Search also allows the use of wildcards to increase the flexibility of
searches. See Section 7.

7.1.6.Sorting search results by column heading

The returned search results can be sorted in ascending order by clicking on the column

heading which you would like to sort the data by. Clicking again on the same heading will
sort the results in descending order.

Adding, Editing and Deleting Learners

7.1.7. Adding Learners

To create a new Learner entry, select “Add New”. See Figure 7.1: Learners Search page.

7.1.7.1 Learner Details

‘Warkflows Centres Venues Learners Qualification - Certificates Reporting
A\... i

Contacts Admin Events -

Learner

BE=E e 2
Learner First Name L Middle Mames L Last Name &

Title Hot Suppied E Nurnber ULN g +

DOB & Ethaic Origin Mot Supplied |: Gener + Please Select j

SNE MNatonality Mot Supplied E Prevent Learner Diata being shared 1o third parties O

Details | Access | Aegistrations | Events | Qualification Set Registrations | Certificates | Learner Leamer Images | MNotes

Frewous Surname(s)
Dizplay Narme @

NI Number Membership Humber Request Registration Card [

Work Phane Mo Mohile Phane Mo

Email Address =]

Account Number @

Address

Figure 7-5: Add new learner page

To create a new learner, enter the minimum of the mandatory fields highlighted by a *.

Field Name Purpose

Validation
First Name The forename of the learner Mandatory
Middle Names The middle names of the learner Optional
Last Name The surname of the learner Mandatory

Gordon Associates
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Title

Number

ULN

DOB
Ethnic Origin

Gender

SCN

Previous
Surname(s)
Display Name

NI Number
Request
Registration Card
Work Phone No.
Mobile Phone No.
Email Address
Account Number
Nationality

Prevent Learner
Data being
shared to third
parties

Title (salutation) of the Learner. Customisable
List.

Unique Identifier for the learner in Parnassus.

The Unique Learner Number (ULN) is a 10-
digit identifier. See www.miap.gov.uk for
further information.

The learner date of birth

The group the learner identifies with

The gender of the learner

Scottish Candidate Number
Any previous Surname(s) the learner has had

Allows you to specify a different format for a
Learner's name — for example for foreign
cultures where family name should be shown
before given name. Display Name can be
used as an alternative to First Name and Last
Name fields.

NB. Please note that if you wish to start using
this field your existing certificate templates
will need to be changed.

The learner National Insurance Number

If selected, the learner will appear in the
next Registration Card Batch for the site.
The Work Phone No. of the learner

The Mobile Phone No. of the learner

The Email Address of the learner

The Account number for the learner

Country of Nationality of Learner from
predefined list. Country is used to adhere to
reporting standards.

Information only

Configurable as
Mandatory or Optional:
must be one of the
selectable values
Customisable*

Must pass the ULN
checksum validation

Mandatory

Mandatory: must be one
of the selectable values
Mandatory: must be one
of the selectable values —
value ‘Not Supplied’ is
available.

Must pass the SCN
checksum validation
Optional

Configurable as
Mandatory or Optional:

Optional
Optional

Optional
Optional
Optional
Optional
Optional (“Not Supplied”)

Optional

* Note: Parnassus can be configured to generate the Learner Code or to be entered
manually. By default the code is an incremental number starting at a number chosen by
the Awarding Body. If it is to be entered manually, then some work will need to be done by

Gordon Associat

es to enforce the format required.

To create an address:

Field Name
Street 1
Street 2

Purpose
First line of the address
Second line of the address

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

Validation
No Validation
No Validation

01242 529820
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Street 3
City/Town
County
Postal Code
Country
Phone

Fax

Third line of the address
City/Town the site is in

County the site is in

Postal code of the site

Country the site is in

Primary phone number of the site
Primary fax number of the site

No Validation
No Validation
No Validation
No Validation
No Validation
No Validation
No Validation

You can use the Address lookup feature by using the Lookup button as shown below:

|{etals | acoess | Regstrations | qualification Set Reastratiors | Certfastes | Hotes

Previous Surmamels)

Hembemhin
Humber
wiork Fhane 2 Habils Fhane Ho

Hngaent Registration Card

To Lookup an address you will need to input the country and at least one other part of the
address e.g. the postal code as shown below. To add the address that is found click the

select icon©:
Learner
)| e | e ] 2
Leamer First Name * [Rst | Wacdle Kames | | LastMame*  [Ray
Tite | - L L un® [ w
o coser e =-
° 1 adiress match was found, select the sddress you wish to use from the lizt below to populate the
SN ] addeess ek aibs, o dick cancel to keays the address une —
) Chekenkam GLSD 1TY, 18

Detals | Access | Registratoes m

Frevious Sumame(s)

Display Hame €

Membarship Humber | Request Registration Card a

Wark Phone Ho Mabile Fhone Ho

Ersil address =]

Account Humber @

Address

Strmet 1 | County

Sireet 2 [ Postal Code GLE 1T b4

Strent 3 L Eoumtry UnITED KINGDGM *

ity Towm L Fax

Fhone
Buttons available are
Button Purpose

Save

& Create Anather

Save and Close

Clase

Gordon Ass

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

Saves entered data and allows the user to continue editing
the current Learner.

Saves entered data, then clears screen fields and allows
the user to add another new Learner.

Saves entered data, then returns to the Learners Search
page.

Returns to the Learners Search page, displaying the
previous search results, without saving any changes.

oclates
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Only used in Learner Edit mode, as there must be a
learner to merge. See section 7.1.8.

Note: Where mandatory fields have not been entered, the data will not be saved and any
empty mandatory fields will be highlighted. Fill in the empty mandatory fields and reselect
save.

Gordon Associates
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7.1.7.2 Access

Details | access || Registrations || Events | Qualilication Set Registrations. || Certilicates | Learner Identifiers | Learner

Learning Disabilities @
Disability

Spedfic Learning Difficulty

Additional Learning Needs

Reascnzble Adjustments

Select Reasonable Adjustment

Reasonabde Adjustments Added

9 ¢ Noinfarmation provided by learner

95 : Nat ratisn ot provided

85 : Mot kn ormation not provided

99 : Mot known/ information nol provided

004:Extra Time up to 25%

9: Mok Known

Figure 7-6 : Access tab
Field Name Purpose Validation
Learning Breakdown of learning disability Optional: must be one
Disabilities of the selectable values
Disability Breakdown of disability Optional: must be one

Specific Learni
Difficulty

Additional Learning

Needs

Buttons available

Button

7.1.7.3 Learner Events

ng Breakdown of learning difficulty

are

Purpose

Breakdown of learning needs

of the selectable values
Optional: must be one
of the selectable values
Optional: must be one
of the selectable values

Add Reasonable adjustments for the learner to the list,

ready to be saved.

Remove Reasonable adjustments for the learner from the

list, ready to be saved.

Details | Aceess || Regi 5 || Events lification Set Regi

s || Certificates || Learner Identifiers || Leamer Images | Notes

Add Event Registration m

No dala in display

Figure 7-7 : Add Learner Events tab

Buttons available are

Button

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

Purpose

Saves entered data and allows the user to continue editing

the current Learner.
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Saves entered data, then clears screen fields and allows
v & Craste Another
the user to add another new Learner.

Add Event Registration
Event Number |1.»14 | m

Title
Site

Quialification

Start Date End Date 2BM0F2018

Statuis

Registration Dale

Registaring on this event will reguire the learner 1o register on the events gualiication. M you wish o procesd

please supply 4 registration date

Figure 7-8 : Add Event Registration page

Field Name Purpose Validation
Event The Event for which the learner is to be Mandatory: must be
registered. The learner must also be one of the selectable

registered on the associated qualification. values

Registration Date Registration date applied to the Mandatory: Only
qualification registration which will be appears if the learner is
created if the user saves. not registered on the

gualification associated
with the event.
Buttons available are
Button Purpose
Saves entered data and allows the user to continue editing

the current Learner.

Returns to the Learners page, without saving any

changes.

7.1.7.4 Partner Learner Identifiers

Add Learner Identifier

Centre Select Centre ¥

Tdentifier | |

Figure 7-9 : Add Learner Identifier page
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Field Name Purpose Validation
Centre The forename of the learner Mandatory
Identifier External System Identifier — Identifier Mandatory

used in a system other than Parnassus.
Learners may have more than 1 identifier,
but only 1 identifier per centre.

Buttons available are

Button Purpose

Saves entered data and allows the user to continue editing
the current Learner.

Returns to the Learners page, without saving any
ancel
changes.

7.1.7.5 Learner Images

In the Learner Images tab you can add a Learner Photo and a Learner Signature — these
can be set as mandatory requirements on a qualification.

Ostaits | Access | Regsstratesns | Sverits | Qualdication Set Regutrabions | Coreates | Loac idusgurs | Lusenes (mages | Notes

To add a Learner Photo or Learner Signature you use the Add New button and can
browse for the correct image which must be in .jpeg or .png format.
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pog* |“)z\ 333

SN |

Ecnnic Orl| - P——

Naioraie Fle (png, joeg) [ Cooseara | o le chosan ]

Details | Access | Registrations | Events | Qualification Set Registrations | Certificates

Image History

Learner Photo

No Image Found

hird parties

Learner Signature

Ne Image Found

The Learner Photo or Learner signature can be replaced by using the Replace button and
uploading the replacement image. The history of the images used is accessble by the

Image History button. You can view the current and previous images by using select ©

on the row for the image.

Leamner Image History

Registered with Image

Registered by Modified
ualification r

Centre

Use:

adminav

agminav

7.1.8.Editing Existing Learners

Upload Date

Select a’ to the left of the required file to display the Learner details in the screen. See

Figure 7.1: Learners Search screen.

Gordon Associates
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workflows Centras Venues Leamers Qualfication = Certificates Reporting Contacts Admin Events =
/77/\\\.-\_

Learner

[ 2
Learner First Hame * Wendy |_¢. Migdle Mames W Last Name + Grange
Title Pt Supglied ﬂ Mumber 124047 ULN@ + o
DOB+ 25iE201E Ethnic Origin~ Mot Supglied j Gender = Female |:
E=Y Matianality UNITED KINGDOM ﬂ Prevent Learmer Dt being shared to third parties [m}

Details | Access | Registrations | Events | Quakification Set Regestrations | Certificates | Learner Identifiers | Leamer Images | Notes

Add Registration

QualiUnit

Cade Title I;:.g:lrarinn Centre - Site Status ::-er::;::‘;i 2::““““"" g;ﬁamd
Testing Qualification 1 : NQF - (1 pathway, 2 Auto Test Centre One: (Genarated by "auto’ testing 1
© R AUTOTESTQUALL  groups, Pass/Fail - Generated by ‘auto’ testing 26/06/2018 soripts) - Auto Test One Site One (Ganerated by pr:wr“s No a3
soripts) (AUTOTESTQUALL) “aute’ testing scripts) {9990,001)
Figure 7-10 : Edit existing learners page
Buttons available are
Button Purpose
- Saves entered data and allows the user to continue editing
the current Learner.
Saye & Create Another Saves entered data, then clears screen fields and allows

the user to add another new Learner.

Cave and Close Saves entered data, then returns to the Learners Search
page.
Close Returns to the Learners Search page, displaying the

previous search results, without saving any changes.

erge Leames Only used in Learner Edit mode, as there must be a
. learner to merge. See section 7.1.9.
Display the Audit History Screen.

Edit the required fields and click save.
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7.1.9.Merge Learner

R
o Find Duplicates

Enter the source learner code;

Summary

First Name: Lansy
Middle Name:

Last Mame: Road
Address

Click the Merge button if you wish to merge these bwo leamers or dick Close to cancel the operation. The
registrations and any related units, grades and certificates from Laney Road (134955) will be merged into the
learner record for Candy Statton (134956). The learner record for Laney Road (134955). induding any Motes,
Partner Learner Identifiers and Images will be removed. It will not be possible to undo the merge.

Figure 7-11: Merge learner
Buttons available are

Button Purpose

Selects the learner associated with the entered source
learner code to be merged.

e — Find any duplicate records, where the learner has the
same date of birth and a similar Name or similar previous
Surname.

Merges the registrations and any related units, grades and
certificates (from the learner code specified as the source)
into the learner record currently being edited. The source
learner record, including any notes, Partner Learner
Identifiers and images is removed. It will not be possible to
undo the merge.

Close Returns to the Learners Edit page without merging any
data.

[0 EIE

Following a merge the learner code history can be viewed on the learner identifiers tab:

Details | Access I Events ification Set Certifi || Leammer 1dentifiers | Learner Images | Nates (1)

Add Learner Idensifer

Mo data to display

Learnar Code History
Previous Learner Code Source Created

7.1.10. Deleting Learners

Select # to the left of the required record to delete the associated details. See Figure 7.1:
Learners Search screen.
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parnassusvm:30 says

Are you sure you want to delete this item?

n Cance'

Figure 7-12: Confirmation of deleting a learner

Select OK, to delete, otherwise cancel the deletion.

You cannot delete a learner if they have a registration — this should be deleted first.

7.2 Manage Learner Registrations

To maintain learner Registrations, click on the Registrations Tab on the Learner search page.
You will then be shown a list of the Registrations currently setup within Parnassus for the
Learner. A learner may be registered for any number of qualifications.

Workflows Centres Venues Learners Qualification = Certs s Reparting Contacts Admin Events =
///\\\._ -
Learner
Leamner First Mame * Wonly o Midie Names o Las Mame + Grange
Titke Mt Supglied |:| Humber 124041 UG+ =
COB * 25EE Ethric Origin Mot Supalied j Gender & Femaie j
SCNE Nacionalicy UNITED KINGDOM E| Prevent Learner Data being shared 1 third paeies O
Details | Access | | Events | Qualifi Set | Certificates | Lesrner Identifiers | Learner Images | Motes |
held Registration
ual/Unit Registration Standalone ualification  Created
A Title . Centre - Site Status @
Code Date Registration Set By
Testing Qualification 1 : NQF - (1 pathway, 2 Auto Test Centre One (Generated by “auto’ testing n
© ® AUTOTESTQUALL  groups, PassiFail - Generated by ‘auto’ testing 26/06/2018 scripts) - Auto Test Dne Site One (Generated by P Ho a2
seripts] (AUTOTESTQUALL) “aut’ testing scripts) (3990001} A=

Figure 7-13 : Manage learner registrations tab on learner details page

Buttons available are

Button Purpose
Add a new Registration for the current Learner. See
section 7.2.

Select oto the left of the required entry to edit the Qualification Registration.

Select # to the left of the required record to delete the associated details.
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parnassusvm:30 says

Are you sure you want to delete this item?

“ Cance'

Figure 7-14 : Confirmation of deleting a learner registration

Select OK to delete, otherwise cancel.

You may not delete a qualification registration record if it contains unit registrations. These
must be de-selected first. You may not de-select a unit registration if it has a grade.
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7.2.1.Add Registration

Add a new Registration for the current Learner.

|

Cnkre 954 :avril centre -
Site §54.001 awril site L
Qualification MBSADDT:: Mocern Balirgom L
Pathway Drtault L

Registration Date [ 19/0%/201

Figure 7-15: In-page add registration popup

Buttons available are

Button Purpose
m Saves entered data.
Discards any entered data and returns to the Manage
Learner Registrations screen.
Field Name Purpose Validation
Centre The centre’s name Mandatory
Site The site’s name Mandatory
Qualification The qualification a learner will be Mandatory
studying
Pathway The pathway the learner will follow Mandatory
(default if not specified)
Registration Date The date of registration Mandatory

Note: If Learner Image or Signature Image is set as a requirement for the qualification and
the learner does not have a photo or signature you will see the error below:

Cankre 953 avril centre -
Sike 554.001 :awril site L
Quaalitication Mewlu:l Unit v
Pat oy Drefault L

Registration Date | 19/0%/2018

& phicto Image is required for this qualfication, but no photo found far the learner
1 A signature Image is required for this qualifiestan, butne signature found for the lesrmear

m
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7.2.2.Edit Qualification Registration

Edit a Qualification Registration for the current Learner.

Edit Qualification Regisiration - Building Sheds
S s
Qualificat e Achisves

cation | Units |[ LR || Ew ment || £ntry Requirements || Qualification Prerequisices || Nates

Qualification
Centre/ Site

Pathway ot

Qualification Set

Extena Expiry

inzuccasstul

[Total Cradit Reglstared Ta Date EXE]
Toeai Cracie To Date a/4

Figure 7-16 : Edit Qualification Registration page
Buttons available are

Button Purpose

Saves entered data.

Save entered data and close the Edit Registration screen.

Returns to the Learners Registration screen without saving
any changes.
Opens the Transfer Registration popup.

Opens the Move Registration popup.

Selected after grades have been entered for the
associated units. See section 7.2.5. Recalculates an
overall grade for the Qualification. See section 7.2.12.

Display the Audit History Screen.

Field Name Purpose Validation
Quialification Code  The centres name N/A
Pathway Learners specialisation, also known as N/A
route
Reg. Date The date of registration Mandatory
Status The status of the qualification N/A
Expiry Registration expiry date. Based on N/A
lifetime field on qualification
Extend Expiry Enables the user to extend the Optional
Registration expiry date.
Earliest Certificate  Earliest date a certificate may be issued.  N/A

Date For NVQ’s this is 10 weeks after the

registration date.
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Withdrawn Indicates whether the learner has Optional
withdrawn and shows the date of
withdrawal. Cannot be selected if

the registration has a
status of Complete

Last Assessment bl Optional
Date

Request Full Indicates whether the learner has Optional
Certificate requested a certificate for a qualification.

Certificate Expires  ***

Date
Reg. Group Code Free text grouping. Enables the Optional
classification of a group of people doing a
gualification at the same time.
Assessment The Language the qualification will be Mandatory: must be
Language assessed in one of the selectable

values

For a Credit Based registration, the user will be shown the total credit that the learner has been
registered for and the total credit that the learner has achieved to date.

Total Cradit Reglstared To Date
Total Credit To Date

oz
ojz
— m

Figure 7-17 : Edit Qualification Registration (Credit Based)
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7.2.3.Edit Qualification Registration - Units

Edit Qualification Regisiration - Building Sheds

nm st Regaen | Mavs Regumen 2
Qualificaticn | units || LA || Ewens info || Atamative Achisvement || Entry Recuirsments || Qualification Frarequisites || Notes

This Registration has 2 Warnings. Click Here to Show Details

Unk Code  Urit Name

Figure 7-18 : Edit Qualification Registration — Units page
Buttons available are

Button Purpose

R Opens the Edit Qualification Registration — Pathway
screen. See Section 7.2.8.

Field Name Purpose Validation

Use Best Use the best available grade N/A
achieved on this unit across all
gualification registrations or use the
grade achieved on this qualification
registration. (The column formerly
known as Use Prior). This can be
configured to be the latest
assessment (by date) rather than the
best available (by grade). Please
contact Gordon Associates for
further information.

Inc On Award Should this unit registration be N/A
included in the overall qualification
registration, or was it taken by the
learner as an additional unit.

If unticked, the learner may only
receive a unit certificate for this unit.

Select {'} to the left of the required entry to edit the Qualification Registration. See section
7.2.5.

Clicking on the ﬂ' button in the top left corner displays help for each column heading.

For a Credit Based qualification which has had ‘Other Units Constraints’ set up on the pathway,
the user will be able to add the credits/grades for a learner which they have obtained in other
appropriate units and have them count towards the current qualification.

Other Units

Ang Omar Units Constraint Aegsason  [EEURDICEUeL LTS

Group Subject Level Credit Cap Achievment Month Limit Mm/o UAN Title Credit Achieved Grade

> ® Mandatory 1.1 - Medicine and Dentistry 1 s 24 Optianal N1 Borse Dentistry ] Pasz
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Figure 7-19 : Edit Qualification Registration (Credit Based) — Other Units

Buttons available are

Button

Add Othar Unils Constraint Ragistraion

Purpose
Opens the Add Other Units Constraint Registration
screen.

7.2.4.Add Other Units Constraint Registration

Enter grades obtained for the other unit to be added for this qualification.

Other Units
Canstraint

Erade

Purchase Order
Mumber

sroup: Mandatary | Subjects 1.1 -

Madicing and Dentistry | Level: 1 | Credit Cap: 5 | A

[omiom oo

Figure 7-20 : In-page Add Other Units Constraint Registration details popup

Buttons available are

Button

Save and Close

Close

Field Name
Other Units Constraint

UN
Title
Credits
Grade

Purpose
Saves any data changes and returns to the Edit
Qualification Registration — Units screen.

Returns to the Edit Qualification Registration — Units

screen.
Purpose Validation
Shows any mandatory/optional other Read Only
unit constraints.
Must register the Learner’s detail for
any mandatory other unit
constraints.
Unit Accreditation Number Mandatory
Other Unit title Mandatory
Other Unit Credit value Optional
Grade Achieved for the other unit Optional
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7.2.5.Unit Registration Details — Non Credit Based

Enter grades obtained for the unit.

Unit Registration Details
. Unit
| Unit Code

The Principles of Watering, Feeding and Fittening Horses .’
S2/Unik 3a

Last LRS Action

Last LRS Action Date

Hone
Hone

Reqistration Date 102018
Include On Award o

Grading || Frerequisites

Add Grade
—————— ment Date: 15
Grad
Azsult Azlease Date
Attempts
Last . .
1 Assessment Assessment . 2 Alternative Last LRS  Release Expiry
Grade Date Venus e g:td::ﬁec User 4 chievement Uplead Date Dat=
" J Fass 19/09/20D18 19/09/20D18 adminaw  No
i
-

m

Figure 7-21 : In-page edit unit registration details popup
Buttons available are

Button Purpose

Add the Grade achieved.
Saves any data changes.

Returns to the Edit Qualification Registration — Units
screen.

Close

] E

Display the Audit History Screen.

Field Name Purpose Validation

Registration Date Date of registration Mandatory

Include On Award Whether unit is to be included on the  Optional
award

Date Date Grade achieved Mandatory

Grade Grade Achieved Mandatory

Note: The number of Grades which can be added is dependent on the maximum number
of resits which have been configured for the unit associated with this Pathway.

7.2.6.Unit Registration Details — Credit Based

If ‘Alternative Achievement’ is not selected, entering grades is the same as entering grades for
Non Credit Based Qualifications: see above.
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If ‘Alternative Achievement’ tab is selected, this allows the user to enter an alternative or
equivalent achievement, which is recognised as being the equivalent of passing the unit in the
normal way.

!
|

unit Select Unit -
| Exempting Qualification

Exempting Linims)

Approves Rejacted

Aparoves On Rejected On

fou need to save the altemative achievement before adding evidence ta it

Attach a File i Choose file | Ma fie chasen

ﬂ“

Figure 7-22 : In-page edit unit registration details popup

Buttons available are

Button Purpose
Add the Grade achieved.

Saves any data changes and returns to the Edit
Quialification Registration — Units screen.

Save and Close

Returns to the Edit Qualification Registration — Units
screen.

Close

] IE

Display the Audit History Screen.

Field Name Purpose Validation
Reqgistration Date Date of registration Mandatory
Include On Award Whether unit is to be included on the  Optional
award
Date Date Grade achieved Mandatory
Grade Grade Achieved Mandatory: select from
available values
Alternative Achievement Whether Unit grade has been Optional

achieved by an alternative method.
Alternative Achievement How the achievement relates to this ~ Mandatory: select from

Type unit. available values
Equivalent Unit Name of the equivalent unit. Optional
Reason Notes for any required explanations.  Optional
Alternative Achievement Date that the alternative grade was Mandatory
Date achieved.
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Note: The number of Grades which can be added is dependent on the maximum number
of resits which have been configured for the unit associated with this Pathway.

7.2.7.Alternative Achievement

There are 4 types of Alternative Achievement records in Parnassus. In each case these are
recorded against a Learners Unit Registration to show that they have been exempted from study
and /or assessment of the Unit:

e RPL — Record of Prior Learning
A simple tick-box against a Unit Registration to show that the “learning” has been
previously undertaken. A grade is still required and according to the business-rules of the
Awarding Body, assessment may still be required.

e Planned Exemption
When the Qualification is setup in Parnassus there is the option to record multiple
“Planned Exemptions” where for the Unit registered other previously achieved
Qualifications exempt the Learner from both studying and assessment of the Unit.

e Unplanned Exemption
The Learner may request to be exempt from the study and assessment for the Unit based
on some prior qualification and/or experience. The Awarding Body will assess this and
may wish to grant the exemption on an individual basis.

e Equivalent Units
When the Qualification is setup in Parnassus there is the option to record multiple
“Equivalent Units”. This is a Credit Based specific concept where other Credit Based units
may exist which are considered Equivalent to the registered Unit.

Adding a Record of Prior Learning (RPL)

Once a grade has been recorded against a Unit Registration for a Learner (regardless of how this
is done, manually, quick-grade entry, file import) the Learners Qualification Registration and
should be opened and where applicable against the appropriate Unit the RPL checkbox can be
ticked.

See screen shot below.

Note that RPL is for information only and does not have any functional impact.

Edit Qualification Registration - Building Sheds

mﬂ 2
Quasication | Units | L | Event indo [ arernative achevement | Eatry Recuirements || Quaiication Frercquisites || motes
This Registration has 2 Warnings. Click Here to Show Details
. . Ir On = Part unt
[i] Grack RFL Amarn Best Regq ==
[>] 2 2u, 1 2 " - -
[>] u U arzo1a - v

Adding a record of a “Planned Exemption” to a Learners Registration

When a Qualification is setup in Parnassus it is possible to pre-define some Exemptions at Unit
Level. These “Planned Exemptions” are usually agreed when the Qualification is designed. See
the section on “Planned Exemptions” in the Qualification part of the manual for details of setting up
these.

To add the record of a “Planned Exemption” to a Learners Unit Registration:

>> Go to the Learners page and select the relevant Qualification Registration.
>> Select the “Alternative Achievement” tab as shown below.
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Edit Qualification Regisiration - Building Sheds
S ] 2
i " rocve

i ancn | unies || FiR || Evens info || amemnative achsevement || Entry Recuirements || Qualification Prerequisites || Motes
m SeSFme S
g s or Equivalencies

i Exsmptian,

>> Click the “Add Planned Exemption” button.

>> |f there are any “Planned Exemptions” recorded for the Units of the Qualification then the
following form will pop-up.

>> Complete this form as indicated and click “Save” or “Save and Close” button.

>> Notes (including copies of evidence) can only be added once the record is saved.

! Add Planned Exemption
|
1 unit 2ua:2u8 -

| Exemption Salect Examation T

Dazcrption: |

e

Quatfication: | |

Exempting Unm|z): | |

Aparoved Rejectec

Regectec On

You need to save the alternative achievement before adding evidence ta &

g [ [ ]
Field Name Purpose Validation
Unit Unit in selected Qualification Drop Down list

Registration for which a Planned
Exemption is to be recorded.

Exemption Code as entered in Unit Details page Drop Down list

Description Free text

Qualification As recorded for selected Exemption  Read Only
code

Exempting Units Free text

Grade The only available grades here will Drop Down list

be ‘pass’ ones and will be limited to
those applicable for Unit selected.

Approved Indicates whether the Exemption has Checkbox
been approved.
Approved On Date of Approval Valid Date
Notes Can only be added once record is
saved
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* |f the achievement is updated to approved or rejected an email will be sent to the email
address configured under the setting AlternativeAchievement.EmailParnassusOperator.
Parnassus will not email the centre directly it is up to the AO to inform the centre of their
decision.

Adding arecord of an Unplanned Exemptions Unit to a Learners Registration

If a Learner requests exemption from a Unit for reasons that have not be foreseen when the
qualification was designed, then an “Unplanned Exemption” should be recorded.

To add the record of a “Planned Exemption” to a Learners Unit Registration:
>> Go to the Learners page and select the relevant Qualification Registration.
>> Select the “Alternative Achievement” tab as shown below.

Edit Qualification Regisiration - Building Sheds
Sl e [ s

asion | units || FLR || Evens armative Achievement || Entry Reguirements || Qualification Frerequisies || miotes

o
Ad Equivsiancy | AcaFlanned Exsmption | Ad Unpianned Exemption

Ma Exsmptians or Equivalancies

>> Click the “Add Planned Exemption” button

>> The following form will pop-up.

>> Complete this form as indicated and click “Save” or “Save and Close” button.

>> Notes (including copies of evidence) can only be added once the record is saved.

Add Unplanned Exemption
Unit Selact Lnit -

Exempting Qualification —

ZUE2UB
Exempting Unit{s)
FUC G

Approved Rejacted

Approved On Rejected On

You nesd to save the alternative achievement before adding evidence ta it

Attach a Fil= I Ghoosa Nk | Mo e chosen

mﬂ

Field Name Purpose Validation

Unit Unit in selected Qualification Drop Down list
Registration for which a Planned
Exemption is to be recorded.

Exempting Qualification Free text

Exempting Units Free text
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Grade The only available grades here will Drop Down list
be ‘pass’ ones and will be limited to
those applicable for Unit selected.

Approved Indicates whether the Exemption has Checkbox
been approved. *
Approved On Date of Approval Valid Date
Rejected Indicates whether the Exemption has Checkbox
been Rejected. *
Rejected On Date of Rejection Valid Date
Notes Can only be added once record is
saved

* |f the achievement is updated to approved or rejected an email will be sent to the email
address configured under the setting AlternativeAchievement.EmailParnassusOperator.
Parnassus will not email the centre directly it is up to the AO to inform the centre of their
decision.

Adding arecord of an Equivalent Unit to a Learners Registration

“Equivalent Units” are a Credit Based concept similar to “Planned Exemptions”. When a
Qualification is setup in Parnassus it is possible to pre-define some exemptions at Unit Level.
These “Equivalent Units” are usually agreed when the Qualification is designed. See the section
on “Equivalent Units” in the Qualification setup section of the manual for details of setting up these.

To add the record of a “Equivalent Unit” exemption to a Learners Unit Registration:
>> Go to the Learners page and select the relevant Qualification Registration.
>> Select the “Alternative Achievement” tab as shown below.

Edit Qualification Regisiration - Building Sheds
] s

Quaitication | Units || FLR || Event Into || Atarnal
i

xampt:

tive Achievement || Entry Reuirements || Qualification Frerequisites || miotes

>> Click the “Add Equivalency” button.

>> [f there are any “Equivalent Units” recorded for the Units of the Qualification then the following
form will pop-up.

>> Complete this form as indicated and click “Save” or “Save and Close” button.

>> Notes (including copies of evidence) can only be added once the record is saved.
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Add Equivalency
Lnit

Equivalency Code
Description:

Units usee for equivalency

Approved

Approved On

You neec to

2

Na Unit Eguivalencies

Repactec

Rejacted On

save the alternative achievement before adding evidence ta &

Attach

a File l Choose fike | Mo fle chosan

o=

Field Name
Unit

Equivalency Code
Description

Units used for
Equivalency
Grade

Approved

Approved On
Rejected

Rejected On
Notes

Purpose

Unit in selected Qualification
Registration for which a Planned
Exemption is to be recorded.

Code as entered in Unit Details page
Free text

As recorded for selected Exemption
code

The only available grades here will
be ‘pass’ ones and will be limited to
those applicable for Unit selected.
Indicates whether the Exemption has
been approved. *

Date of Approval

Indicates whether the Exemption has
been Rejected. *

Date of Rejection

Can only be added once record is
saved

Validation
Drop Down list

Drop Down list

Drop Down list

Checkbox

Valid Date
Checkbox

Valid Date

* |If the achievement is updated to approved or rejected an email will be sent to the email
address configured under the setting Alternative Achievement.EmailParnassusOperator.
Parnassus will not email the centre directly it is up to the AO to inform the centre of their

decision.

7.2.8.Edit Qualification Registration - Pathway

Select the units to be allocated to the Learner’s Pathway.
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=]

mImam Unie: 3 Mamum Unlte: 2
Misimam Cradite & Maximum Craglte 14

Unit Code Unit Title Credit Value

B £ zun 2

Mandatory

Contributes UN Unit Code Unit Title Cradit Value

¥ zsaen £ 2vc 1

20 CE 3150 - Crudit Baseg 1

Figure 7-23 : Edit Pathway page

Buttons available are

Button Purpose
Will save the units selected for the Pathway.

The correct number of Mandatory and Optional units should be selected, as specified on the
screen. For Credit Based qualifications, the combination of units selected should give a total credit
value between the minimum and maximum credit values specified on the screen.

Note: The consequences of the user selecting a combination of units which doesn’t give a
total credit value between the minimum and maximum credit values specified on the
screen is configurable to give:

1. No Error or Warning - User is allowed to make an incorrect combination selection.
2. Error — User is stopped from making an incorrect combination selection.
3. Warning — User is warned they have made an incorrect combination selection.
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7.2.9.Edit Standalone Qualification Registration - Pathway

Select the unit to be allocated to the Learners Pathway.

parmassusvm:0 says e

You can only register for one unit on a Standalone Unit Registration.

Minlmum Unifs: 1

Mandatory (Minme: 1 Mamee 1

Contines UN Unit Cade und “ Mansaory
saEL ameq
" Latin Amarican

Figure 7-24 : Edit Pathway (Standalone Qualification) popup

Buttons available are

Button Purpose
Will save the units selected for the Pathway.

Where a qualification has been selected as standalone (See Section 8.3), only a single Unit is
allowed to be registered against it.

7.2.10. Transfer Registration

Transfer Registration
All urit regisirations will ba ranslared where the wnit exists on the selected qualficafion ! pakireay

Fram Cenfre § Ske awl canine - avril sila [354.001)

Cankre Salacl Canbra L
Sia Plrasa sakert & Cantra -
Dualfication Saiect Site First -
Pathmiay Saiect Oualfication First -
Purchasa Ordar |

Trarefar Date 150018

Figure 7-25 : In-page transfer registration popup

Buttons available are

Button Purpose

m Transfers the registration to the new location. Adds a new
entry to the Manage Learner Registrations screen with the

new Centre location. Updates the existing entry with a
Transferred status. See Figure 7-26 : Manage learner
registrations page with transferred status..

Note: Parnassus checks qualification is offered at new site

at the time of the transfer, using the Transfer Date.
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Returns to the Edit Qualification Registration screen
without transferring the registration.

Field Name Purpose Validation

Centre The centre name to transfer to Mandatory

Site The site name to transfer to Mandatory
Qualification The qualification being transferred Mandatory
Pathway Learners specialisation Mandatory
Purchase Order Purchase order reference Optional (unless the

site has the Purchase
order reference
stipulated as
Mandatory)

Transfer Date Date of transfer Mandatory

Workflows Cantres Venues Learners Qualification = [ Contacts Admirn Events -

] Mitlclie Mames Last Harme *
Title Mot Suppled Humber 122041 | ULH g + | &
DOB* 25K6:2018 Etheiic Origin | Mot Supplied j Genger + Temale j
SCHEN Hatonalry UMITED KINGDOM E| Frevert Learner Dats being shared to third partiss L1
Details | Access | Registrations | Events i Set Registral i Learner [dentifiers | Lesrner Images | Motes

Qual/Unit Registration . standalone Qualification  Created
Title Cenitre - Site Status
Code Date = Registration set By
Testing Qualification 1 : NGF - (1 pathway, 2 Auto Test Contre Twa (Generated by ‘auto’ testing
0 # AUTOTESTQUALL  groups, Pess/Fed - Generated by “auto’ testing 260672018 scripts) - Auto Test Two Site One(Generated by In Progress Mo ue
seripts) (AUTOTESTQUALL} ‘aute’ testing seripts) ($951.001)
Testing Cualification 1 = NQF - (1 pathway, 2 Auto Test Centre One (Generated by “suto’ testing
© ¥ AUTOTESTQUALL  groups, Pass/Fad - Generated by ‘auta’ testing 26/06/2018 scripts) - Auta Test One Site One (Generated by Transferred Mo ga
scripts) (AUTOTESTQUALL} ‘aute’ besting scripts] ($990.001)

Figure 7-26 : Manage learner registrations page with transferred status.

Note: Parnassus will automatically add a note on the Notes tab of the original registration record
detailing which user performed the transfer and on which date/time.

Note: This can be limited to only transferring mandatory units that are shared on the
destination qualification/pathway. This is a Parnassus setting please contact Gordon
Associates if you would like this feature to be activated so that units that are optional on
the destination qualification/pathway are not transferred.

7.2.11. Move Registration

Waming: This faalura i intandad for Supar Usars anly. Ma valdaban ks parformad when atiempling a mavs
Fram Cankre [ Ska awi canine - avril sia
Cantra 0002 vy Bakar v

™ 00002 vy Baker v

Figure 7-27 : In-page move registration popup
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Buttons available are

Button Purpose
m Moves the registration to the new location. Updates the
existing registration entry with the new Centre location.
Returns to the Edit Qualification Registration screen

without moving the registration.

Field Name Purpose Validation
Centre The centre name to transfer to Mandatory
Site The site name to transfer to Mandatory

Edit Qualification Registration - Two Units

C e e e

Quaificasion | units || FLR || Evens info || Amernative Achssvement || Entry Reguirements || Qualification Frarequisites || Motes (1)

[ ® Moved fram Avril Gentrs - Character s To Ivy Ssker - vy Ssker cn 19/08/2018 13:22:47 19/09/2008  adminav

Figure 7-28 : Manage learner Notes page with moved details.

Note: Parnassus will automatically add a note on the Notes tab of the registration record detailing
which user performed the move and on which date/time.
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7.2.12. Grade Calculation

When a learner’s Qualification Registration goes “Cert Due”, Parnassus calculates the
Qualification grade.

Parnassus will use different criteria to decide if the qualification registration is “Cert Due”.
In simple terms the learner registration needs to pass the Qualification Rules of
Combination (RoC). Examples of this are given below.

o Non Credit Based qualification registrations require that a grade has been entered
for all registered units and that the number of units being registered is between the
min and max units required specified on the pathway.

o Credit Based qualification registrations require that a grade has been entered for
all registered units and that the number of units being registered is between the
min and max units required and that the Credit attained is between the min and
max credit required specified on the pathway.

Sacn

L]
¥ 8 &

Figure 7-29 : Qualification Pathway
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7.3 View Learners Certificates
Learners Certificates shows a list of the Learners certificates currently issued from within

Parnassus.
leaener ]
() T e 2

Figure 7-30 : View learners certificates page
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7.3.1.Edit Certificate

Once a certificate is created for a Learner it can be edited in 4 ways.

= Duplicated
= Reprinted
= Replaced
= Returned

Select e to the left of the required entry to edit the create reprints and duplicates.

Contacts Admin Events -

B

Learner First Mame * Barry e Migdle Names L= Last Mame * Etshop
T e v Number 1000000002 g - @
DOB * 0170111980 Efnic Origin | White - Beitish j Gender * Wale hd
M@ Marionalicy ot Suppied E| Prevens Leamer Data being shared to thied parties O
Details | Access Events | Qualification Set Certificates | Learner i Leamer mages | Motes
Certificates
Certificate Returned
Batch Qualification Title Type Grade Created
Number Q uE Date
© 115065 1392 [ﬂl.JYGTFHI'QIIAl 1) Testing Qualification 1 : NQF - (1 pathway, 2 groups, Pass/Fail - Generated by ‘auta’ testing Full Pase 20/06/2018
soripts 17:26:19
Unit
Mo dats to display
Fartial

7.3.2.Duplicate / Reprint / Replacement Certificate

Certificates may need to be recreated for various reasons, and the reason has implication
which may for example infer certain charges to the Learner of College.

In Parnassus, an issued Certificate can be “Duplicated”, “Replaced” or “Reprinted”.

A “Duplicate” implies that the original was lost or damaged, and an EXACT copy is
created (with archived information including certificate number, grade and names as
they appeared on the original).

A “Replacement” is created exactly the same as a Duplicate, but implies that the
Original never reached the Learner.

A “Reprint” implies that there was a mistake on the issued certificate. It should be
returned, and Parnassus therefore requires a “Return Date” for the original. The new
“Reprinted” certificate will be created using the same process as all certificates, i.e.
will re-calculate their grade and use the names as they appear in Parnassus.

In each case, Parnassus creates a batch with 1 certificate in.
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4 Notes

Edit Certificate
T T

Purchase Order

Certificate Return Date (If Applicable) |

Create Reprint Create Duplicate Create Replacement

Charge Site ® Charge Learner O

Figure 7-31 : In-page popup to edit a certificate’s details

Buttons available are

Button

Create Duplicate

Creste Replscement

Close

o
II I HE

]

7

Field Name
Purchase Order

Charge Site
/Charge Learner

Purpose

Purpose

Saves any data changes.

Creates new batch details entry to reprint the award
certificate. This is typically used when the learners name
or other details were incorrect on the original certificate. A
new certificate number is generated for reprints.

Creates new batch details entry to print a duplicate of the
award certificate. This will be an exact duplicate of the
original, with the same certificate number, same spelling of
learner name and all other details. The original certificate
will not be marked as invalid.

Creates new batch details entry to print a Replacement of
the award certificate.

Returns to the View Learners Certificate screen.

Validation

Purchase Order number for Centre/Site Mandatory if Charge

Site is selected and the
site requires Purchase
Orders.

Who will be charged for the Reprint, Mandatory
Duplicate or Replacement.

Note: To create a reprint, a valid Certificate Return Date must be entered. The Purchase
Order details are not mandatory if Charge Learner is selected.
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7.3.3.Return a Certificate

If a Certificate is returned, but not immediately recreated, then it can be edited, with a return date,
and by clicking “Save” the Certificate is marked as “Returned” in Parnassus.

Edit Certificate
| w

Notes

learner cheated

Certificate Return Date (If Applicable) | 20/08/2015|

4 August, 2018 3
Su Mo Tu WeTh Fr Sa
283031 1 2 3 4

56 7 8 931011

Create Reprint Create Duplicate | 12 13 14 15 16 17 18
19[20]21 22 23 24 25

Charge Site '® Charge Learner ./ 26 27 28 29 30 31 1
2345678

Purchase Order |

If you confirm you are sure you wish to do this...

parnassusvm:90 says

‘ You have supplied a return date. This will mark this certificate as invalid
| and recalculate the status of this registration. This action cannot be

undone. Are you sure you wish to continue?
“ Cance'

...the Certificate will be made “invalid” and shown in pink colour to indicate this.

Cartifieats Numbse Barch Qualifiestion Tits Typs Grade Comated Rsturned Dats
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7.4 Registrations Upload (Bulk Add Learners)

The “Registration Upload’ button on the main “Learners” opens up the “Registration Upload”
area of Parnassus. This area allows the creation of Learners and Registration en-masse.
This can be done by:

e Uploading a CSV, XLS, XLSX file containing Learner and Registration data into a
“virtual” file on the system. Excel files can contain notes, colours, additional
worksheets containing instructions and other things which you might want to
include in a helpful template that you can send to your centres.

e Creating a blank “virtual” file and adding rows of Learner and Registration data
from a single form.
Once uploaded or created, the virtual file can be validated, amended, or news rows added. It

can then be validated against data in the live Database, and valid rows can be imported into
Parnassus.

For additional guidance on uploading registrations you can
view our video:

The main “Batch Registration Import” page is split into three sections:

Workllows  Centres  Venues  Learners  Qualification ~  Certificates  Reporting  Contacls  GAAdmin  Admin  Events -
//‘/’\\%\._

Regijstration Upload

Current File List

File Name Records Created Modified

© [E R cportstudies 200620

EINE 0 V082016 13:45.52 20082018 13:45:52

Created By Centre Code

=

5
Flles in Processing
Flle Name Records Created Modified

e @ ® o 2 22062078 1655 35

Created By Centre Code

TXME201E 65T 00 ga
Files Processed

Fila Mame Records Created Modified Creatad By Centre Code

© @ coweeTenmie OTIRIANE 153508 sakresadmin 1278

-

£

sruian s 1L W Caarren Aeocstr J005-111 1. Powerad By Farmanns

e Current File List

o Is where newly created files are shown. From here they can be opened,
altered, rows added, validated and sent forward to Processing.

e Files in Processing

o Is where files added to the system are shown once they have been submitted
for import. From here, the Awarding Body users can check the files and
make any changes necessary before importing into the main database.

e Files Processed

o Is where files that have been processed are shown. In this section

processed files can be viewed, and will show the Learner code for the
learner.
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Note: When Centre users login to the system they can only see files created for their
Centre. Awarding body users (non Centre) can see all files.

Direct Import Mode:

Parnassus can be set globally to allow Centres users to bypass the “Files in Processing”.
Where appropriate, submissions will directly import into Parnassus by the Centre user.
This needs careful consideration as it allows Centres to directly input into Parnassus
however this can be prevented on a site by site basis. This needs to be set by Gordon
Associates.

Centre Duplicates

In previous versions Registration Direct import mode had to be on to allow the use of the
setting ‘Registrationmport.CentreDuplicates’ (switched on by Gordon Associates). This
now works with or without the Direct Import Mode switched on. This displays duplicate
learner validation to Centre users; only for associated centre learners; against the learners
in Stage 1, which allows the Centre to make the decision on the potential duplicate learner
preventing the registration being held in Stage 2 for AO intervention.

File Errors

Where there are errors detected the file goes to Stage 2 for the AO to resolve the errors.
Any valid rows within the file will be processed through to Stage 3, and when the file is
viewed in Stage 2 they will appear as processed. This is also reflected in the notification
email sent to the Centre User. When the Errors have been resolved the file will
automatically move to Stage 3.

Learner name and address case: Parnassus can be set globally to change the imported
learner name and address to proper case. This will only be applied to a new learner
record e.g. an existing learner who has a new registration added will not have the case on
their name or address amended from what was already present in Parnassus. This needs
to be set by Gordon Associates and the learner name and address case can be managed
separately.

Figure 7-32 : Batch registrations import page

Buttons available are

Button Purpose
Selects an existing registrations CSV file to be imported
into Parnassus. See Section 7.4.
Mew Blank Impart Creates a blank “virtual” file, to which data can be added.
This allows quick entry of bulk learner and registration
data.

Select I‘J'to the left of the required file to see the Import File details. See section 7.5.

Select ® to the left of the file to view the registration file summary (this is available to
centre users but can be hidden — contact GA)

Select # to the left of the required file to delete the file from the “Current File List”.
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Select ® to the left of the required file to delete the file from the “Files in Processing”.
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7.4.1.Existing File Upload

File Upload

File: (CSV, XL5, XL5X] | Ghoose fle | No file chosen

Name:

Purchase Order Number:

Note:

flose

Figure 7-33 : Existing file upload in-page popup
Buttons available are

Button Purpose
Select Import will add an empty Import File Details row to

the “Current File List”.

Close Returns to the Batch Registrations Import screen.

Field Name Purpose Validation
File Enter the filename, or select Browse... Mandatory
and select the CSV file of the
registrations you wish to upload from your
system.
Name The name you wish to give the import file. Mandatory
This can be the same as the file name or
can be any other name by which you
wish to know the file within Parnassus.

Purchase Order Purchase Order Number used by the Link Optional
Number to Finance Starter Kit (Hermes). See

Section 19.
Note Notes can be added later and updated. Optional

Centre users can only add/edit these in
stage 1, but admin users can add/edit
these in Stage 1 and 2. The notes will
appear on the notification emails.

7.4.2.Create Upload File

Name: |

Purchase Order Number:|

Note:

flose

Figure 7-34 : New file upload in-page popup

Buttons available are
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Button Purpose

Select Import will add an empty Import File Details row to

the “Current File List”.

E Returns to the Batch Registrations Import screen.
Field Name Purpose Validation
Name The name associated with the empty Mandatory

Import File Details row.
Purchase Order Purchase Order Number used by the Link  Optional
Number to Finance Starter Kit (Hermes). See

Section 19.
Note Notes can be added later and updated. Optional

Centre users can only add/edit these in
stage 1, but admin users can add/edit
these in Stage 1 and 2. The notes will
appear on the notification emails.

7.4.3.Import File Definitions

Parnassus allows Centres to upload candidate registrations direct to Parnassus, the awarding

bodies Candidate management system.

e File should be of CSV format as per the included example

e Data is not important positionally, as it is mapped on column heading hame
e File Column Headers — Are mandatory. The import file treats the first row of data as
header information and does not import it. The column header names used are

configurable.

o Datais comma delimited. There should be no commas in the data supplied
e There are no text qualifiers for character based data fields. This means text should not

be enclosed in quotes or any other qualifying character.
e ltis possible to add new data to file during the import process

e Supplied data is validated, only valid data will be accepted by Parnassus

Gordon Associates
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7.4.4.lImport File Definition example

Column Header Data

FirstName Timmy
MiddleName J

LastName Fox
PreviousSurname Jones

Dob 12/03/1984
Gender M

Uln

Scn

Learner Reg No

SpecNeed No

Ethnic 18
CustomEthnic

Disability

QualCode Certificate in Business Management
PathwayCode Default
QualGroupCode

UnitCode

SiteCode 170.001
RegDate 27/05/2012
RegGroupCode regygroupycode
AssessmentLanguage ENG

Streetl 22 Acacia Avenue
Street2 Hammersmith
Street3

City London

County

Postcode HA1 1JK
Country United Kingdom
Qualification-Set Code ModernApprenticeship101
Nationality United Kingdom

Note: It is possible to customise import file definitions to your rules. The definition shown
above is the standard or default definition. Additional information can be recorded; this
should be discussed with Gordon Associates to find the best solution.

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 101 of 264

7.5 Import File Details — Validate and Import

Enables users to edit, validate and process the data uploaded from the Import File “Files in
Processing”.

Import File Details
Raled Bavy Bowe H: Yl Fruccasad M Bun Dupleaic,

Leamer [est  Midde Last Qual. Cade e [Reg e Street Street STeet . e
Code  Name Namels) Mame = e Code  Dale] Py 1 2 3 A By

Figure 7-35 : Import file details page
Buttons available are

Button Purpose
Return to the Batch Registrations Import screen.

Revalidate all data after edit.

Add a new row of data for processing with the existing
imported data.

e and Import Revalidate all data and then move to “Files Processed”.
After this you will be able to see the Learners in the main
Learners screen.

Allows the user to hide valid rows whilst fixing validation
errors.

Allows the user to hide rows which have been successfully
imported into Parnassus

Only shown to Non Centre users (i.e. Awarding Body
staff). Will hide found duplicates if these have already
been shown to the Centre user. This allows the Awarding
Body to assume that the Centre user has dealt with
duplicates found at their own sites.

Note Notes can be added later and updated. Centre users can
only add/edit these in stage 1, but admin users can
add/edit these in Stage 1 and 2. The notes will appear on
the notification emails.

‘ I
[=]

For Credit Based qualifications, the combination of units being imported should give a total credit
value between the minimum and maximum credit values specified for the qualification.

Note: The consequences of the user importing a combination of units which doesn’t give a
total credit value below the Max Credit Value of the associated qualification is configurable
to give:

1. No Error or Warning - User is allowed to make an incorrect combination selection.

2. Error — User is stopped from making an incorrect combination selection.
3. Warning — User is warned they have made an incorrect combination selection.

Gordon Associates
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7.5.1.Edit Row

Selecteto the left of the required file in the Import File Details screen to edit the details which
have been uploaded from the file. The screen now has tab sections for the Registration, Additional
Information, Contact Details and Disability and Adjustment to make it easier to find and edit
information. For the tab details please see Tab Detail Examples below.

Learner Oniy gy
Identifiers Learner Lookup
Learner Code | | Lockup On Leamer Cade

ULN |

:

Lockup Value

Learner Details

Tide Mot Supglied v| Gender Fernale v| oos | 011980 |

First Name | et | Middle Name | et | Last Name | ezt |
RegCustom1 | | RegCustom2 | | RegCustom3 | |
RegCustom | | RegCustom1 | |

Registration | Additional Information | Contact Details | Disability and Adjustment

Cantre 9990: Auto Test Centre One (Generated by "auto’ testing scripts) - [R)eaEiEstmticr | 20/11/2018 |

Site 9590, 001: Auto Test One Site One (Generated by 'aute’ testing scr.. ™

Qualification | AUTOTESTQUALL:Testing Qualfication 1 : NQF - (1 pathway, 2 gr.. ¥ g:f'g;'?:ic" | |

Qualification .
EBathway Ct}de| Group Code | | Unit Code | |

Furchase Order Number |

| Registration Group Code

¥ Include On Award

onsom | o om

Figure 7-36 : Edit file upload row detail in-page popup

Buttons available are

Button

Save and Close

Close

Field Name
Site
Quialification
Event

First Name
Middle Name

Purpose

Saves any data changes and returns to the Import File

Details screen.

Saves any data changes.

Returns to the Import File Details screen.

Purpose

Site code

Qualification code

Event number (if Events are used)
The forename of the learner

The middle names of the learner

Validation
Mandatory
Mandatory
Optional
Mandatory
No Validation
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Last Name
Previous Surname
DOB

Gender

ULN

SCN
Learner Code

Reasonable
Adjustments
Ethnic Origin

Other
Disability

Purchase Order
Number

Pathway Code

Qualification Group
Unit Code
Include on Award

Registration Date
Registration Group
Code
Assessment
Language

Street 1

Street 2

Street 3

City

County

Postcode
Country

Qualification Set
Code
Learner Only

NI Number

Photo

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

The surname of the learner

The previous surname of the learner
The learner date of birth

The gender of the learner

The Unique Learner Number (ULN) is a
10-digit identifier

Scottish Candidate Number

Parnassus ID for the learner
Disabilities, Yes/No.

The group the learner identifies with

Further explanation if Ethnic Origin
selected is other.
Breakdown of learning difficulty/disability.

Purchase Order Number used by the Link
to Finance Starter Kit (Hermes). See
Section 19.

Learners specialisation, also known as
route

Qualification Group Code

Unit Code

Whether the unit is to be included on the
qualification award.

The date of registration

Classification of a group of people doing
a qualification at the same time.

The language in which the Learner was
assessed.

First line of the Learners address
Second line of the Learners address
Third line of the Learners address

City the Learner is in

County the Learnersisin

Postal code of the Learner

Country the Learner is in

If registering for a whole Qualification-Set

If checked the row will only update or
create the learner rather than creating a
registration. Site Code and Qualification
Code need to be left blank when adding a
learner only

Learner National Insurance Number

Learner photo can be uploaded in .jpg or
.png format — this can be made a
requirement on a qualification

Mandatory
No Validation
Mandatory

Optional, from
selectable values.
Optional

No Validation
Optional

Optional, from
selectable values.
Optional, from
selectable values.
Optional

Optional, from
selectable values.
No Validation

No Validation

No Validation
No Validation
No Validation

Mandatory
No Validation

Mandatory, from
selectable values.
No Validation

No Validation

No Validation

No Validation

No Validation

No Validation

No Validation
Code must exist and
be offered by Site.
Optional

Optional unless the NI
Number is set as a
requirement on a
qualification — the
number format is
validated if it is
supplied.

Optional unless set as
arequirement on a
qualification
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Signature Learner signature can be uploaded in .jpg
or .png format — this can be made a

requirement on a qualification
Study mode Part-time or Full-time
7.5.2.Tab Detail Example

Registration

Registration | Additional Information | Contact Details | Disabilicy and Adjustment |

Optional unless set as
a requirement on a
qualification

Optional

Cantre | 9990: Auto Test Centre One (Generated by "auto’ testing scripts) -

Site | 9950.001: Auto Test One Site One (Generated by 'aute’ testing scr...

Qualification | AUTOTESTQUALL  Testing Qualification 1 : NQF - [1 pathway, 2gr.. =

. Qualification |
Pathway CEH:lE| Group Cade

Purchase Order Number | | Registration Group Code

Additional Information
Registration | Additionzl Information | Contact Details | Disability and Adjustment

Registration
Date

Qualification
Set Code

Unit Code

20/11/2018

#Include On Award

Exhnic Origin | Not Supplisd *| Nationaliy | UNITED KINGDOM |

Surname

L ]

Height | | m | | fr | | in Photo | Mo Image Found
Weight | | kg | | st | | Ik Signature | Mo Image Found
Aszessment language | Dafault v

Study Mode | Mot Supplied

Partner Learner | |

Identifier

Contact Details (address is populated if present on existing learner look up)

Registration | Additional Information | Contact Details | Disability and Adjustment
\'mrk Phone | | Mokile |
Email | |

Street 1 | | County |
Street 2 | | Postcode |
Strest 3 | | Country |

City | | Address Phene |

Disability and Adjustment

| Registration | Additional Information | Contact Details [ Disability and Adjustment

Disability | 99 : Mot known/infermation not . w | Leaming Disabilities
Specific Learning

Difficulty

Rezsonable Adjustments | 93:Nat Known - |

Gordon Associates
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7.5.3.Import File Details Error List

Select & to the left of the required record in the Import File Details screen to see the
details of any errors found during validation.

Field Name Error Message Severity

Qualification Code Qualification does not exist Error

Close

Figure 7-37 : Error list in-page popup
7.5.4.Duplicate Detection

When submitting a Learner registration through import, the Learner may or may not exist in
Parnassus. In order to avoid duplicating learners in Parnassus there are some checks to find
matching details.

If the Learners details being entered match an existing learner in Parnassus, then the user will be
presented with a list of matching learners, and can pick one of these. This only happens when the
Parnassus learner code is not included in the import details — otherwise the system will validate
with this code.

Duplicate detection is done by matching the following fields in combination:
e First Name — if “sounds like!” existing first name of learner in Parnassus
e Last Name - if “sounds like” existing last name of learner in Parnassus
e DOB — must match exactly to be considered a duplicate

All three must match to be considered a duplicate.

Additionally, if previous surname is provided and matches last name in Parnassus this supersedes
the last name check.

Once a duplicate has been detected the duplicate icon will display in order to check if the learner
registration should be linked to an existing record.

Import File Details
o e e e

File Details

Learner First Middie
Code Name MName(s)

o 2 H Gina

1 This uses SQL “soundex” technology to find names which sound alike. E.g. Jon and Jonathan
can be matched using this technique, as can “Mohammed” and “Muhammed”.
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Once you have chosen whether to link the registration or create a new learner record the icon will

change to a green tick to show you have checked the record.
Import File Details
(=T T T

Sile Details

Learner First Middle
Code Mame Name(s)

[>] (¥] ] Gina

Centre Users will only see duplicates if the existing Parnassus Learner is registered at
one of their Centre’s Sites. This prevents Centre users seeing details regarding Learners
registered at different Centres.

Awarding Body User will see all duplicated in the system.

See Direct Import Mode section for information about Learner Duplicate checking and Direct
Import Mode.

7.5.5.Learner Search

You can use this search feature to retrieve a learner’s details where they are already saved in
Parnassus by searching for them using their Learner Code or ULN.

Learner Search

Search On Learmer Code ¥

FEE AL 1 zqﬂml

Once you have found the learner the mandatory fields in the file are populated for you.

9.1.9 Existing Learner Updates
7.5.6.

This feature is managed by a Parnassus setting and you will need to let GA know if you wish this
to be available.

If the learner already exists in Parnassus then a new registration will allow the update of the fields:

e ULN

e SCN

e Address
e Email

It will not be possible to remove details already held against a learner via the import routine — e.g.
importing a blank email address will not clear the email address held against a learner

The user will be warned if any of the updatable values being imported are supplied but differ

from those currently stored against the learner — these will be displayed together with all other
registration import warnings an example message would be:
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“ULN 1234567890 has been provided for this learner, this will overwrite the currently
stored value of 0987654321”

Where an existing ULN for a learner has already been validated via the PLR link updates will not
be allowed, the user will be shown an error message rather than a warning.

If the user chooses to continue the fields will be updated — if they do not want a particular
field to be updated they will need to delete the value in the import row.

For a file imported from a centre user the warning messages about field updates will only be
shown for learners previously registered at one of their centre’s sites. The warnings will still be
shown to the internal Awarding Bodies users in stage 2 of the import, if Direct Import Mode is
being used these rows will be held in stage 2 (just as is currently done for any duplicates that need
the AOs attention).

7.5.7.NI Number

NI Number can be a mandatory field in the registration file. This feature can be turned
on/off using a configuration setting by Gordon Associates.

If the NI Number is a requirement at registration then the Centre users will see the
following warning where a qualification is requires the NI Number and it is not supplied in
the registration file:

Field
Error Message severity
Mame 8 o
NI Number The specified Qualification requires you to B
required enter an NI Number
Close

The centre must supply the NI Number or give a reason for it not being provided and
untick the NI Number required box:

SCN:

NI Nurnber ¥ NI Number required

Reason why Ml is

Mot Supplied r
not required: ot SUppie

The row will then have a warning rather than an error and will be able to be imported for

AO approval.

Field

Error Message Severity
MName g by
Accept  The Qualification required the Centre to provide .

- Warning
reason  an NI Number but it was not available
Close
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The AO user can then approve the reason for the omission of the NI Number either on the
individual row or by using the button ‘Accept all NI not available reasons’ to approve the
whole file as below.

Import File Details

T procemed ines are hidden, (s the check box sheve b dnplay Hees roes

=
Leamer First Middle Last Site [Reg. pecal Enic o _ Pathway Unit P
1

OB cual. Code Graup LN Gender ST SRR SWEEL iy Postemde County
Code  Name Name(sy Mame o Code  Date] --..Irl R 1 2 3 v aumy rasnee ST Need  ongin . Code  Code o
ot o
©a = hazy i drow Sucpied

7.5.8.Photo and Signature

Learners can have a photo and/or signature saved with their details. This can be made a
requirement for a qualification. In the edit item for the registration you can use the Add
New button to browse and upload the image you wish to save. The image needs to be a
.Jjpg or .png file format. These details are accessed on the Additional Information tab.

! | e |

Registration || Additional Information | Contact Details | Disability and Adjustment

Previous son
Surname
Ethnic Origin | Mot Supplied ¥ | MNationality UNITED KINGDOM -
NI Numberl |
Height | | m | | ft | | in Photo | No Image Found |
Weight | | kg | | st | | Ib Signature No Image Found
Azzessment language Default -
Study Mode Mot Supplied * | Import Group | 1 v
Partner Learner
Identifier

If the image file is in the wrong format you will see this error:

Photo Upload
File (png, Jpeg) | Choose file | Mo file chosen | Upload

Invalid image uploaded. Valid extensions are jpg, jpeg, png

If the image size is too large you will also see an error.

If the qualification the learner is registering on has the photo or signature as a requirement
then you will see this error:

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx

Page 109 of 264

Field

Error Message Severi
Name g bl
Photo The specified Qualification requires a photo Error
Required against the Learner record

Signature The specified Qualification requires a

- - . Error
Required signature against the Learner record

If you do upload an image then you can view or delete it in the edit item screen:

Phata: |J|D-IPg | 8 View

Signature: | amber-signature.png | El View

7.5.9.Delete Import File Details

Select # to the left of the required record in the Import File Details screen to delete the

details which have been uploaded from the file.

parnassusvm:90 says

‘ Are you sure you want to delete this item? |

| “ | Caneel | |

Figure 7-38 : Confirmation of deleting afile

Select OK, to delete, otherwise cancel the deletion.

7.5.10. Add New Row

[Leamer Only @

Identifiers Learner Lookup

Lesrmer Coge | | Laokug On | Leamer Cade -|

ULN | | Lookup Value | |

Learner Details

Title | Mot Supplied -| Gander | Female -| DOB ‘ ‘

First Name | | Middle Name | | Last Mame ‘ ‘
RegCustom | | RegCustom2 | ‘ RegCustom3 | |
RegCustom | | RegCustom] | ‘

Registration | Additional Information | Contact Details | Disability and Adjustment

Contre | 9990:Aut0 Test Centre One (Generated by ‘aute’ testing scripts) = | [R)Eiis"?(‘cr ‘ 10/12/2018 ‘
are
Site | 9990.001:Auto Test One Site One (Generated by 'aute’ testing scr... » |
Qualification | Unknawn - | g:‘alézzsencr ‘ ‘
- Qualification ) ]
— gt | | wican | |

¥ Indude On Award

Purchase Order Number | | Registration Group code | \

Add & Close. Add New Row
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Figure 7-39 : New File Upload row popup
Buttons available are

Button Purpose

R Saves any data changes as a new Item/Row. Screen is
not closed, which allows the reuse of keyed data where
records to be entered contain similar data. This means the
user can quickly enter a group of learners for the same
qualification, site etc.

Saves any data changes as a new Iltem/Row. Screen is
closed and returns the user to the Import File Details

screen.
Clear Clears all details from the Add Item popup.
Close Returns to the Import File Details screen.

Note: If the Import File Details screen has been accessed from a set of details within the
“Files Processed” list, the details shown will be read-only.

Deleting or editing the details which have been uploaded does not affect the details
contained in the original upload file.

7.5.11. Import File Details — Revalidate and Import

Enables users to edit, validate and finally process the data uploaded from the Import File.

Figure 7-40 : Import file details page
Buttons available are

Button Purpose
Return to the Batch Registrations Import screen.

Revalidate all data after edit.
Add a new row of data for processing with imported data.
Rwvaldate and nport Validate data and send into main Parnassus database and

then move to “Files in Processed”. After this you will be
able to see the Learners in the main Learners screen.
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m Removes the data from “Files In Processing” and returns it
to the “Current File List”. The reject information is now
saved with the reason for the rejection. Most recent reason
is shown at the top

Allows the user to hide valid rows whilst fixing validation
errors.

Select'ﬂI to the left of the required file in the Import File Details screen to edit the details
which have been uploaded from the file. See section 7.5.

select # 1o the left of the required record in the Import File Details screen to delete the
details which have been uploaded from the file. Select OK, to delete, otherwise cancel the

deletion.

Where a file was rejected the reason for rejection is shown as below.

Import File Details

e Vaiat Chiate Cantrm coty Bsphcaten Bliice Procammad Chice Hon Dephcaces

The details of the return(s) for the file can be viewed by clicking the button

Parnassus automatically sends an email to the centre that has uploaded an import file. This email
can be customised (by GA staff) to your preferred format. It can also include logos and other
images.

7.6  Registering on Qualification Sets

Qualification-Sets allow learners to be simultaneously registered on multiple related Qualifications,
such as those that make up an Apprenticeship.

Setting up Qualification-Sets is detailed in the Qualification Maintenance section of the user
manual.

Once Qualification Sets have been properly set up in Parnassus, and a record of these being
offered by appropriate Sites, it is possible to register Learners on the Qualification-Set. As with
Qualifications, the Site at which the Learner is registered must also be recorded.

N.b. It is only possible to register for Qualification-Sets through bulk-registration. There is no
manual equivalent process.

7.7.1.To Register a Learner on a Qualification-Set
>> |n the Registration File
The “Qualification-Set” column should be included in the file, and where applicable that column

should contain the “Qualification-Set-Code” for the Learner in that row.

Example
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Lezmer Oniy @
Identifiers Learner Lookup
Lesrnsr Cods | | Lookipon | Lesmercose -
ULN | | Lookup Value | |

Learner Details

Titde | Mot Suppiea o | Gemeer | Female ~| poe | |
Friame | | medsreme | | mneme | |
RegCustom | | RegGustom? ‘ ‘ RegCustom3 | |
Regcuscom | | megeustom | |

Registration | Additional Information | Contact Details | Disability and Adjustment

Cortre | 5990:4uz0 Test Centre One (Generated by ‘auto’ testing seripts) v | ';':E‘;"?“C" | 10/12/2018 |

Site | 5990.001:ut0 Test One Site One (Genersted by ‘auto' testing scr_ » |

Qualification | Unknown v | Quelficaton | gy |

Pathuizy Code| g:‘:jgifg | | wrirceze |
¥ Include On Award

Burchase Ordar Number | | Registrarion Graup code | |

pas o | it

One row in the import file for a Learner, with the Qualification Set code “QS1” included:

Parnassus will split the Qualification-Set Registration into its constituent Qualification
Registrations.

Example
If the Qualification-Set has two constituent Qualifications, then when the file is imported (or a new
line is added) then Parnassus will split the Registration into two Qualification Registrations.

Import File Details

File Details
Special  Ethnic Learner Unit o ey Unit  Purchase Qualification

Need Orign ~O% ::p”r‘ G;Z':’ Code  Code Order  SetCode

st Middle Last Site [Reg.

Reg
wme Nomels) Name DOB Qual. Code Code Doy  Groue ULN Gender

Strest Strest Street
1 3
Code

City County Postcode Country

AUTOTESTQUALT
gor visoss 120311999 2082018 wale e e 1 ast
Known  Supplied
oose  1arar 2: - Nt ot o
gor Wouds 181031995 17 Male P 1 ast
] »

Two registrations created from one row, both will show Qualification-Set “QS1”.
When these records are imported into Parnassus, they are treated in every way the same as any

other individual registration. All other business rules regarding expiry etc. will remain the same
and are not over-ridden by information pertaining to the Qualification-Set.
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Learner

e e ] ’
Leamer First Name * Foger @ Micdle Names @ Last Name * Woods

Tice Nt Suppiied v Nurmber 124045 Uing + ™

DOB* 18/031999 Ethnic Origin Not Supplied v Gender Male v

sce Nationaiity Mot Suppiied v Pravent Laamer Data Being Sharad t third partes

Desails | Access | Regisirations | Events | Qualification Set Regiswrations | Certificates | Leamer Idensifiers | Leamer Images | Netss

Qual/unit Registration o\ o ctatus Standalene  Qualification Created
Code Date Registration  Set By
Taszing Qualfizatien 2 1 NQF - (2 pathuiay, 3 aroups, ABCD, Bre Req) - Generated ] auto Test Canrs One (Genersted by ‘suic testng scriprs) - Auts Test One Stz One In
© ®oAUTOTESTaUALZ S i) (AUTOTESTQUALZ) 22/08/2018 6 onerated by ‘aute’ testing scripts) (9590,001) progress M° &3 BRI
. sLy TEsting Qualification 1 5 NQF - (1 pathway, 2 groups, Pass/Fail - Generated by ‘w0’ o0 m e
© w aToTEsTquAL ) (AUTOTESTQUALL) 22foejz018 brogress " ast e

Qualification Registrations created as implied by Qualification-Set Registration

There is a record of the Qualification-Set registration for the Learner, but this is for information
only. Itis not updated, or “update-able”. The Qualification-Registration can only be deleted when
all related Qualification Registrations are deleted first.

Learner
B e e e

Learner First Name = Foger o Middle Names L] Last Name * Wooos
Tid Mot Supplied v Number 124043 UNg +
DoB* 180311933 Ethnic Origin Mot Supplied v Gender ™ Male
SCNO Nationalicy Mot Supplied v PreventLezmer Data being shared o third paries
Detzils | Access Events [ Q Sat Certificates | Learner Identifiers | Learner Images | Notss

Refresh

Code Title Registration Date Centre - Site Transferrec
© "’ 051 Qual Set 1 23/08/2018 Auto Test Centre One (Generated by ‘auto’ testing scripts)-Auto Test One Site One (Generated by 'auto’ testing scripes) (9990.001)

Qualification-Set Registration shown, for information only.
7.7.2.Qualification-Set Registrations: Scenarios

Because the Learner may already be registered on one or more of the constituent Qualifications
when the Qualification-Set is registered, there are a number of scenarios which may be applicable.

Scenario 1

The learner is not registered on any of the Qualifications which make up the Qualification Set they
are to be registered on.

Parnassus will...

...register the learner for all the qualifications on the Qualification Set and record the fact that these
qualification registrations where registered via the Qualification Set. As detailed previously.

Scenario 2
The Learner is already registered on one, more or all Qualifications which make up the
Qualification Set they are to be registered on. The state of these registration(s) is “In Progress”.

Parnassus will...

...register the learner for any Qualifications on the Qualification Set for which they’re not already
registered and link their existing “In Progress” registration(s) to the new Qualification Set
Registration.

Any existing registrations must be at the same site as the Qualification Set Registration, if not an
error should be displayed, and the Apprentice registration not allowed.

Scenario 3
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The Learner is already registered on one, more, or all of the Qualifications which make up the
Qualification Set they are to be registered on. The state of at least one of the registration(s) is
“Complete” or “Cert Due”.

Note: You can alter the behaviour of the qualification set registration for existing
Completed registrations by contacting Gordon Associates to change the setting as
explained below.

Default Behaviour:

Parnassus will...

...register the Learner on any Qualifications they’re not already registered on “standalone”, do not
create any “Qualification Set Registration” or “link”.

Any existing registrations must be at the same site as the Qualification Set Registration, if not an
error should be displayed, and the Qualification registrations allowed.

Alternative Behaviour (Setting changed by Gordon Associates):

Parnassus will...

...allow a qualification set to be registered for all the qualifications on the Qualification Set for the
learner despite the presence of Completed qualifications that are part of the new Qualification Set
and record the fact that these qualification registrations where registered via the Qualification Set.

7.7  Achievement Upload

Enables the upload of grade details from files held in CSV, XLS, XLSX format. Excel files can
contain notes, colours, additional worksheets containing instructions and other things which
you might want to include in a helpful template.

The ‘Current File List’ section is normally used by external users such as centres and the
‘Files In Processing’ section is normally used by internal staff, and is seen as a quantitative
area to review files submitted by centres. When a user clicks ‘Validate and Send’ in the Files
in Processing section, the records are submitted to the main Parnassus database. ‘Files
processed’ provides a history of import files previously processed. Centres can return to ‘Files
Processed’ to see the Learner Numbers that have been allocated to their Learners.

When importing a file of grades/achievement, it is possible for the centre to request an
additional check to verify whether the learner(s) are now able to receive a certificate. This
Certificate Request Validation would be performed in the background and would assess the
grade upload file along with any existing registrations and grades. Please see section 8.9.10
and ask GA for further details.

For additional guidance on uploading achievements you can
view our video:

Parnassus Quick Start Guide to Batch Achievement
Upload

Note: If a minimum assessment age has been set for a qualification then a warning will be
shown where a learner has not yet reached the minimum assessment age.
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Achievement Upload

LI B
[=I

Files In Processing
- ]
[~ B B
LI TN

Files Proceszed

Frocessed

Figure 7-41 : Achievement Upload page

Buttons available are

Button Purpose
‘ Selects an existing grades CSV file to be imported
— _ into Parnassus. See Section 7.4.
Creates a grades CSV file to be imported into
‘ Parnassus. See Section 7.4.2.

You would use this screen as an alternative method
of quickly entering a batch of learners and
registrations.

Creates a grades CSV file to be imported into
| Parnassus. See Section 7.9.

Use the Quick Grade Entry criteria to select the

learners to be included in the file.

Select "':' to the left of the required file to see the Import File details. See section 7.5.

Select ® to the left of the file to view the grade file summary (this is available to centre
users but can be hidden — contact GA)

Select # 1o the left of the required file to delete the file from the “Current File List”.
Select # to the left of the required file to delete the file from the “Files in Processing”.

Select ¥ to assign an external verifier, where the status is: “Needs EV Approval”.
See Section 7.8.6.

Note: When EV Approval is enabled, a batch cannot have multiple sites or qualifications.

Direct Import Mode: Parnassus can be set globally to allow Centres users to bypass the
“Files in Processing”. Where appropriate, submissions will directly import into Parnassus
by the Centre user. This needs careful consideration as it allows Centres to directly input
into Parnassus. This needs to be set by Gordon Associates. The EV approval process
works in the same way when the Achievement Direct Import Mode is switched on.
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7.8.1.Existing File Upload

Jj File Upload

File: {CSV, XLS, XLSX] Choose file | No file chosen

Name

7 Purchase Order Number:

| Note:

m

Figure 7-42 : Existing file upload in-page popup

Buttons available are

Button Purpose
‘ Select Import will add an empty Import File Details row to
the “Current File List”.

Returns to the Achievement Upload screen.

Choose the file to upload

Field Name Purpose Validation

File Enter the filename, or select Browse... Mandatory
and select the CSV file of the grades you
wish to upload from your system.

Name The name you wish to give the import file. Mandatory
This can be the same as the file name or
can be any other name by which you
wish to know the file within Parnassus.

Purchase Order Purchase Order Number used by the Link Optional
Number to Finance Starter Kit (Hermes). See

Section 19.
Note Notes can be added later and updated. Optional

Centre users can only add/edit these in
stage 1, but admin users can add/edit
these in Stage 1 and 2. The notes will
appear on the notification emails.

7.8.2.Create Upload File

Name: |

Purehase Order Numbe:

Naote:

Figure 7-43 : New file upload in-page popup

Buttons available are
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Button

Field Name
Name

Purchase Order
Number

Note

Purpose

Select Import will add an empty Import File Details row to

the “Current File List”.

Returns to the Achievement Upload screen.

Purpose

The name associated with the empty
Import File Details row.

Purchase Order Number used by the Link
to Finance Starter Kit (Hermes). See
Section 19.

Notes can be added later and updated.
Centre users can only add/edit these in
stage 1, but admin users can add/edit
these in Stage 1 and 2. The notes will
appear on the notification emails.

7.8.3.Import File Definitions

Validation
Mandatory

Optional

Optional

Parnassus allows Centres to upload candidate grades direct to Parnassus, the awarding
bodies Candidate management system.

e File should be of CSV format as per the included example

o Data is important positionally, not mapped on column heading name

e File Column Headers — Are optional. If included the import file treats the first row of data
as header information and does not import it

o Datais comma delimited. There should be no commas in the data supplied

e There are no text qualifiers for character based data fields. This means text should not
be enclosed in quotes or any other qualifying character.

e ltis possible to add new data to file during the import process

e Supplied data is validated, only valid data will be accepted by Parnassus

7.8.4.Import File Definition example

Column Header Data
Learner Code 499148
Partner Learner Identifier PL123
Event Number 6578
Qualification Code HDN2
Qualification Group Code

Pathway Code

Unit Code HDUG7
Grade Pass
Assessment Date 10/06/2009
Request Full Certificate 0
Request Partial Certificate 1
Request Unit Certificate 0
IncludeOnAward 1
PurchaseOrder

SiteCode

FirstName

LastName
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Customl

Custom?2

Custom3

Custom4

Custom5

ElementCode
IsAlternativeAchievement

Planned Exemption Code Exemptionl
Equivalency Code Equivl

Exempting Qualification Quall

Exempting Units Unitl, Unit2, Unit3

ReleaseDate

7.8.5.Import File Details
See section 8.7 Import File Details — Validate and Import and section
8.8 Error! Reference source not found..
grade

7.8.6.Assign EV To Grade Import File

If a file is submitted for a site and qualification that doesn’t have direct claims in CRM/Parnassus,
then Parnassus will attempt to allocate an EV to this file.

7.7.6.1 Automatic Assignment

If the matching EV user is found, the file status will be displayed as assigned to the EV e.g.
‘Assigned to EV John Smith’.

Files in Processing

File Name Records Created Modified Created By Status Centre Code Cen

Q0000
% % R ¥R

)
¥
) L &g F
e
2

Figure 7-44 : Automatic assignment of EV

7.7.6.2 Manual Assignment

If there isn’t an EV allocated to the site/qualification or multiple EVs are allocated or an EV user
doesn’t exist in Parnassus, the file will not be automatically assigned and the status will be ‘Needs
EV Approval’. In this scenario an icon will be displayed to enable the user to manually assign to an
EV user.

Select ¥ to assign an external verifier.

Files in Processing

2

File Name Records Creatad Modified Created By Status

0000

H 2 X =

Figure 7-45 : File Needs EV Approval
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External verifiers will need to be set up by Gordon Associates for any Sites which have not
got a Direct Claims Status of approved. The verifiers associated with the site will then
appear for selection. See Figure 7-48 : Grade Import Files Assigned To EV

Assign EV To Grade Import File

Assigned DV This file does nol have an OV assigned
User Mame E-Mai
a EwAY avrilEgordonassociates.co.uk

Figure 7-46 : Assign EV To Grade Import File popup
Buttons available are

Button Purpose

e Select an external verifier for the Grade Import File, from
those set up for the centre.

Returns to the Achievement Upload screen.

Assign EV To Grade Import File

Assigned Dviewvay [awil@gordonassoates.co.uk) is assigned o this file

Figure 7-47 : EV Assigned

The External Verifier will be sent an email letting them know that a file has been assigned to them.
The External verifiers will then be required to Login and approve any files assigned to them.
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7.8.7.External Verifier Approval

When the External verifier has Logged In they will be shown all of the Grade Import Files
assigned to them for approval.

Achievemnent Upload
Uploagded By Centre| All ¥ | File -«.u--s-| |

Files in Processing

File Narme Records Created Modified Created By Status

0 v again 3 BAO9/Z01E 152915 EMA201E 1532:47

Figure 7-48 : Grade Import Files Assigned To EV

Buttons available are

Button Purpose
Select a Grade Import File to approve.

O

EEe=EEEIb=E e

e Deaalz

Figure 7-49 : External Verifier Approval
Buttons available are

Button Purpose
Edit the Import File details.

Delete the Import File details.
Returns to the Achievement Upload screen.

Revalidate all the details to be imported.

T Add a new row of details to be imported.

PR Mark the file as being approved for upload. The status of
the file is changed to ‘EV Approved’ and a change of
status to approved email is generated.

T e Mark the file as being failed verification for upload.

i

Allows the user to hide valid rows whilst fixing validation
errors.

Once the file has been approved it can be imported into Parnassus as usual by users.
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7.8.8.Achievement Batch Summary Report

If you have this setting enabled (please speak to GA if you require it) then a summary icon
will appear on the batch grade screen as below.

Achievement Upload

Uploaded By Centre| 1302:Avril's Super Centre Y File Mz 'm=| |

Currant File List

File Name Records Created
o ® cherry cols grade assoc site 001 3 011072019 16:20:50
© [§) ® maryurbergrades 3 3000802019 16:09:35
© E) % dupunicgradesinfie 3 23/08/2019 16:32:28

If you click on the Summary icon you can view the batch summary — example below:

View Achievement Summary F

< < 1 1 0 | O © 0o v = . S

Batch Grade Summary Report

File Name  Created Modified First Name  Middle LastName Learner Partner Site C
User Name Number Learner
Identifier

mary urber
grades

7.8.9.Certificate Request Validator

This feature needs to be installed by GA and will allow grade files submitted by Centres to be
checked to ensure they will result in a Certificate being issued.

When a grade file is submitted for import by the centre the status will become ‘Awaiting Validation’
until the background job selects and checks the file — as shown below.

current Ile List
Hike B Reords Cresled il Creal=d Uy Slaus Ceilre Lo Lenlre Name

B Bl ¥ slwek e 5 Tenzenmams I ey o 13 Gy b1

If the file does not have the necessary grades for a registration to become Cert Due then the file
will be returned to the top stage for current files with the status of ‘Editing’.

Current File List

File Mame Records Created Modified Created By Status

© B B goadewancer: 4 17120 17712020185 155055 cirycen Edirg

The centre can view the rows that have an error message.
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Import File Details
m Revalidate All Validate and Send Add New Row  [IESEEERVETIG]

File Details
Learner Code First Name Last Name Site - Qualification Unit Code
[> 1 =4 135023 Flora White 1344.001 - Printing Skills AutaTestUnit002
[> =4 135023 Flora White 1344.001 - Printing Skills AutaTestUnit001
o j_,:] ® 135021 Daisy Green 1344.001 - Printing Skills AutoTestUnit001
o j_,:] ® 135021 Daisy Green 1344.001 - Printing Skills AutoTestUnit002

And see the error message by clicking on it.

|

Field

Error Message Severi
Name 8 bl

Request Invalid certificate request: This learner has not completed the correct combination of

5 R : = Error
Full units to complete this qualification.

Once the file is validated by the background job it will move to the middle stage and have the
status ‘Processing’.

Files in Processing
File Name Records Created Modified Created By Status

[>J ] test grace val dator [3 131272018 141215 17122018 15:45:54 cayeer Proceszing

Once the file is in the middle processing stage the AO user can either import the grade file or
return the grade file to the centre for further changes to be made.

Files imported where the Direct Claims Status has expired will have a status set to DCS Expired
and the Centre user will receive an email confirming the C+DCS Expiry. The AO user can choose
to import the file if they wish.

Files in Processing

File Name Records Created By Status Centre Code Centre Name

P - - -
© B B Q@ rrecom. Egeces Oucome Laoe o
© B R @ 205 rermassaTewng £v.Graze ! Mashss Tt et 9950 Ao Test Canire Ore (e
© § B J meopgseaccenss ceen. Assgees 10 6V evev 1302 Auris Super Centre (1342
© g = v o4 DCS Lapiced
&= s 733 - Processng
O 8 I wren o 4 » E Vasterse Assgres 13 BY My Mate T3

Revalidate and Import

If you return the file you can record the reason for the return and this is shown in the file summary
as below.

Import File Details

File Detals Most Recent
Return Reason

Akl Hum R [ECTERSUR)

Chack on lemrar doo

The details of the return(s) for the file can be viewed by clicking the button:
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7.8 Quick Grade Entry

Quick Grade entry allows for administrators of the Parnassus System to grade a group of learners
in one hit, rather than having to grade them individually.
7.9.1.Quick Grade Entry — Search

The Quick Grade Entry screen enables the user to search for a Learner or group of

Learners, based on the selected criteria, and rapidly enter a series of grades for their
units. The default date will be set to todays date.

Quick Grade Entry
Event Humbe m

Carare 459 TRe4E03_Cenire hd
Site Sebkecr She v
Cualificaton -
Re=g Group Code A -
Defauic Dace JevCaidnzz

Drefauic Grade — Mo Grade Ernened — -
Drefaudt Certificate Reques: | Full Cestificate Ll Partial Certificate ! Unit Certificate

—— Y

Figure 7-50 : Quick grade entry page

Buttons available are

Button Purpose

Display the results of the search, based on the entered
selection criteria.

e Return to the Learners search screen.

Field Name Purpose Validation

Event Number The event to search by No validation

Centre The centre name to search by Mandatory

Site The site name to search by No Validation

Qualification The qualification name to search by Mandatory

Unit The unit to search by No Validation

Note: ‘No Show’ grades can be hidden
by a setting if required

Reg Group Code  Reg Group Code to search by No Validation

Default Date Default Date to be used during data entry  No Validation
set to today’s date

Default Grade Default Grade to be used during data No Validation
entry

Default Certificate  Indicates whether the learner has No Validation

Request requested a certificate
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Full Certificate Certificate for a qualification No Validation
Partial Certificate  This certificate lists the achievement of No Validation
unit, or units, achieved by the learner
Unit Certificate This certificate lists the achievement of No Validation

unit achieved by the learner

7.9.2.Quick Grade Entry — Select Learners

Displays learners available for grade entry, based on the entered selection criteria. You
may click on any column heading to specify sort order.

Quick Grade Entry

Select the learners you wish to enter results for

Grades for approximately 500 learners can be entered at 2 time

Learner Code First name Last name DOB Registration Date
124037 Mancy Dell'ortizgo 22/06/1950 05/09/2018
124032 Mia Dell'Uomo 22/08/19%3 05709720128

7-51: Quick grade entry — Select Learners page

Buttons available are

Button Purpose
s o Enter Grades for the selected Learners.
Returns to the Quick Grade Entry screen.
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7.9.3.Quick Grade Entry — Enter Grades
Displays learners available for grade entry, based on the entered selection criteria. You

may click on any column heading to specify sort order — for example you may wish to sort
by unit code to enter all grades for one unit before moving onto the next.

Quick Grade Entry

Last Mame First Name ULN Learner Code Qualification Code UAMN Unit Code Unit Title Data Grade Alt. Achisvement

=) h 124028 208k EEH] 2uc 2uc 100812008

[ i o [ ]

7-52 : Quick grade entry — Enter grades page via Grade Upload

Buttons available are

Button Purpose
. Save any changes and takes the user to the
5 d Request Certifi = o
Request Certificate page, where the type of

Certificate Request required can be selected.

E Save any changes.

- Returns to the Quick Grade Entry screen.

Field Name Purpose Validation
Date Date of Grade entry. Mandatory
Grade Grade achieved. If the default grade was  Mandatory

selected on the previous screen then if
that grade exists for that unit then the
grade will be displayed here.

As the Quick Grade Entry screen has been accessed via ‘Grade Upload’ (Learners main screen -
See section 7.1), the user is able to enter results for units already registered that have a grade:-

7.9.4.Quick Grade Entry — Centres

Centres are able to use the Quick Grade Entry screen — and this can be optionally sent into a
holding area for verification by internal staff before achievement is entered into the system proper.
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7.9 Quick Grade Entry — Creating Import Flles

If the user has chosen the “Create Import from Quick Grade Entry”, then it is possible to create a
grade import file by using the Quick Grade Entry screens.

The process is the same as detailed in the above section (see 5.11), but with some additional
steps:-

On this screen the user is able to enter results for optional/additional units that have not yet been
registered. (See point 2 in 4-57 below).

7.10.1. Quick Grade Entry — The “One Fell Swoop Function!”
There is a new Multiple Units button in the Quick Grade Entry process. This allows you to add
multiple unit registrations for a learner by quickly ticking some boxes and entering the grades they
achieved for those units — in one fell swoop.
For example this can be useful for a centre if they haven’t previously specified which optional units
a learner was planning to do, but they now wish to inform you of the optional units at the same
time as entering the achievement.

Quick Grade Entry

Learner Code Qualification Code AN Unit Code Unit Tide Date Grade Alt. Achievement

[ Dafauk - Ewthsny Group

5. Enter details for your import

Diwfauk 20 Kurmie:

7-537: Quick grade entry — Enter grades page via Grade Upload
Buttons available are

Button Purpose

Add the selected results for optional/additional
units that have not yet been registered to the
data which will be saved to the new Grade
Import file.

This allows you to add multiple unit
Select Multiple . . . L.
registrations for a learner by quickly ticking
some boxes and enter the grades they
achieved for those units — in one fell swoop
(See 7-547-1below)
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Save and Create Import File

Field Name
filename

Purpose

Save the data shown/selected to the Import file
which is created.

Returns to the Quick Grade Entry screen.

Validation

Name of the Import file to be created. Mandatory

Clicking on the Multiple Units button displays the following (This can be displayed either in a popup
window OR within quick grade entry screen.

Multiple Unit Selection
Save & Close Select Mandatory Reset to Defaults COear Selected Units

Sear:h|

-

Mandatory (M1) Units (Min/Max):2 / 2 Credits (Min/Max):3 / 3
Unit . - Assessment
Al gy Unit Title Credit Level Mandatory
Code Date
2Ua 2UA 2 1 ’ | 1 f'09f'2013|
208 208 1 1 ’ | 1 f'09f'2013|
Optional (01) Units (Min/Max):1 / 1 Credits (Min/Max):1 £ 11
Unit . - Assessment
Al gy Unit Title Credit Level Mandatory
Code Date

83888 2UC 2uc 1

3180 3180 - Credit

11
Bazed

ra

| 11/05/201 8|

| 11/05/201 8|

. Alt.
Grad Addit |
race HONE s chievement
Pass -
Pass -
Grade Additional Al

Achievement

Pass -

Pass -

7-557-1: Quick grade entry — Select Multiple

Buttons available are

Alt.
Achievemeant

w
S
=
o
S

Save & Close

Select Mandatory

Reset to Defaults

Olear Selected Units

Purpose

Saves the selected units and returns you to the
previous screen (if window in pop up)

This automatically selects all of the mandatory
units

This resets the Grade, Assessment Date back
to their default values

This clears the selection of any selected units

This highlights the appropriate row depending
on the search criteria. You can search by
Code, Name OR URN.

Individual rows can now be flagged as an alternative achievement row.
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Once you have selected multiple units and have saved your selection, then the wording ‘Multiple
Units’ will be displayed in the drop down list for the unit(s).

Then upon clicking the ‘Add’ button in the above screen, the selected units will appear under a
‘rows already added’ section, with the appropriate assessment date(s) and grade(s).

Then you can save the data shown/selected to the Import file by clicking on the ‘Save and Create
Import File’ button

Once the file is generated it will have errors because the additional alternative achievement
information will not have been recorded. The user can use the ‘Hide Valid’ checkbox to easily
show these rows and complete the missing information.

7.10.2. Quick Grade Entry — Adding specific individual unit(s) / grade(s)
This is almost identical to the above with the exception of using the ‘multiple units’ button. Here
the user would pick a specific unit / learner code / grade / assessment date instead of using the

‘multiple units’ button.

Then upon clicking the ‘Add’ button in the above screen, the selected units will appear under a
‘rows already added’ section, with the appropriate assessment date(s) and grade(s).

7.10 Registration Card Batches

Registration Cards give the Learner a record of information regarding their registration. This
screen allows the user to manage the printing of Registration cards for Learners.

7.11.1. Create Batch

The Create Batch screen enables the user to search for Registration Cards based on
Centre and Site.

(]

Figure 7-56-2: Create Batch page
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Buttons available are

Button Purpose
Create a new patch_of Registration Cards, based on the
entered selection criteria.
m Return to the Learners search screen.
Field Name Purpose Validation
Centre The centre name to search by No Validation
Site The site name to search by No Validation
Hide Printed Remove printed batches from search No Validation
results

Select ﬁ to the left of the required registration batch to see the Registration Card details.
See section 7.11.2.
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7.11.2. View Registration Card Batch

The View Registration Card Batch screen enables the user to print or export a batch of
Registration Cards and then mark them as printed.

View Registration Card Batch

|1_| of 27 b Pl | | Find | Next

.jz,_j.

XML file with report data

CSV (comma delimited)
PDF

MHTML (web archive)
Excel

TIFF file

Word

Welcome to XYZ Awarding Organisation
XYZ is pleased to welcome you onto your course. We hope that you find your
gualification relevant, interesting and, above all, enjoyable.

Lifetime Registration Card

As you are a first time candidate of XYZ, we have allocated a unique lifetime
registration number to you. This is shown on the card below, which is yours to keep.

Figure 7-57 : View Registration Card Batch page

Buttons available are

Button Purpose
Return to the Registration Card batch list.

Back to Bauch List
Mark the batch of Registration cards as printed.
Field Name Purpose Validation
EL - Select the format to use for the export of  No Validation

the registration card batch details.
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7.11 Event Registrations
7.12.1. Event Registration Details

The detail for any Event the learner is registered on can be viewed on the Event Info tab for the
learner.

——[=]——] 2
L] Middie Names (] Lax Kame Deifartingn
e 128087 g+ 8

B Hor Supaied v Gender Famsie M
o [ " [PRTr—— . Prevent Loerrr Do vk s i pars
Datails | Arcais | Ragistrations | Evsets ication Sat Ragistrations | Cartificates | Laamrr Isantiliars | Laarrar Imagas | Hetas
pera——v—
EventNumbar EventTide Cade Title
(> 143 Tk Evart ¥ b Hacking tha planat

Figure 7-58 : Events tab

7.12.2. Associated Event Info Details

The detail for the associated Event can be viewed by clicking the e in the Events tab or by
clicking the Event Info tab for the qualification registration it is associated with.

Edit Qualification Registration - Hacking the planet
2

Qualification | Units || PLR | Event Info || Alternative Achievement | Entry Requirements | Qualification Prarequisitas || Notes

Event Numbar| 143

Status ‘ Approved
Site ‘ 172.002:Site B

haxHacking the planet

Contre ‘ 172:Centre 1b |
Qualification |

Start Date ‘ 26082018 |

End Date ‘2710342019 |
Facilitator Number Facilitator Status Renewal Date Title First Name Last Name Is Lead
20 Current Mr Dar Kim as

Figure 7-61 : Event information tab
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7.12 Pending Alternative Achievement

This shows a list of pending alternative achievements with two dropdowns for filtering the list by
site and/or qualification. Pending alternative achievements are those that have not be flagged as
Approved or Rejected.

The list of alternative achievements to show will differ depending on the role of the logged in user.
The below table shows how this should work :

Role Filter

Centres Only show alternative achievements for registrations at the users centre. If the
user has associated sites setup, then only registrations will be shown at these
sites. The centre user will not have the buttons to select or delete the pending
alternative achievement.

EV Only show registrations for qualifications recorded for the user defined as an
external verifier for the qualification and site. The EV user will not have the
buttons to delete the alternative achievement.

Any other All other types of user will see all outstanding alternative achievements.

Contacts GA Admin Adrmin Events =

Pending Alternative Achievements

Approve Seleced

Sta
Qualification

Learner Number Learner Site Name Qual Coda unit Trde Type

Darfermane

smple Performance Tesz Uniz 3

on "
o x -

Buttons available are

Button Purpose

- This approves the selected alternative
Approve Selected achievement. (Hidden for centre users)

(>] Clicking this allows you edit the alternative

achievement

b= Clicking this allows you to remove the
alternative achievement.

If the achievement is updated to approved then an email will be sent to the email address
configured under the setting AlternativeAchievement.EmailParnassusOperator. Parnassus will not
email the centre directly it is up to the AO to inform the centre of their decision.

8 Qualification Maintenance

To maintain qualifications, click on the Qualifications option of the main menu down the left
side of the page. Parnassus can cater for National Qualifications Framework (NQF)
qualifications, Qualifications and Credit Framework (QCF) qualifications, Regulated
Qualifications Framework (RQF), QAA and a combination of NQF and credit based
qualifications and also non-accredited qualifications.
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For additional guidance on setting up qualifications you can
view our video:

8.1 Overview of Qualifications in Parnassus

Parnassus Qualifications consist of combinations of unit groups and pathways.

The unit groups specify the units which are available within a Qualification, whilst the
pathways and the rules of combination detail how a learner can follow a default or
specialised course of study. The Rules of combination consist of specifying the min and max
units and credits (if Credit Based is ticked) which are required. These settings are then
combined with the mandatory/optional settings for each unit and the advanced settings
which specify any mandatory combinations of units. All of this functionality is accessed from
the Edit Qualification screen.

Qualification
Chack Rat Lase Serucnaral Crarge: DH0S202 13

lated Tor coml

=orint and crigiral certifice
Eniry Fequirzmests | Qualhi;

[
[

Levst ' = egrp O Sutesmr | amene
I

Figure 8-1: Edit Qualification

Unit groups are set up on the Units tab. It is suggested that unit groups are set up so that
units with similar characteristics are put in the same group. Groups are flexible enough to set
up in any number of ways. In the following example they have been set up with similar
subjects in each group, they could just as easily have been set up to differentiate between
mandatory and optional units.

Figure 8-2 : Unit Group Setup
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Each unit group will also have its own rules which the learner must satisfy. The pathway
1(see Figure 8-3 : Second Pathway) requires a minimum of 3 units and a maximum of 3
units.

Aoproved [FIRE Tastimg Omtaanan &1 00 - (1 samwmy. 2 grovas D00 - Gamacaead £y ‘auto pamsg sevges)

D 0 Code ™ ALTOTESTOUALL

Wandatory (M)

(M) Unit Code Credit Leve!

Figure 8-3 : Second Pathway

Each unit pathway will have its own rules, which the learner must satisfy to achieve the
gualification. In the default pathway (see Figure 8-4 : First / Default Pathway below), the
learner is required to achieve a minimum of 2 units and a maximum of 2 units. In a Credit
Based qualification there would also be a minimum and maximum credit requirement. In the
default pathway, these requirements are spread across units in the second group. A
minimum of 1 unit and a maximum of 1 unit have to be achieved from each group, with the
unit in the first group being mandatory in both pathways while a different unit is required as
mandatory from the second group of units for pathway 1 or pathway 2.

uN Uniz Code Uniz Tide

uN Unit Coda Unit Tils

oo
.

Figure 8-4 : First / Default Pathway

The advanced settings popup allows specific combinations of units to be applied to the
Qualification. For example, where unit VUOO1 is selected, unit VU002 must also be
selected. This screen is also used to define barred unit combinations by selecting ‘disallow’.
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Nao Data To Display

If seiect unit | R/103/4134 {g1] - |
Then | must select - |
Lindt | YF103741%5 [gl) -|

Figure 8-5;: Advanced Settings

Alternate pathways are now available for selection at learner qualification registration.

Centre | 554-awril cenkre - |
Site A54.001 :avril sie v
Cualification BE:Building Sheds v
Fathway Pathway 2 L

Reqistration Dats | 17/09/2018

m

Figure 8-6 : Qualification Registration Pathway selection

More detailed descriptions of the Qualification maintenance screens can be found in the

following sections.
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8.2  Qualifications Listing Page

When you have clicked on the Qualifications option on the main menu you will be presented
with the following page.

Qualifications
T

Stancalone Registration End No. af Noces

a
3

a

3

A

Hane Panding Saguianad

Q0000000000000 0O
X X X N M X H X X X N K X X X

Hane Pending Reguaed

Figure 8-7 : Qualifications listing page
From here you may carry out the following:-

Add New Qualification

Delete a Qualification

Select Qualifications for Editing
Copy a Qualification

8.2.1.Qualification Search
The Qualification Search options available to search by are:

Code

Name

Regulator Qualification Number
Regulatory Type

Level

Registration End

Status

The order in which the Search options are displayed is configurable.

Buttons available are

Button Purpose

m Click on 'Search' to list all Qualifications from the
criteria selected above.

The Qualification Search allows the use of wildcards to increase the flexibility of searches.

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 137 of 264

8.3 Add a New Qualification

8.3.1.Qualification Details

Clicking on the ‘Add New’ button will take you to the Qualification creation page as shown
below. The details of the qualification are arranged into themed sections using tabs. Once
you have saved the initial details more tab sections will become available to use.

Qualification

Other Regulator Infarmation

i Iebt s i meraris % e A In e DS Ay (AT SRR AP RNl RS Pt e S A U RmAT mni A et ke ARSus 15 Seer 1 M ISR R B AR PN o e e e tha Sl e

Figure 8-8 : Qualification main details

Field Name Purpose Validation
Status The status of the qualification Mandatory: must be
one of the selectable
values
Qualification Title The qualification title Mandatory, must be
entered.
Date The date the qualification was approved Mandatory: must be a
valid date value
Qualification Code  The code for the qualification Mandatory, must be
entered
Replaced by The details of any other qualification that  Optional
has replaced the qualification
Risk rating Drop down list of risk rating for the Optional
qualification
Standalone Limits the learner to registering for a Optional

single unit on this qualification

Credit Based Whether or not the qualification counts Optional
credit
Review Date Date for qualification review — for Optional

information only

N.B. Registrations entered in the Learners screen will be validated against these fields. e.g. the
registration date must be between Our Registration Start and End.
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8.3.2.Regulatory Information tab

Regulatory | Registration | Achievement

e

Grading | Integratien | Units || ReC | Groups | B

i i i e

g

Entry Regui Qualification Sets || Custom | Notes | Documents

e s i e e e

Qwming Body 6 |

| Primary Regulstor Qual Mumber @

Primary Framewark NQF
Level
Regulatary Type Ragulated

Total Qualffication Time

Purposs Mot Set

Sub-Purpasels)

Add Regulatar

Mo data to display

Field Name
Owning body

Primary Regulator
Quialification
number

Primary
Framework

Type

Level

Subsector
Regulator Type

Primary Regulator
Start Date

Total Qualification
Time

Guided Learning
Hours

Exclude from
Statutory Reports

Purpose

Other Regulator Information

- Typedd

*| ere O

Primary Regulstor Start Dat= @

Guided Leaming Hours | Exclude from Siamtery Reports [m]

Mo Sub Purposes found for the selected Purpoze

Purpose

The organisation recognised by Ofqual
to award the accredited qualification.

The Qualification Accreditation number
for this qualification

The primary framework the qualification
belongs to
The type of the qualification

The level of the qualification

The subsector the qualification is part of
The regulator type eg regulated or non-

regulated
The date the regulations started
Total hours for qualification

Guided learning hours for qualification

If selected, data will not be included in
Statutory Reports

A description of the purpose of the
gualification

Gordon Associates
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|sowvemoun |

‘Vocationalty-Related Qualification v

The information entered on this page is for information only. Regulatory reports and framework spedfic rules use the main ‘Regulator Qual Number” and Framework’ fields above.

Validation
Optional

Must pass the QN
reference number
checksum validation.
Required and validated
for QCF and RQF
Framework
qualifications.
Mandatory

Mandatory: must be
one of the selectable
values

Mandatory: must be
one of the selectable
values

Optional

Optional

Optional

Optional

Optional

Optional

Optional
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Sub Purpose(s) A description of sub purposes for the Optional

gualification

8.3.3.Registration Details tab

Photo Mandatory
for Registration
Signature
Mandatory for
Registration
Requires ULN

Learners Require
NI Number

Auto register pre-
registered units

Allow selection of
‘Use Best’

‘Use Best’ selected
by default

Min Registration
Age

Lifetime (months)

If selected a photo file is required on
registration for this qualification

If selected a signature file is required on
registration for this qualification

If selected the leaner ULN must be
supplied

If selected at registration the NI Number
must be supplied or a reason for it not
being available must be given

Whether optional units should be
automatically selected/registered if the
learner has registered for these units on
a prior qualification

If selected allow ‘Use Best’ to be set on
the learner unit registrations for the
qualification (this can be turned on off for
all qualifications please contact Gordon
Associates to discuss)

If selected ‘Use Best’ will be checked on
learner unit registrations for the
qualification (this can be turned on off for
all qualifications please contact Gordon
Associates to discuss)

The minimum age a learner can be to be
registered for this award

The length of time (in months) that a
registration can remain “In Progress” for
this qualification.

Note - Changing the qualification lifetime
impacts existing registrations:

Expired registrations will be changed to
In Progress if the lifetime is extended so
that registration expiry is now in the
future.

Gordon Associates
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Regulatory | Registration | Achievement | Grading | Integration | Units | ReC | Groups | Prerequisites | Entry Regquirements | Qualification Sets | Custom | Notes (5} | Document
Registration
Photo Mandstery for Registration O Signature Mandatory for Registration (] Requires ULM@ O Learners reguire NI Mumber O
Auta register pre-regiztzred Unis @ O Uze Best' selected by defaut Allow selection of Use Best'@
in. Registration Age 0 Lifetime (months)@ Lifatime rzg O
Registration Start Registration End Cwur Registration End
Field Name Purpose Validation

Optional unless set as
Mandatory
Optional unless set as
Mandatory

Optional

Optional

Optional

Optional

Optional

Optional: must be a
valid number > 0 if
specified

Optional: must be a
valid number greater
than zero

01242 529820



Parnassus v5.8 User Guide.docx

Page 140 of 264

Lifetime reg

Registration Start
Date

Registration End
Date

If the lifetime of a qualification is
shortened, In Progress registrations will
be set to Expired if the registration expiry
is changed to be in the past.

If selected learner has lifetime
registration for the qualification

The date that registrations for the
qualification can start

The date registrations for the
qualification can end

8.3.4.Achievement Details tab

This tab has two sections Achievement and Certification.

Regulstory | Registration | Achiewement | Grading | Integration | Units | ReC | Groups Entry Q

Optional

Optional: must be a
valid date if specified

Optional: must be a
valid date and >
Registration Start if
specified

Sets | Custom | Notes | Documents

Exclude from Certificates [
Cartificate Tide

Certfication Start

01/01/2088

Certification End

Min. Certification Age 0

Qualification Template FuliCertificateBatch

Fartial Template

Auramatically Request Full Certificate an Cert Due gy

PartialCertificateBatch

Learner: 14 Rato @ Must paszallunies O

Units required at level of qualification
or shave

Allow printed Qualification Certificates

Certificate Expires (months)@

Our Certification End

Eariest Certfication Period (days)
-

Unit Template @y UnitCertificataBatch v

v| TranscriptTemplate TranseriptBatch -

Min. As: nent Age er: EA Ratl

Certification

Allow eCertfication 0O

Achievement

Field Name
Min Assessment
Age

Learner: EA Ratio

Learner: IA Ratio

Purpose

The minimum age a learner can be to be
assessed for this award

Allows you to specify the ratio of learners
to an External Assessor on
courses/assessments for this
qualification. Currently this field is
provided for information, i.e. no checks
are made against the values on other
screens in Parnassus. However in future
versions we may introduce checks on the
Events, Registrations screens etc.

Allows you to specify the ratio of learners
to an Internal Assessor on
courses/assessments for this
qualification. Currently this field is
provided for information, i.e. no checks
are made against the values on other

Gordon Associates
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Validation

Optional: must be a
valid number > O if
specified

Optional

Optional
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Must pass all units

Maximum Number
of Exemptions

Automatically
Request Full
Certificate on Cert
Due

Units required at
level of
qualification or
above

Certification

Field Name
Exclude from
Certificates

Allow eCertification

Certificate Title

Certification Start

Certificate Expires
(months)

Certification End

Our Certification
End

Min Certification
Age

Earliest
Certification Period
(days)
Qualification
Template

screens in Parnassus. However in future
versions we may introduce checks on the
Events, Registrations screens etc.

If selected the learner must pass all the
units on the pathway that they have
registered on where Include on Award is
ticked for the unit

Can be used to set a limit to how many
exemptions a learner is allowed for this
gualification

If selected, the registration will
automatically have the ‘Request Full
Certificate’ flag set to true when the
registration becomes ‘Cert Due’.

Can be used to specify the minimum
units that need to be achieved for the
gualification — can be used for credit and
non-credit based qualifications

Purpose

If selected this qualification will not be
able to have certificates issued

If selected this allows eCertificates to be
used (this can be turned on off for all
gualifications - please contact Gordon
Associates to discuss)

Title for use on certificates, if different
from the Qualification Title

The date when certificates can start being
produced from

Number of months past assessment date
a qualification certificate is valid for

The date certificates can be produced up
to

Your end date for certification on this
qualification if different to the official date

The minimum age a learner can be to be
certified for this qualification

Can be used to set a minimum number of
days between registration and
certification

The template to use when generating
gualification certificates for this
qualification

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

Optional

Optional

Optional

Optional

Validation
Optional

Optional

Optional

Optional: must be a
valid date if specified

Optional: must be a
valid number > O if
specified

Optional: must be a
valid date if specified

and > Certification Start

Optional: must be a
valid date value
between the
Certification Start and
End dates if specified
Optional: must be a
valid number > O if
specified

Optional: must be a
valid number > O if
specified

Mandatory: must be
one of the selectable
values
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Unit Template The template to use when generating unit Mandatory: must be
certificates for this qualification one of the selectable
values
Partial Template The template to use when generating Mandatory: must be
partial certificates for this qualification one of the selectable
values
Transcript The template to use when generating Mandatory: must be
Template transcripts for this qualification one of the selectable
values

Gordon Associates
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8.3.5.Integration Details tab

Regulatory | Registration Ad1ievement|1rtegmtinn

Entry Requirements | Qualification Sets || Custom | Motes | Documents

Integration

Exclude from PLR O

UCAS Points Compatible O

Finance

UCAS Points Tariff | |

Chargestle O

Fee % 2t Registration |

Prouct Cade (GF) | |

| Fee et CE'ci":a:'-:"|| |

Field Name Purpose Validation
Exclude from PLR  If selected, achievements will not be Optional
uploaded to the PLR
UCAS Points Denotes whether the qualification Optional
Compatible qualifies for the UCAS Points
UCAS Points Tariff Number of UCAS Points Optional
Chargeable If selected, this can be used to indicate Optional
that registrations are chargeable.
Product Code (GP) The registration product code for the Optional
qualification, used for export to a Third
Party Accounting system
Fee % at If this value is added, the ‘Fee % at Optional
Registration Certification’ will also need to added, and
the total of the two must add up to 100.
This can be used by the Hermes finance
module to calculate fees.
Fee % at If this value is added, the ‘Fee % at Optional

Certification

Registration’ will also need to added, and
the total of the two must add up to 100.
This can be used by the Hermes finance
module to calculate fees.

8.3.6.Qualification Sets tab

SRS QNG UST L

Regulatory || Registration | Achi

S IOUE3L YOS IILGLIL | 3L UCLULE, U3 LU | S50 1

wniginen L
Units || RoC | Groups || Prerequisites | Entry Requirements | Qualification SEEI Custom | Notes (1)

Qualification Sets

Last Modified By

WITET 11U 1 GUTS W11 LIS | 1L O i THLIILOLES. T UL S1IWUIU L TOLE 5 ISV LUDIEILGLI | 1L IS L1 LG G G S gL |

Documents

Grading |

Code

[ R

Title Created

Qual Set 01 08/11/2019 15:48:43 RachelADAdDmIn

A list of any qualification sets that the qualification is part of.

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 144 of 264

8.3.7.Custom tab

s PR s —— e e g e e m e = - e e

.- e - - e e -
Regulatory | Registration | Achievement | Grading | Integration | Units | ReC | Groups | Prerequisites | Entry Reguiremants | Qualification Sers |Cust-::m| Notes (1

Any custom data for the qualification is shown here. Please contact Gordon Associates if
you need information on this tab.

8.3.8.Notes tab

Regulatory || Registration | Ach Grading | I i LInit5| RoC | Groups | P quisi Entry Regui Qualification Sets | Custom INmes II}I

ttach s File |Choose file | No file chosen Jorior w0 m

Note

RachelA0Admin confirmed the increasing of our end dates past that of their associzted
regulatory end dates,

[ % Regulatory Registration End Date: ‘05 November 2020'
Our Registration End Date: "
Regulatory Cermificate End Dare: '05 November 2020°
Our Certificate End Date: ™

You can save notes and attachments concerning the qualification here.

8.3.9.Credit Based

Selecting the Credit Based option will change to the Qualification creation page as shown
below.

Every unit and qualification in the framework will have a credit value (one credit represents
10 hours, showing how much time it takes to complete) and a level between “Entry-Level”
and “Level 8” (indicating how difficult it is).

Regulatery | Credit Based | Registration | Achievement | Grading | Integratien | Units | ReC | Groups | Prerequisites | Entry Requirements | Qualification Sets

Credit Based

CredicValus gy + | | At the Level of the Qualification or above | |

Credits from Mandstory Units | | Credits from Opdonal Units | | Credit= from Equivalent Units | |

Figure 8-9 : Credit Based Qualification details page

Field Name Purpose Validation Use
Credit Value Specify the total credit value that has to be Mandatory. Used to calculate
accumulated for the qualification. when Learner has

“Achieved” the
qualification. The
total of their Unit
Credit Values must
equal this Value.

e Awards (1 to 12 credits)
e Certificates (13 to 36 credits)

e Diplomas (37 credits or more).

Gordon Associates
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Credits from
Mandatory Units

Credits from
Optional Units

Credit at the
Level of the
Quialification or
Above

Credits from
Equivalent Units

This should be set to the minimum credit
value which satisfies the pathways set up
for the qualification. Used to determine the
Qualification Registration Status.

Specify the total credit value that can be
accumulated from mandatory units.

Specify the total credit value that can be
accumulated from optional units.

Specify the total credit value that needs to
be accumulated from units of the same level
(or above) as the qualification.

Specify the total credit value that can be
accumulated from other units where they
have been identified as being of equivalent
units.

Buttons available on this page

5Save and Close

Purpose

shown in section 8.2.

Check RoC

E us]
c
I E :
o
>

8.3.10. Entry Requirements

None

None

None

None

Information Only

Information Only

Checked when
calculating
“Achievement” of
Qualification.

Information Only

Save the record with the data entered and remain on this page to
continue editing the record. The tabs for Units, Rules of
Combination, Grading and Notes will not become available until
after a new Qualification has been saved.

Save the record and return to the Qualifications Listing page as
Return to the Qualifications Listing page as shown in section 8.2
without saving any changes made.

Check the Qualification satisfies the standard rules of combination.

Entry requirements can be specified for qualifications. These entry requirements do not have to be
qualifications e.g. DBS Checks. To enable this feature, you will need to supply Gordon Associates
with the entry requirements you wish to use and also what entry requirement status’ you want e.g.

‘Achieved’.
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Regulatory | Credit Based | Registration | Achisvement | Grading | Intagration | Units | RoC | Groups | Prerequisites | Entry Requirements | Qualif

Entry Requirements

[0 0Overseas E-Membership Membership

O Jurier Membarship
[ Firsc &id

[0 safaguarding

O Gold Membership

O oes

When adding learners via the registration import a warning will be displayed that the qualification
has entry requirements specified.

Field Name Error Message Severity
Qualification Qualification has entry requirements Warning

Close

You will also need to agree on what level of checking you want for the entry requirements as
below. This feature can be turned on/off using a configuration setting by Gordon Associates:

8.3.11. Severity of O
Certification routine will not be affected

8.3.12. Severity of 1

Prevent certificates from being created for any registration that has not met any of their Entry
Requirements and display the following message:
Entry Requirement #Name# has not been met or has expired.

8.3.13. Severity of 2

Allow certificates to be created for any registration that has not met any of their Entry Requirements
and display the following message:
Warning: Entry Requirement #Name# has not been met or has expired.

To show a learner has fulfilled the entry requirement you can select the status for the learner
registration in the edit qualification registration screen as shown below.

[
o [ o e Lo 2

ualificabion | Units | PLR | Event Info Entry ualification Pr ts Notes
L

Requirement Status User Date Set Expiry Date Notes

First 4id Achigved «| g 17/08/2018 15:28 2082018

8.3.14. Our Registration End/Our Certification End

If you are using these fields please be aware that all the qualification registrations may be
affected. If you change these dates then you will have to confirm or decline the message
below and if you confirm a note will be added to the qualification record to show this.
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| Confirm Our Date change(s)

Changing registration or certification date fields may cause you to be in
breach of the regulators rules. Are you sure you wish to condnue?

8.3.15. Prerequisites Tab

If you are using prerequisites for a qualification then you can now have them set to work at
the registration, achievement or certification stage as below.

_Ragulatory | Ragistration | Achevament | Geading | Inbsgeation | Usits | ol | Grougs [(Freesuinm] | ftry Aequiraments | Guablication Sats | Custom | Hotes | Docemarts |

Regulator Number  Code Title

ALTOTESTOAIALY Teang Qualfication | - KOF -{1 putivwiny, 2 groups, PasalFl - Gararated by ‘ause’ seisng seripish
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8.4 Deleting a Qualification

To delete a centre go to the Qualifications Listing page as shown in section 8.2 and locate
the qualification you wish to delete.

Once you have identified the correct qualification, click on the # icon, you will then be
prompted as to whether you really wish to delete this record as shown below.

parnassusvm:90 says

Are you sure you want to delete this item? |
I “ Cancel I
Figure 8-10 : Confirmation of deleting a qualification
Click ‘OK’ to delete the record else click ‘Cancel’ to stop the deletion.
In order to delete a qualification, it must NOT ...
e have learners registered against it
¢ have any units (these must be deleted separately)
8.5 Editing a Qualification

To edit go to the Qualifications Listing page as shown in section 8.2 and locate the
qualification you wish to modify. Click on the Q icon to select the record.

You may now edit the record’s primary details as described in section 8.3 and also
manage units, Rules of combination, grading and notes.

You can view the date of the last structural change made to a qualification in the date text
next to the audit icon on the top right of the page.

Qualification
‘Quakficaion Tide: * Teserg {ueirfcason 1: NO# - 1 pecmwey. 2 provps. Paza/Feil - G auAw besing scripex

8.6 Copy a Qualification
A complete qualification record can be copied easily. You can do this by clicking on the

‘Copy Qualification’ button. A new qualification is created with the same units, RoC, entry
requirements and all of the other data that goes with it.
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8.7 Managing Units

To manage the units of a qualification, select the qualification you wish to edit as
described in section 8.5. When you have selected the required qualification click on the
‘Units’ tab on the qualification page, you will then be presented with a screen similar to the
one below.

Qualification
[P Check

Figure 8-11 : Units tab on qualification details page
8.7.1.Unit Groups

Before any units can be created or assigned to a qualification a Unit Group will need to be
created, to create a unit group click on the Units tab on the qualification page, then click on
the ‘Add New Group’ button. An in-page popup will then be displayed as shown below.

-+ Unit Group Name * |

Unit Group Code =

Save Cancel

Figure 8-12 : In-page popup for adding and editing unit groups

Field Name Purpose Validation
Unit Group Name The name of the unit group Mandatory
Unit Group Code Used to distinguish between unit groups Mandatory

on Import. Allows the same unit to be in

different groups. See Qualification Group

Code in section 7.4.4 and Qualification

Group Code in section 7.8.3.

Buttons available are

Button Purpose

E Save the unit group

- Cancel adding a new unit group to this qualification
Cancel

Once the group has been added it will become visible in the Units tab as shown below.
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Figure 8-13 : Units tab on qualifications page with groups added showing available
options

From here you can

Delete the unit group by clicking on the & icon, and confirming you wish to delete it. In
order to delete a unit group it cannot have any units within it.

Edit the unit group name by clicking on the (& icon, this will show the in-page popup as
described earlier to allow you to alter the unit group name.
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8.7.2.Assigning existing units

To assign an existing unit to the qualification click on the ‘Assign Existing Unit’ within the
unit group you wish to place the unit in, an in-page popup will be displayed as shown
below.

Figure 8-14 : In-page popup for allocating existing units
Select the units you require by checking the checkbox on the left hand side of the units
grid. Once you have selected all the units you wish to assign to the unit group click on the
‘Assign Selected Unit(s) to Groups’ button. Click close to exit the popup at any time.

You can search for units by unit code, unit name or UAN.

8.7.3.Adding a New Unit

To add a new unit to the qualification, click on the ‘Add New Unit’ within the unit group you
wish to place the unit in, an in-page popup will be displayed. See Section 9.2.

In the event that a unit exists with the entered unit code you will receive an additional
option in the buttons

Use the unit found in the database that corresponds to this unit
code
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8.7.4.Editing a Unit

To view a unit click on the © icon against the unit you wish to see, this will display an in-
page popup as shown below, on which you can view the details.

| Uiz Details

Stamic + Acive | Lemname s [Testunnt

Awailsbsie From | Ui Ciace | AR Sty Renlaced By
| Raviaw Dats | Cracl: Eagad

Regulatony | Registration | Achievement | Grading | Integration | Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerecuisites | Cutcomes | Custom | Notes

Regulatory
Owring Body RaguaterUnt Mumbar A/E02/3300
Subsect

1.1:Medicine and Dentizsry
Uniz Assezsman: Method | Mona Sac

Mot Set.

Figure 8-15: In-page popup for viewing a unit

Note: all information is read-only in this popup. To modify the primary details for a unit,
you must go to the units module.
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8.8 Managing Rules of Combination

To manage the pathways of a qualification select the qualification you wish to edit as
described in section 8.5. When you have selected the required qualification click on the ‘RoC’
(Rules of Combination) tab on the qualification page, you will then be presented with a screen
similar to the one below

Bagumcary | Crads Bawed | Regasacan || Achiwvement | Grading | drssgration | Uncy | et | Graupe | Bremgumons | E-ory Maguremems | Qeabficaton Sets | Custom | Noten | Documents

Pathway Units.
ey T o | o |

[ Variy show sedecresd Eroepes and uniss

Mo mum U Requred

] Unix Code Leve Assessment Type wWeight Resits Uit Title

© [ ASEE AucTemlnadl  Mene -
Opdicnal {0 iz Reguires
1 Cra
O un Cod - SNt T wisight m Mangs
9 [0 FszEed AusTeaUndiz s

Figure 8-16 : RoC tab on qualification details page
8.8.1.Adding a Pathway

To add a new pathway to the qualification click on the ‘Add Pathway’ on the pathways tab.
This will display an in-page popup as shown below.

Pathmay Mame | | :

Pathmary Coda

Figure 8-17 : In-page popup for adding and editing a pathway
Field Name Purpose Validation
Pathway Name The name of the pathway Mandatory
Pathway Code Used to distinguish between pathways on  Mandatory

Registration Import
Buttons available are

Button Purpose
Save the pathway

- Cancel adding a new pathway to this qualification

Cancel

Once the pathway has been added it will be available for selection in the Pathway selection
list located in the top left hand corner of the tab.

Udanls | Crudhl Sewed | Urela | Mol | Gradey | Groop | Sevagucades | Entry Hegy

e
Minitu Uit Bagurid | iy [
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Figure 8-18 : Dropdown list on RoC tab for selecting the pathway to edit

8.8.2.Editing a Pathway

Once a pathway has been selected it can be edited. To change the name of a pathway, select

the required pathway from the dropdown list and click the @icon, this will show the in-page
popup as described in section 8.8 where you can change the pathway’s name.

To alter the units available for the pathway select the required units in the grids on the RoC
tab as shown below

Figure 8-19 : Unit selection grids within the pathways tab

Field Name Purpose Validation
Minimum Units The minimum number of units that have No Validation.
Required to be accumulated for the qualification.

Maximum Units The maximum number of units that can No Validation.
Required be accumulated for the qualification.

Minimum Credits The minimum total credit value that has No Validation.
to be accumulated from all units.

Maximum Credits The maximum total credit value that can No Validation.
be accumulated from all units.

Achievement The prior time period in months where No Validation.
Month Limit grades achieved can be included toward
the current qualification.

Note: Where more than one unit group has been added to the qualification, the min units,
max units, min credits and max credits from each unit group must add up to the totals for
each entered at the top of the RoC tab.

The check box on the left of the grid is used to include/exclude the unit on the pathway. If a
unit is mandatory for the pathway select the check box on the right of the grid once the unit
has been selected with the check box on the left.
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Note: if the unit is de-selected on the left the mandatory flag will become de-selected
automatically if it was selected too.

Where more than unit group has been added you may also set the number of units required
per group for the pathway in the ‘Units required’ field. Once all the required changes have
been made, click on the ‘Save Pathway’ button to save your changes to the database.
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8.8.3.Deleting a Pathway

You can delete a pathway by clicking the delete icon as shown below

Pathway | Default v [2n

You will need to remove all assigned Units from the Pathway before attempting to delete it
and you cannot delete the only remaining Pathway (you can delete the qualification if necessary).

8.8.4.Advanced Pathway Settings

Once a pathway has been selected and had some units assigned you may setup some
advanced settings for the pathway (also known as mutually inclusive and mutually exclusive
units which may be part of your rules of combination). These allow rules regarding what a
learner can register for. To setup the advanced settings click on the ‘Advanced ..." button.
This will display an in-page popup as shown below

Acwvanced Settings
[t o |
[ com |
Figure 8-20 : In-page popup showing advanced settings for a pathway with no settings

added

Click on the ‘Add New’ button to add a new setting, this will expand the popup as follows.

Acvanced Settings
Figure 8-21 : In-page popup for advanced settings expanded for adding and editing
settings
Field Name Purpose Validation
If select unit The unit which the person has registered = Mandatory: must be
for one of the selectable
values
Then The condition for this rule Mandatory: must be
one of the selectable
values
Unit The other unit which this rule effects Mandatory: must be
one of the selectable
values
Buttons available are
Button Purpose
Save the advanced setting

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 157 of 264

Cancel adding a new advanced setting to this pathway

Return to the RoC tab
m Add another advanced setting

Once an advanced setting has been added it will be displayed within a grid in the popup, click

the @icon to edit the setting, or delete it by clicking the # icon and confirming you wish to
delete it.
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8.8.5.0ther Units Constraints

QCF enables learners to transfer credits that they have built up between qualifications. When
Editing a QCF Framework Qualification Registration, this screen sets up the ‘rules of
combination’, which allows other appropriate units (i.e. within the constraints) to be allocated
to the qualification on the Units tab.

o T
s ] el
==
Figure 8-22 : In-page popup for other Units Constraints

Field Name Purpose Validation

Subsector Subsector from which Other Units can be  Mandatory: must be
combined into this qualification. one of the selectable

values.

Level Level (or difficulty) of the Other Units Mandatory: must be
which can be combined into this one of the selectable
qualification. values.

Credit Cap Maximum Credits which this qualification =~ Mandatory
allows from Other Units

Achievement Not currently used N/A

Month Limit

Mandatory Whether it is Mandatory or Optional to Mandatory

include other units in this qualification.
Buttons available are

Button Purpose

Save the Other Units Constraint

Cancel adding an Other Units Constraint to this qualification

Once an Other Unit has been added, it will appear in the grid on the ‘Other Units Constraints’

popup. Click on the @ icon to place the required record into edit mode, or delete it by clicking
the ® icon and confirming you wish to delete it.

8.8.6.ROC Checker

On the Qualifications screen there is a “Check RoC” button, which allows you to validate that your
qualification has been set up correctly. The RoC Checker covers around twenty checks including
everything from the qualification not having any units through to checks of the credit values of the
qualification, units, groups, pathways and the different ways of combining each of these to achieve
the overall qualification. Please note that the RoC Checker should be used in conjunction with your
own manual procedures for ensuring that a qualification has been defined correctly.
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Qualification
[ soe | sowanacis | coue | crmcoc | wew s oy |

The follo

“Check RoC” button at top of Qualification Screen

Rules of Combination checked for all Pathways of selected Qualification.

RoC Results Chedk
Cheek all units for assigned grades

wing checks have been implemented:-

Checks on all qualifications

1.
2.
3.
4.
5.
6.

7.
QCF fr

Display a warning if any units of the qualification do not have at least 1 grade

Display a warning if a pathway doesn’t have any units assigned to it

Display a warning if the minimum units required for a pathway group is greater than the
number of units in the pathway group

Display a warning if the minimum units required for a pathway is greater than the number
of units assigned to the pathway across all groups

Display a warning if the maximum units required for a pathway group is greater than the
number of units in the pathway group

Display a warning if the maximum units required for a pathway is greater than the number
of units assigned to the pathway across all groups

Display a warning if there isn’t at least one grade setup for the qualification

amework Only checks

1.

2.

3.

o w

Display a warning if minimum credit required for a pathway group is greater than the sum
of the credits for all units assigned to the pathway group

Display a warning if minimum credit required for a pathway is greater than the sum of the
credits for all units assigned to the pathway across all groups

Display a warning if maximum credit required for a pathway group is greater than the sum
of the credits for all units assigned to the pathway group

Display a warning if maximum credit required for a pathway is greater than the sum of the
credits for all units assigned to the pathway across all groups

Display a warning if the qualification credit value has not been completed

Display a warning if the minimum credit for a pathway is less than the qualification credit
Display a warning if at least one pathway’s minimum credit value isn’t equal to the
qualification credit value
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8.8.7.Editing a Unit

If you click on the folder icon next to a unit on the ROC tab, then the following is displayed

|

| e

Code * |AumT§§tLN' <007 Replaced By

{ ReviewDaie |

Credi Bzsed

[T E——

Regulatory | Registration | Achievement | Grading | Integration | Dependent Items | Elements | Equivalent Units || Planned Exemptions | Prerequisites | Outcomes | Custom | Notes

Regulatory
Owning Body |

| wsazizaoo |

Subszcror 1.1:Medicine and Dentistry

From here you can modify:
Field Name
Pathway Unit
Assessment Type

Pathway Unit
Weight

Pathway Unit
Resits

Exclude from
certificate

8.9

Purpose

The assessment type. Setting this
overrides the default value set at the unit
level.

The weight value for this unit. Setting this
overrides the default value set at the unit
level.

The number of times assessment can be
retaken. Setting this overrides the default
value set at the unit level.

If checked then unit will be excluded on
the qualification(s) certificate

Managing Qualification Grades

Validation

Unchecked by default

To manage the grades of a qualification select the qualification you wish to edit as described
in section 8.5. When you have selected the required qualification click on the ‘Grading’ tab on
the qualification page, you will then be presented with a screen similar to the one below
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Regulatory || Registration | Achievement | Grading | Integration | Units || RoC | Groups | Prerequisites || Entry Requirements | Qualification Sets | Custom | Notes (1

Grading
Make Pass / Fail Grade Calculated Externally [

No Data To Display

Grade Caloulator

Standard Grade Calc

Caleulator Destription

Grade found in matrix based on sum of unit value multipfied by unit weight

Figure 8-23 : Grading tab on qualification details page

To add a new grade click on the ‘Add New’ button, an in-page popup will then be displayed as

shown below

Grade Min Max

A v ‘ ‘ ‘ ‘ LIFail Grade

Figure 8-24 : In-page popup to add a grading to the qualification

Field Name Purpose Validation

Grade The grade to specify a range for Mandatory: must be
one of the selectable
values. Only one
record per grade can
exist per qualification

Min The minimum value for this grade, for Must be a valid whole
example to achieve a grade A the learner number >= 0 and <=
should score between 70 and 80%. Max if specified

Max The maximum value for this grade Must be a valid whole

number >= 0 and >=
Min if specified
Fail Grade Flag to indicate if achieving this grade is N/A
a failure
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Buttons available are

Button Purpose
Save the grade

Cancel adding a new grade to this qualification

Once a grade has been added it will appear in the grid on the ‘Grades’ tab. Click on the @
icon to place the required record into edit mode, or delete it by clicking the # icon and
confirming you wish to delete it.

8.10 Understanding Qualification Grade Calculation

The overall grade achieved on a Qualification is calculated by considering the grades achieved on
the registrations Units.

Qualification Grade Calculation

For all Units on the registration flagged as “Include on Award”: sum (each Unit's Weight the
Value of the Unit Grade achieved) and compare this summed value with the min/max fields of
the Qualification to determine the appropriate overall grade.

The grading structure in Parnassus is very flexible to allow many different types of grades and the
effects of combining Unit grades.

Details | Credit Based | Units | RoC | Grading | Group || Prerequisites | Entry Requirements | Motes

Add New Make Pass / Fail Grade Calculated Externally

Grade Minimum Maximum Fail
Grade Calculator
[> 1 I 22 30
Standard Grade Calc v
© % e 13 21
O ®c e 12 Calculator Description

Grade found in matrix based on sum of unit value
multiplied by unit weight

Qualification Grades
8.10.1. Custom Grade Calculator

By default the Parnassus Standard Grade Calculator calculates Qualification grade by “adding up”

Unit achievement and determining overall Qualification grade from the sum of Unit achievement.

Parnassus allows custom grading methods, where a different formulae is applied to calculate the

Qualification grade. Examples of this are;

e The Qualification grade is set to the lowest Unit grade excluding units with a weight of zero

e The Qualification grade is calculated but set as unsuccessful if a unit is failed with no more
resits available

If you have grading like this please contact Gordon Associates as the custom logic will need to be
defined and added to your Parnassus installation. The Grade Calculator feature means that the

majority of these grading methods can be done as customisations and do not require a Parnassus
upgrade.

8.10.2. Grade Calculation Trigger

A Learners overall Qualification Registration Grade is (re)calculated when grades are recorded
against its Units Registrations.
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Important: The Grade Calculation routine first checks the Rules of Combination for the
Qualification.

If the Learners Registration does not pass all the ROC for Qualification
then it will not attempt to calculate an overall Qualification grade.

If the Rules-of-Combination are passed for the Learners Registration then the system looks at all
the achieved grades on the Units which have been flagged as “Inc. On Award” on the Registration.

e . 2 Attempts on B Inc On  Use Part Unit
o Unit Code Unit Mame Reg Date Type Credit Level Grade RPL reg (All) Alt ach  Pre-Reg Res Rel Date Arwd B Ren Reg
0 AutoTestUnit005 Test Unit 5 10/07/2018 M 1 1 0(0) Ne — rd rd

Each Unit which is part of the Qualification must be setup with the possible grades attainable,
including “Fail Grades”.

Test Unit 8
T Lo s

Unit Name * |Test Unit 8 |
Unit Code * AutoTestUnit008 |

un @ | |

Level + 2 v

Credit Based Unit rd
Default Assessment

Externally Tested v
Type LiJ Y

Apply this Type 1o all Pathways
Default Weight | 1 | Default Resits | 99 |
Status = Active v

| Details || Grading || Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites
Notes |

Add New Make Pass / Fail

Grade Value Minimum Maximum Fail
© 2 a 3 6 7
© s 2 4 5
© % c 1 2 3
© o 0 0 1

When a learner has been assessed on the Unit, the grade they attain for that unit is limited to the
list added to the Unit.

When the Unit is created in Parnassus its grades can be set-up in a number of ways:
1. Pass and Fail only
2. Fail, Pass, Merit and Distinction
3. AB,C,D,E,F

Or any ‘logical’ combination:
4. A, B, E, Fail
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“Fail Grades” on Units
Attainable Grades added to a Unit which are flagged as “Fail Grades” serve a particular
purpose in Parnassus.

Grades attained which are flagged as a “Fail Grade” shows Parnassus that the Unit has not
been achieved, and therefore the Rules of Combination check will not include that Unit and
most likely fail the ROC. In this way, you can record an attained grade of “E” (flagged as fail-
grade) for a Learner, but doing so will not cause the Qualification Registration to calculate an
overall grade and suggest full achievement of the Qualification. If the “E” grade is not flagged
as a “Fail-Grade” then the Unit is seen to have been achieved and will be included in the Rules
of Combination check.

Note that the name of the Grade does not imply that it is a Fail grade!!! Parnassus will
allow a grade called “Fail” which is not a Fail-Grade. This allows ultimate flexibility with the
grading structures. For example, you could have both “E” and “F” set as fail-grades, or an
alternative grade representing fail, such as “Refer”. You could even have learners achieve a
“Fail” but allow them to pass the Qualification (although this isn’t recommended)

Units without marks or grades
These can be used with the Assessment Type ‘Not Assessed’

These units can appear on the Full certificate but will not be included on Unit and Partial
certificates.

Unit Grade — Minimum and Maximum Fields
When the Unit is setup and the attainable grades are added, each one has minimum and
maximum values applied.

The Minimum and Maximum values are used when assessment “Elements” are used and the
appropriate grade for the Unit needs to be calculated.

When Elements are not used, the Unit Grade attained is entered in Parnassus for a Learner,
and the Minimum/Maximum values are irrelevant.

Unit Weighting and Unit Grade Value

Each Unit has a “Default Weight” field (which can be over-ridden once added to a Qualification)
and each Unit-Grade has a “Value” field. The weight indicates the importance of the Unit in terms
of the overall Qualification Grade. The Value of the grade attained by a learner is multiplied by the
weight of the Unit to give a figure used in the grade calculation. In this way some Units can be
“worth” more than others within a Qualification.
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Add new Unit

e

Unit Name * Test 1
Unit Code * ‘T1
un @ ‘

Level + ‘ None

Credit Based Unit

Default Assessment
Type @

‘ Externally Assessed

Apply this Type to all Pathways

n

7‘1

Default Weight

‘ Default Resits ‘ 0 ‘

Statug = ‘ Active

d

| Details || Grading || Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites

Notes |

Grade

(7]
4
y

O O O
™

Worked Example 1

Add New Make Pass / Fail

Value

Minimum

76

40

Maximum Fail

100

75

39 Li
19 Ld

Qualification with two units, both Mandatory as defined by the ROC.

e Unitl — Weight: 2
e Unit2 — Weight: 1

Both Units have the following Grades available:

Grade
© = a
© r B
© » E
© x Fai

Qualification has Following Grades available:

Grade

Value Minimum Maximum Fail
10 76 100
5 40 75
0 20 39 ¢
0 0 19 v
Unit Grades
Minimum Maximum Fail
21 30
11 20
] 10

Qualification Grades
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Recording grades against the Learners Unit Registrations (through any channel — Quick Grade
Entry, Grade File Upload, manually etc.) will cause the Qualification Registration Grade calculation
to trigger.

N.B. The Minimum/Maximum fields are for information only if Elements are not used.

Learner has:
e Grade of “B” recorded for Unit1
e No grade recorded for Unit2

Grade Calculation will stop when the ROC fails (because not all Mandatory Units have a non-fail
grade recorded) — in which case no overall Qualification Grade will be calculated.

Subsequently, if the Learner achieved a grade of “A” for Unit2, the Qualification Grade calculation
will be triggered again, ROC will pass now and overall Qualification Grade calculation will proceed.

Qualification Grade Calculation

For all Units on the registration flagged as “Include on Award”: sum (each Unit's Weight
multiplied by the Value of the Unit Grade achieved) and compare this summed value with the
min/max fields of the Qualification to determine the appropriate overall grade.

“Inc. on Award” Unit Weight | Grade Achieved | Grade “Value” | Value x Weight
Units
Unitl 2 B 5 10
Unit2 1 A 10 10
Sum 20

The value of 20 is compared against the grade boundaries for the Qualification

Grade Minimum Maximum Fail
(> 21 30
© % c 11 20
(> I = 0 10

The overall Qualification Grade in this example is therefore recorded as a “C” grade as can be
seen.

8.10.3. Pass / Fail Grades
It is very common for Qualifications and their Units to be simply either achieved or not (e.g. in all
QCF Quals/Units) so if each of the Qualifications Units are achieved (therefore fulfilling the ROC)
then the overall Qualification is achieved.
This simple “achievement” grading model may at first-glance seem not to fit the Parnassus grading
model as described above. However, with the use of the correct values it can be seen that a
simple “Pass/Fail” model can be modelled in Parnassus.

Worked Example 2 (Pass / Fail)

Qualification with five units, all Mandatory as defined by the ROC.
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Unitl — Weight: 1
Unit2 — Weight: 1
Unit3 — Weight: 1
Unit4 — Weight: 1
Unit5 — Weight: 1

All Units have the following Grades available.

Grade
© i Pass
© ® Fail

Value Minimum Maximum Fail
1 1 1000
0 0

Unit Grading Tab

Qualification has Following Grades available:

Details | Credit Based | Units | RoC | Grading | Group | Prereguisites | Entry Require

Grade

0 # Pass
O » ril

Grade Calculated Externally

Minimum Maximum Fail

1 1000

1] 0

Qualification Grades

As with the previous worked-example, the overall Qualification Grade calculation will not be
triggered until the Learner’s registration first fulfils the Rules of Combination for the Qualification.

In this example, Qualification Grade will only be calculated when all 5 mandatory units have been
awarded a “non-fail” grade. When the ROC are fulfilled the Qualification Grade calculation is the

same as in all cases:

Qualification Grade Calculation
For all Units on the registration flagged as “Include on Award”: sum (each Unit's Weight
multiplied by the Value of the Unit Grade achieved) and compare this summed value with the

min/max fields of the Qualification to determine the appropriate overall grade.

Therefore the Overall Qualification Grade is calculated thus:

“Inc. on Award” Unit Weight | Grade Achieved | Grade “Value” | Value x Weight
Units
Unitl 1 Pass 1 1
Unit2 1 Pass 1 1
Unit3 1 Pass 1 1
Unit4 1 Pass 1 1
Units 1 Pass 1 1
Sum 5

The value of 5 is compared against the grade boundaries for the Qualification
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Grade Value Minimum Maximum Fail
© 1® ras 1 1 1000
© R Fai 0 0 v

The overall Qualification Grade in this example is therefore recorded as a “C” grade as can be
seen.

You can see then that the default values created when you use the “Make Pass/Fail” buttons on

Qualifications and Units essentially mean that if a Learners registration fulfils the Rules of
Combination then they will achieve a Pass grade.

8.10.4. Unit Grade Calculation - Elements

If a unit uses elements, the Unit Registration Details screen will display additional fields to
allow marks to be entered for the individual elements. See Figure 8-25 : Element Grade

Entry.
Unit Registration Details
Unit Test 1 |
Unit Code T1
5 5 nar Last LRS Action Nons
[ErEimTT RaiE Zaibozota Last LRS Action Date MNone
Include On Award £l

Grading | Prerequisites

Mark 78 “
Element Theory ¥
Add To Current Assessment Ld
Attempts
Last - Last -
Grade .Es;c:ssment ﬁz:is:,ment Void Modified User :Icl;i;nva:;::nt Elements LRS gzltzase E);I':c)éw
Date Upload
Enthusiasm
H  24/09/2018
Mark:40.00
B Practical
B [ pass 24/05/2018 24092018 ga Mo B 24/05/2018
Mark:€3.00
Theary
H  24/05/2018
Mark: 78.00
Figure 8-25 : Element Grade Entry
Field Name Purpose Validation
Registration Date Date of registration Mandatory
Include On Award Whether unit is to be included on the  Optional
award
Date Date Grade achieved Mandatory
Mark Mark Achieved — numeric marks Mandatory
only.
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Element Which element the mark was Mandatory: must be
achieved against. one of the selectable
values.
Add To Current Selected to add the Mark achieved Optional
Assessment to the current assessment.

Not selected to create another
assessment.

Buttons available are

Button Purpose
Add the Grade achieved.

Saves any data changes.

Close Returns to the Edit Qualification Registration — Units
screen.
' | Display the Audit History Screen.

The number of Marks which can be added is dependent on the maximum number of resits which
have been configured for the element. If a learner reaches the resit limit for an element a new unit
assessment will be created and the previous assessment shown as failed. This will count as a unit
resit and the unit resit will still be enforced. The resit counter for elements is then reset and the
learner must re-take any elements they have already passed.

Worked Example

In the above example (See Figure 8-25 : Element Grade Entry), the overall grade is calculated as
follows:

Mark Weight Total
Element
Enthusiasm 40/50 1 40
Practical 63/100 2 126
Theory 78/100 1 78
244

Divide by the total of the weights.
24414 =61

Compare this figure with the Unit Grading matrix and it gives an overall grade for the unit of
C. See Figure 8-26 : Unit Grading Matrix.

Details | Grading | Dependent Items | Elements | Equivalent Units | Planned E

e

Grade Value Minimum Maximum Fail
(> 0 B0 200
2 ®e o 70 75
[ >3 o 50 65
(> I 0 0 43

Figure 8-26 : Unit Grading Matrix
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Note: Element details are not shown on certificates.

8.11 Scottish Qualifications in Parnassus

Parnassus has the following support for Scottish Qualifications, which is based on the English
QCF Qualification framework. If you require further functionality in this area please contact GA.

8.11.1. Qualification Set Up

Set the Qualification to be the Other Framework and select Credit Based, Type to “SVQ”, and the
Level as you require.

Regulatory || Credit Based | Registration || Achi | Grading | ion | Units || ReC | Groups || Prerequisites || Entry Requi | Qualification Sets | Custom | Notes (1) | Docume:
Regulatory
Owning Body@ | | Primary Regulator Qual Number g | |
Primary Framework | Crher M | Typed | Scotwish Vocational Qualification v |
Leve |1 | ere O Sussecar | oNane
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8.11.2. Unit Set Up

Set Credit Based Unit, Credit value and Level as you require

Add new Unit

D

Unit Name *
Unit Code *

une

Level +

Cradit Based Unit
Default Assessment Type @

Defaut Weight

Status +

2

| Extemally Assessed - |

Apply this Type to all Patiays

(e -

L]

Defaut Resits

Detsils | Grading | Dependent Items || Elements | Equivalent Units | Planned Exemptions || Prerequisites | Notes

Credit Value +

Guided Leaming Hours

Total Unit Time

Unit Expiry Date®

Resub Relezse Datz

‘Operational Start Date in Centres

Unit Avzilzble From

Certficate Template

]
]
I
)

—
]

| StendalonetnitCertificateBatch v | -
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8.12 SQA Statutory Reporting available in Parnassus

SQA have specified 1 report they require and called it “SQA Accreditation”. This report is available
in version of 4 and above of Parnassus, and is run from the Standard Reports area of Parnassus
as below.

Reports
Ofgqual QDC Launch Report Builder

Loading Reports From necp:// et |/ Reportserver_PARMASSUS/ReportSe
®Standard Reports

‘Custom Reports
i e N e

Ofgual Learner Level Vocational Data Request :

Qualification Certificates Due
Quals Offered

Quals Offered - by Centre

Quals Offered - by Qualification
Reg and Cert Summary
Registration Completion by Centre
Registration Completion by Month
Registration Completion by Qualification
Registration Completion by Site
Registration Trends

Registrations
5QA_Accreditation_Report
Urnverified ULN Status
XREP_CenwesAndQuals
XREP_CentrezAndQualSers
¥REP_CentresAndSites
KREP_Certificates
¥REP_ContactDetails

WDCM Coomslics

View Report

8.13 SQA Statutory Reporting - Information Provided By SQA

SQA Accreditation Data Requirements from June 2011

8.13.1. Introduction

All Approved Awarding Bodies are required to submit data returns to SQA Accreditation
on a quarterly basis.

These data returns will now consist of totals for each accredited qualification, even if
they are nil.

8.13.2. The Quarterly Periods

Data should be submitted quarterly for both SVQ and non-SVQ candidates. We only
need the overall group award details and do not need any information on individual unit
achievements. This is due for the following calendar periods.

Quarter 1 = 1st April - 30th June

Quarter 2 = 1st July - 30th September

Quarter 3 = 1st October - 31st December

Quarter 4 = 1st January - 31st March

8.13.3. Data Collection Schedule

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 173 of 264

The data must be submitted by awarding bodies to the SQA Accreditation Information
Officer by the submission deadline documented in the Data Collection Schedule.

To check qualification types, please see the 'Qualification Listing' at
www.sqa.org.uk/accreditation

8.13.4. SQA Defined report

Awarding Body Please enter the full name of the approved awarding body

Registrations Please enter the number of registrations against each accredited qualification

Ol Nl =i Please enter the SQA accredited qualification title

Code Please enter the four digit accreditation code

Certifications | Please enter the number of certifications against each accredited qualification

Level Please enter the two digit level code

Please enter the qualification type, this will either be 'SVQ', 'Regulatory' or
'Other’

Qualification Type

8.13.5. SQA Contact
Karen MacGregor
Information Officer
SQA Accreditation
Tel: 0845 213 5247

8.14 Qualification Sets

Qualification-Sets are predefined groups of Qualifications which make up a higher level of
achievement. These are commonly used to model apprenticeships.

Parnassus allows:

o Definition of Qualification-Sets
= Name, Code and Qualifications which make up the Set

o Recording of “Qualification-Set” Offered by Sites
=  Similar to Qualification Offered

o Registration of Learners onto Qualification-Sets
= This creates individual Qualification Registrations for each of the

constituent Qualifications making up the set

8.14.1. Adding and Editing Qualification Sets

This menu button accessed as part of the Qualification menu drop down list allows you to access
the Qualification Sets set up in Parnassus.

Centres Venues Learners Qualification - Certificates Reporting Contacts GA Admi

Qualifications

Qualification Sets

Units

The following page is displayed listing all of the Qualification Sets that already exist in Parnassus.
This shows the “Qualification Set Code”, Name and the number of Qualifications that make up a
Qualification Sets in a grid with paging enabled, sorted by Apprenticeship Code.
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Qualification Sets

oo
n =

>> Clicking on “Add New” or the Edit icon will take you to the Qualification-Set details shown
below:

>> Complete the details as appropriate and click “Save” or “Save and Close”

Field Name Purpose Validation
Qualification-Set Code Used to identify the Set Mandatory
Qualification-Set Name Used to identify the Set Mandatory
Product Code Used if applicable fee is raised from

Parnassus (to Hermes).

Adding Qualifications to the Qualification-Set
Multiple existing Qualifications can be added to the set. These must exist in Parnassus already.

>> Click “Add New Qualification” to launch the popup form shown below, allowing you to choose
one or more Qualification to add to the Qualification-Set.

You can search all the Qualifications in Parnassus to add to this set:

>> Enter the search text and select from the drop-down list whether so search by:
¢ Qualification Code

° QN

e Qualification Title

>> Tick the select box ( ) for each of the Qualifications which need to be added to the
Qualification-Set. You can add more Qualifications later if needed.

Add Qualifications
Sea'd'| | Qualfication Code A m

QN Code Credit Level Title Status Standalone -
L15 Mone Lewel 15kills  Approwed
LMNew Mone  Lews!1Skills  Approved
Odd1 3 MNone  odd units Approved
Tasting
Qualification
1rNQF-(1

pathway, 2
Eroups
Pazz/Fail -
Gensrated
by "z’
tazrine

E00/BE04T  AUTOTESTQUALY Approved

-

Aszzign Saelected Qualfication(s)
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Removing Qualifications from a Qualification-Set
Qualifications on the Qualification-Set can be removed from the Qualification-Set by clicking the

red-cross ( # ) next to the appropriate Qualification. This will not delete the under-lying
Qualification from Parnassus.

o pamassusum says

m Workflows  Centres Venues  Learners  Qualifcation = Certificates [ b -
Qualification Set -

Title
Level 1 Skille

Level | Skils

Deleting Qualification-Set

Qualification Sets can only be deleted when there are no learner registrations against them.

When there are learner registrations against the qualification set a message to the user is
displayed and the Qualification-Sets deletion is not allowed to proceed.

parnassusvm says

this set from being offered at all sites and will delete any Registration

Are you sure you want to delete this item? In doing s it will remove ‘
Impaort File items that are registered on this set.

n Cance' ‘

9 Unit Maintenance

As well as being able to maintain units from within the qualification a global view of units
within Parnassus is also available. To access this, click on the ‘Units’ option on the top menu.

9.1 Units Listing Page

When you have clicked on the Units option on the Qualification drop down you will be
presented with the following page.

Regulstory Type Registratian End He. of Mot

Figure 9-1 : Units listing page

8.14.2. Unit Search
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The Unit Search options available to search by are:

e Code
e Name
e UN

The order in which the Search options are displayed is configurable.
Buttons available are
Button Purpose

m Click on 'Search' to list all Units from the criteria
selected above.

The Unit Search allows the use of wildcards to increase the flexibility of searches.
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9.2 Adding a New Unit

Clicking on the ‘Add New’ button will take you to the unit creation page as shown below where
you can create the unit with no details pre-populated. Alternatively you can copy a unit by
selecting the unit from the units list.

- ——=]=]

Status Active ¥ Uniz Name *

Availanie From Uniz Code * FReplaced By

Regulstory | Registration | Achievement || Integration | Custom

Regulatory
Owring Body Regulstor Ur:

Figure 9-2 : In-page popup to add a new unit

Note: this page will popup in a new browser window rather than replacing the list of units
listing page

The different parts of the unit are organised in tabs below the main details, these are
Regulatory, Registration, Achievement and other tabs will become available when the new

unit is saved.
Unit Available The date that the unit is available from for ~ Optional: must be a
From Credit Based units valid date

e | oo [ o | 2
e+ [Famin
. | AuniTen) oo
Field Name Purpose Validation
Status Unit status - Active/suspended Mandatory: must be
one of the selectable
values
Unit Name The name of the unit Mandatory
Available From The date that the unit is available from Optional: must be a
valid date
Unit Code The code of the unit Mandatory
Replaced by Details of a unit that replaces this unit Optional
Unit Review Date The date when a unit will need to be Optional: must be a

reviewed prior to the expiry, which must valid date
be earlier than the expiry date.
Credit Based Whether the unit is a credit based unit Optional
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Level + ! "

)
Credit Based Unit |+
Default Assessment

FMedmrmmlhs Ammmme s el —

Figure 9-3: Credit based unit tick box

When ticked this will activate the Credit value box so the credit value of the unit can be
stored.

Buttons available are

Button Purpose

Save the record with the data entered and remain on this page to
continue editing the record.

Save and Clase Save the record and return to the Units Listing page as shown in
section 9.1.
Close Return to the Units Listing page as shown in section 9.1 without

saving any changes made.

Once a unit has been created it can be assigned to a qualification as described in section
8.7.2.

9.2.1. Regulatory Details Tab

This tab shows the details of regulatory information.

Regulatory || Registration | Achievement | Integration || Cussom

umber @

Field Name Purpose Validation
Owning Body The organisation/s recognised by Ofqual  Optional
to award the accredited qualification.
UN Unit Accreditation Number Optional
Level Difficulty level of the unit, between entry Mandatory
level and level 8
Subsector Industry sector the unit belongs to Mandatory: must be
one of the selectable
values
Unit Assessment How the unit will be assessed. Unit Mandatory: must be
Method Assessment Method is the value held on  one of the selectable
The Register (RITS) so cannot be values
customised.
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Regulatory Type
Total Unit Time

Guided Learning
Hours

The regulator for the unit

Total number of learning hours required
for the unit

Number of hours of learning time for the
unit under the instruction of a
teacher/trainer/tutor.

Optional
Optional

Optional

Note: Unit Assessment Method is only held at the unit level, not at qualification unit

level

9.2.2. Registration Details Tab

This tab shows the details of registration information.

Regulatery | Registration | Achiewvement | Grading | Integration | Dependent Items | Elements

Unit Expiry Date i

Field Name
Unit Expiry Date

Operational Start
Date in Centres

Operational End
Date in Centres

Cperationsl Start Date in Centres

Registration

Cperationsl End Datz in Centres

Purpose

The date on which a unit becomes no
longer available for learners to be
awarded credit for that unit, even if the
learner has already passed the unit.

Parnassus checks this date when a
learner is registered / certified on a
gualification and if the date has passed
then registration/certification is not
allowed.

The date that the unit can be registered
from as specified by the awarding
organisation.

The date that the unit can be registered
to as specified by the awarding
organisation.

Gordon Associates
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Optional: must be a

valid date

Optional: must be a

valid date

Optional: must be a

valid date
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9.2.3

Achievement Details Tab

This tab shows the details of achievement information. It has two sections for Achievement
and Certification information.

Regulatory =~ Registraticn

Achievernent

achievement

Grading | Integration | Dependent Items @ Sub Units

Equivalent Units | Flanned Exemptio

Default Azseszment Typ= il
Defaul Weight 140
Defaulr Resits

Has Unit Marks

Credit Yalue +

[Credic Based Only)

Externally Assessed

Apphy this Weight to all Patheays

Apply this Resists 1o all Pathways

Mamimum Mark |

Re=sult Relzase Dar= |

- Apply this Type to all Pathways

Certification

Certificare Title

Certificare Template i

Field Name
Default Unit
Assessment Type

Allow EV Allocation

Default Unit Weight

Default Unit Re-sits

Has Unit marks
Maximum mark

Credit Value
(Credit based Only
— enabled when
Credit based unit is

EmandaloneUnitCermificat=Banch -

Purpose

The default unit assessment type. This
can be customised to add additional
types. This value can be applied to all
pathways if you use the button to the
right.

Whether the unit assessment can be
direct claimed (unticked) or must be
checked by an allocated EV user (ticked)

The weight value for this unit. This value
can be applied to all pathways if you use
the button to the right,

The number of times assessment can be
retaken. This value can be applied to all
pathways if you use the button to the
right.

Indicates unit marks are in use

This will be validated on manual mark
entry and grade import. The default will
be 100. The unit grade can be calculated
from the mark. Please contact Gordon
Associates if you are interested in using
this functionality.

The credit value the unit contributes to
accumulation of credit for a qualification.
A unit cannot have different credit values
on different qualifications. One credit
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Validation
Mandatory: must be
one of the selectable
values

Optional: If ticked the
unit will appear in the
Unit DCS tab where it
is offered by a site.
Optional: must be a
valid whole number >=
0 where specified
Optional: must be a
valid whole number >=
0 where specified

Optional
Optional

Mandatory
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ticked see Figure
9-4 below)

Result Release
Date
Certificate Title

Certificate
Template

represents 10 hours notional learning.
(this equals Guided Learning Hours (see
below) + self study time etc.)

The date where the assessment results
may be released

This title can be used on the certificate if

required to be different from the Unit Title.

Template will only be used when creating
a unit certificate without first selecting a
gualification

Optional
Optional

Optional

Note: Default Unit Assessment Type is a default for the unit and can be changed
when a unit is assigned to a qualification, so a unit’s default value could be ‘Externally
Assessed’ but on a particular qualification it could be ‘Internally Assessed’

9.3 Deleting a Unit

To delete a unit go to the Units Listing page as shown in section 9.1 and locate the unit

you wish to delete.

Once you have identified the correct unit, click on the & jcon, you will then be prompted

as to whether you really wish to delete this record as shown below.

Are you sure you want to delete this item?

n Cancel

|

Figure 9-5 : Confirmation of deleting a unit

Click ‘OK’ to delete the record else click ‘Cancel’ to stop the deletion.

In order to delete a unit it must NOT ...

Be assigned to any qualifications
Have any learner registrations

9.4  Editing a Unit

To edit a unit go to the Unit Listing page as shown in section 9.1 and locate the unit you

wish to modify. Click on the

page displayed in a popup window similar to the one below.

Gordon Associates
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Test Unit 11 {elements)

B

UnitName * |TkUmk 11 (siaments)
Uit Cods * |AuhoTestUnllm| | une |
Level s | 1 - |
Default Assessmert Type 8 | Extzrmally Examined v | Apply this Type to all Pathways.
Default Weight | 1 | Apply this Weight to all Pathways
Default Resits |EEQ | Apply this Resists toall Pathways
Staius = | Active - | Credit Based Unit [
Desils | Grading | Dependent Irems | Elements | Equivalent Units | Planned isites || Outcomes || Notes
Grade Value Minimum  Maximum  Fail
O B P 1 50 100
2 R R 0 [ as -

Figure 9-6 : Popup window for editing a unit

From here you can change the unit’s details, for a list of the field definitions see section 9.2.

Additional buttons available when editing the unit are

Button Purpose

Apply this Type to all Pathways
Apply this Weight o all Pathways

Apply this Resists to all Pathways
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9.4.1.Grading Tab
To automatically add a pass and fail grade, click on the ‘Make Pass/Fail’ button.

| Details || Grading ” Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites |
| Notes |

Add New Make Pass / Fail

No Data To Display

You can also use the grading types in the drop down menu to set the grading by selecting the
item and clicking the ‘Create Defaults’ button as below.

Regulatory | Reglstration achlevement|cradlna Integration | Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites | Outcomes | Custom | Wotes

Grading

Mone Set

Grade WValue Fail .
Fass/Fa

Distinetion 3 Pass/MeriuDistincrion/Fail

2

E H B x

Q000

To add a new customisable grade, click on the ‘Add New’ button and an in-page popup will
then be displayed as shown below.

Add Grade
Grade Value  Min Max
A v ‘ | | ‘ ‘ Fail Grade

BEE=

Figure 9-7 : In-page popup for adding a new unit grade

Field Name Purpose Validation
Grade The grade to specify a range for Mandatory: must be
one of the selectable
values. Only one
record per grade can
exist per qualification
Value The value for this grade, this will get Must be a valid whole
multiplied by the unit weight to provide a number >= 0 if
value for identification of the qualification  specified
grade which has been achieved.

Min The minimum value for this grade Must be a valid whole

(not currently used) number >= 0 and <=
Max if specified

Max The maximum value for this grade Must be a valid whole

(not currently used) number >= 0 and >=
Min if specified

Fail Grade Flag to indicate if achieving this grade is N/A

a failure

Buttons available are
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Button Purpose
Save the grade

Cancel adding a new grade to this unit

Once a grade has been added it will be displayed within a grid in the popup, click the @icon
to edit the grade, or delete it by clicking the # icon and confirming you wish to delete it.
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9.4.2.Integration Tab

The integration tab shows the details of the integrated items you may have in two sections
integration and finance.

Regulatory | Registratien | Achievement | Grading | Integration | Dependent Items || Elements | Equivi

Available for Exam Bookings

Minimum Age for Exam
Bockings

Crnargeabls ]
Field Name
Available for Exam
Bookings
Availability

Minimum Age for
Exam Bookings
Maximum Exam
Bookings
Chargeable

Product Code (GP)

Integration

Anzilabiliny Mot et v

Maximum Exam
Bockings

Finance

Product Code (GP)

Purpose

To indicate whether the unit is available
for exam bookings — this by default is set
to be available.
Shared/Restricted/Private

Whether available to all awarding
organisations or restricted to specific
awarding organisations.

How old in years the learner should be to
take the Exam

A number to show the maximum Exam
Bookings that are allowed for this unit
Used to control business logic of raising
fees when used in conjunction with
Hermes link to finance module.

The product code — used in conjunction
with Finance modules

9.4.3.Dependent Items Tab

Validation
Optional

Mandatory: must be
one of the selectable
values

Optional

Optional

Optional. Ticked or
Unticked checkbox

Optional

The dependent items tab shows all of the qualifications which share the unit which is being

edited.

Details | Grading | Dependent Items || Elements | Equivalent Units | Planned Exemptions | Prerequisites |

Notes |

Qualifications sharing this unit

Qual Code
L15

LMNew

Qualification Name
Level 1 Skills

Level 1 Skills

Figure 9-8 : Units - Dependent Iltems Tab
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9.4.4.Elements Tab

Parnassus has the concept of Elements, which allows units to have multiple grades. e.qg.
where multiple grades are required because there is both a theory and practical aspect to
the unit. Elements are set up at the global-unit level; therefore every qualification using the
unit will have the same elements.

Details | Grading | Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites

Notes

XL 2 Grading Type: | Highest_Element a
Highest_Element

Mo Elements Lowest_Element
Field Name Purpose
Add New Select to enable the addition of elements.

Grading Type

Buttons available are

Button

Grading type specifies the method that
will be used for grade calculation for this
element.

Lowest_Element: The lowest mark of all
the elements is used to look up the unit
grade in the unit grading matrix. Weight is
ignored.

Highest_Element: The highest mark of
all the elements is used to look up the
unit grade in the unit grading matrix.
Weight is ignored.

Purpose
Add a new element to the unit.

Validation

Optional

Mandatory: must be
one of the selectable
values.

To add a new element, click on the ‘Add New’ button and an in-page popup will then be
displayed as shown below.

Code

Name

Maximum Mark

Assessment Type | Externally Assessed -

Weight

Maximum Resits

S0 maime

Figure 9-9 : In-page popup for adding a new element
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Field Name
Code

Name
Maximum Mark

Assessment Type

Weight
Maximum Resits

Buttons available are

Button

Save and Close

Purpose
Code to identify the element.
Name to identify the element.

The maximum mark that can be achieved
from the element.
How the unit will be assessed.

Weight of unit within grade calculation.

Maximum number of times that a grade
can be entered for this unit.

Purpose
Save the element and close the popup

Validation

Optional

Optional

Optional: defaults to
100

Mandatory: must be
one of the selectable
values.

Optional: defaults to 1
Optional: defaults to 1

Close the popup and don’t add a new element

Once an element has been added it will be displayed within a grid in the popup.

Details | Grading | Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites

Notes

Code

Enth1

P1

T1

Gr’ading Type: | Highest_Element v

Title Max Weight Assessment Type Resits
Enthusiasm 100 1 Externally Assessed 1
Practical 100 1 Externally Assessed 1
Theory 100 1 Externally Assessed 1

Figure 9-10 : Unit Element List
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9.4.5.Editing Elements
Elements can be editing by clicking the icon (D) next to the Unit’s Element you wish to edit.

Details | Grading || Dependent Items | Elemeants | Equivalent Units | Planned Exemptions | Prerequisites

Notes

Grading Type: | Highest_Element v

Code Title Max Weight Assessment Type Resits

o ® e Enthusiasm 100 1 Externally Assessed 1

When you click the folder icon, the row becomes editable, with a “Save” but at the far right of the
row. Each of the Elements fields can be edited.

Code Title Max Weight Assessment Type Resits

g1 Enthusiasm 100 1 Externally Asse.. v 1 m

9.4.6.Equivalent Unit Tab

Equivalent Units — Based on achievement from Credit based units.
“Opportunities to count credits from a unit/s from other qualifications or from unit/s submitted
by other recognised organisations towards the qualification in place of mandatory or optional
unit/s”

Each Unit in Parnassus can be setup with one more Credit Based unit which is “equivalent”.

Once this is done, any Learner registered on the Unit in Parnassus, can be recorded as “exempt”
having the “equivalent unit” (assuming that evidence is provided) and an appropriate grade can be
recorded for the Unit can be entered (see “Alternative Achievement” in the Learner Registration
section for details of recording this).

By predefining specifically which Units can be used the Awarding Body can “control” how these are
used.

Adding an “Equivalency”

>> |n the Unit Details page of the Parnassus Unit which you want to change, go to the “Equivalent
Units” tab.

Details | Grading | Dependent Items | Elements | Equivalent Units | Planned Exemptions | Prerequisites

Notes

Add New Equivalency

Mo Equivalencies

>> Click “Add New Equivalency”
>> |n the popup form, enter a code and description which will help identify the specific equivalency:
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Edit Equivalency

Equivalency code = |UnitA |
Description Unit A City & Guilds

4
Units No Unit Equivalencies

Add Unit
o Lo oo T

>> Click “Save”

Add “Equivalent Unit” to Equivalency

>> Click “Add Unit” to record for this equivalency, the Credit Based unit(s) which are applicable.
>> |n the popup form, enter the UN, Code and Title of the Credit Based unit which is equivalent to
the Parnassus Unit being updated.

Add Unit to Equivalency

UN * |uowouuow |

Eguivalent Unit Code Unit A |

Equivalent Unit Title = Unit A City & Guilds|

Save and Close m

>> Click Save and Close
Additional Equivalent Units can be recorded as above.

The Equivalent Units tab will list all the Units considered equivalent.

| Details | Grading | Dependent Items | Elements || Equivalent Units || Planned Exemptions | Prerequisites |

MNotes |
Equivalency Code Description
Q % Unit A Unit A City & Guilds
© = Unit B Unit B City & Guilds

Delete Equivalent Unit
>> From the “Equivalency” popup, click the red-cross # next to the unit whose equivalency you
wish to delete.

Edit Equivalent Unit

>> From the “Equivalency” popup, click the folder-icon € next to the unit whose equivalency you
wish to edit.

>> Edit the popup form as necessary:

>> Click “Save and Close”
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9.4.7.Planned Exemptions

This has been designed in line with QCA document “QCA/09/4284 — Exemptions in the
Quialification and Credit Framework”

Planned Exemptions allow the Awarding Body to predefine any type of exemption which they
agree or design when setting up a Qualification and its Unit.

Once these have been setup, a Learner registered on a Unit, can be shown to be exempt from
study and assessment based on one of the predefined “Planned Exemptions” (see “Alternative
Achievement” in the Learner Registration section for details of recording this).

Adding a “Planned Exemption”

>> Open the Unit Details page for the Unit in Parnassus against which the planned-exemption is to

be recorded
>> Go to the “Planned Exemption Tab” for this Unit:

Details | Grading | Dependent Items | Elements || Equivalent Units | Planned Exemptions | Prersquisites | Motes

Add New Planned Exempiion

MNo Exemptions

>> Click “Add New Planned Exemption”
>> The “Add Planned Exemption” popup form will appear:

Add Planned Exemption

*

Planned Exemption Code

Qualification Achieved *

Unit(s) Achieved

| Description

Achievement Month Limit

Save and Close Close

Field Name Purpose Validation
Planned Exemption Code The code used to identify this Mandatory
Exemption when adding to a
Learners Registration

Qualification Achieved The Qualification Mandatory
Units(s) Achieved Free text to list any specific Units
associated with this Planned
Exemption
Description Free text for any additional
descriptive information
Achievement Month Limit “The length of time after an Numeric

[qualification] is gained by a
learner that it may still count
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towards the qualification should
be set out for each Credit Based
unit or exemption”
(QCA/09/4284)

>> Complete the form with the details of the “planned Exemption”:

>> Click “Save and Close”.

9.4.8.Unit Outcomes

Unit outcomes can be used to indicate aspects of the unit and/or what the learner should be
capable of once they have achieved a non-Fail grade against the unit, and can appear on the
certificate. Unit Outcome Assessment Criteria can now also be added Please contact Gordon
Associates if you are interested in this feature and require further information. Unit Outcomes
can be added and saved in the Units Outcomes tab as below:

=] s

Unit Name |Tl Unit 11 {ekements) |

Unit Cods * |.c_.naTestunncH | une | |

el K <)

Default Assessment Type @

| Extarnally Examined - \ Apply this Type to all Pathways.
DefaukWeight [ Defaut Rests s |
Status = | Aate -| Credit Basad Unit v
Details | Grading | Dependent Items | Elements | Equivalent Units | Planned [ isites | Outcomes | Notes
Add Unit Outcome:
Code Title
e ® om Can display cenfidence and knewledge of subject
e ®n oum Czn document the subject knoviledge

JAdd Unit Outcome:

To add unit outcomes click the button and add the outcome code and outcome

title in the popup as below:

.Cn}de| |

.'I'n:le| |

Each unit outcome can have assessment criteria added as below — please contact Gordon
Associates if you are interested in using this.
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Add Unit Outcome

Assessment Criteria
Add New

Mo Assessment Criteria

Assessment Criteria

LUl Daseu L

Assessment Criteria

Criteria Code ‘ KN |

Keeping Notes

Criteria Title

Keeping detailed and accurate notes

Criteria Description

All topics and some sub topics covered

Mandatory
Delivery Content

Submission of Ieg\'blel notebook

Evidence

Requirements

Save Cancel

9.4.9.Custom Tab

e e e e ey e e e e e e e e e o el L
gration || Units | RoC | Groups | Prersquisites | Entry Requirements | Qualification Sets ICustumI| Motes (1

R

| Regulatory | Registration | Achievement | Grading | Inte

Any custom data for the unit is shown here. Please contact Gordon Associates if you need
information on this tab.

9.4.10. Notes Tab
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Regulatory || Registration | Achi | Grading | I ion || Units || RoC | Groups | isi | Entry i | Qualification Sets || Custom | Notes (1) |_

strach = File |_Chooss fil | Nofile chosen Jox orty O

Note

RachelA0Admin confirmed the increasing of our end dates past that of their associated
regulatory end dates,

[# # Regulatory Registration End Date: ‘05 November 2020°
Our Registration End Date:
Regulatory Certificate End Date: '05 November 2020°
Qur Certificate End Date: "

You can save notes and attachments concerning the unit here.

9.5 Copying a Unit

If you have unit to create that is similar to an existing unit then you can copy the details. You
select the unit you wish to copy from the unit list by clicking on the > icon to select the record.

Click the [N¥¥S button as shown below

Test Unit 14 - Pre Req Assessment Test

Ei==EE=] 2

St + Ao * | UritName = TesrUnis 14 . Pre Req Assessment Test
Auzllatle From UritCoge @ AutaTesiiniclis Replaced By |
Review Date Credr fazed [

| Reguistory]| Reglstration | Achisvement | Grading | Integeation | Dependent items | Elements | Equlvaleat Units | Flanned Exemgtions | Prarequisites || Outcomes | Custom Motes |

Regulatory

Qwniing Body Reguiazor Unik Number @

Ll Hone - Subsector GMane -
Uniz Assessment Mechod @y Mene Ses ¥ Catsgory Unzpecried *
Rugalatary Ty hicc Se -

aal Unie Time

You can then add in the new unit code, name and UN and click on the button as

below

Copy Unit
1
5 MNew Unit Code || | I
Izl Test Unit 14 - Pre Reg Assessment Test
Marme
e LUK

Mote : All details of the unit will be copied with the exception of Motes, Prerequisites, Equivalent Units and

Exemptons

The new unit is created and will copy the unit details and Regulatory, Registration, Achievement
and Grading from the original unit.
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10 Certification

“Certification” is the process of creating Certificates for Unit and Qualification based on the
Rules-of-combinations and data setup for those Qualifications and Units. Certificates are
created in “batches”, which can subsequently be printed.

To enter the Certification area there is menu item in the Parnassus main menu.
We now have the ability to produce eCertificates and also to allow the use of QR codes on
certificates which will enable them to be checked via the QR code. Please contact Gordon

Associates if you would like to discuss using any of these options.

10.1 Batch Listing Page

Once you have clicked on the Certification option you will be presented with the following
page

Batches
NewBarch Wizard_. | Create Caruicares from Event
filters

L Batch  Transcript Date 3atch X _ Created  #
Select All stas nscrip! - 2N qualification Title BatchRequest  Cenre Site @
(Across all pages) Printed Created Type

By Certs

Figure 10-1 : Batch listing page

Option/Button Purpose
New Batch Wizard.. Create a new batch as described in section 10.2

Create a Certificate batch from an Event (please speak to us if
reate Certificates from Event

you wish to use events)
Centre Centre Filter to apply to Batch List display
Site Site Filter to apply to Batch List display

Show my batches only ~ When this flag is checked only those batches which you have
created will be displayed in the batch list

Hide printed batches When this flag is checked only those batches which have not
yet been printed will be displayed in the batch list

Batches to Display Number of batches to display per page

1.} View the selected batch, see section 10.3

e Print the batch, see section 10.4

] View the Certificate Transcript, see section 10.5

ET_ View the Certificate Batch Summary, see section 10.6
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10.2 Creating a New Batch

Click on the ‘New Batch Wizard...” button to follow the process of creating a new batch.
The following page of the wizard will then be displayed

Certification Wizard

Choose Certification Type

Figure 10-2 : Certification type selection page

As can be seen from the above image, there are several types of certification available.
These are detailed in the following sub-sections. Select the required certification type and
click the ‘Next’ button.

Option Description

Qualification A full qualification certificate.

Unit A certificate for an individual unit.

Filter By When checked the wizard will show the qualification select page of
Qualification * the wizard. When unchecked this will jump to the unit selection

page of the wizard. This is only applicable for unit certificates.

Partial A partial certification may also be referred to as a Transcript or a
Certificate Of Unit Credit and can be used to mean any of the
following:.

i) Confirmation of the achievement of a number of units
(or a single certificate); normally used if the learner is
not planning to complete the qualification.

ii) An informal ** draft of a full certificate for a qualification
for review by centres/candidates before Full Certificate
is printed.

iii) An informal ** listing of the units that a learner has

completed - this document is to be used in association
with the Full Certificate
Batch Request This option is for use with a service layer — please contact GA for
more details.
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** not subject to OfQual accreditation.
* This checkbox can be made to default to checked or unchecked and also this functionality
can be made visible or invisible depending on the user requirements.

10.2.1. Qualification and Unit Selection

For Batch types selected of Qualification / Unit (With ‘Filter by Qualification check box
checked’) or Partial, once you have clicked next from the Batch Type selection page in the
wizard you will be shown the following page

Certification Wizard

Select Qualification

Click on the folder icon of the qualification you wish to select. Code

Only show qualifications with requests

Code Title Level Status Standalone
D L1s Level 1 Skills None  Approved
© Lnew Level 1 5kl None  Approved
9 Odd1 odd units None  Approved
Testing O ©NOE - pathway 3 era R -
0 AUTOTESTQUALT  1E50NE ..‘L.IEIIT caton 1 UQF - (1 pathway, 2 groups, Pess/Fall- Genersted by Approved
‘BUTO’ testing scripts)
D AUTOTESTQUAL1O Tesl'. ng F\)Llah_fltat o 0:NQF-(1 pathway, 2 groups, Pass/Fail - Generated g Approved
by 'auto’ testing scripts)
Testing Oualification 2 - NOE - 13 pashyan - LB C .
9 AUTOTESTQUAL2 esting Rualn’lcat on2: ..I..< (2 pathway, 3 groups, ABCD, Pre Req) N Approved
Generated by 'auto’ testing scripts)
. ificat i e -
e AUTOTESTQUAL4 TES. r]g QL.IB|IfIEa.t on 4 : QCF - (2 pathway, 2 groups, ABCD - Generated by 4 Approved
‘auto’ testing scripts) -
Figure 10-3 : Qualification selection page
Button Purpose

Select the required qualification and go to the next page

search. See section Error! Reference source not found. for e
xamples of possible Wildcard searches

Return to the certification type selection page

m Enter the full or partial qualification code you wish to use in the

Option Description

Only show qualifications with requests — AllOws restriction of search criteria to Learners who
have requested a certificate

For Batch types selected of Unit (With ‘Filter by Qualification check box un-checked’), once

you have clicked next from the Batch Type selection page in the wizard you will be shown the
following page
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Certification Wizard

Select Unit

Code

AutoTestUnit001
AutoTestUnit002
AutoTestUnit003
AutoTestUnitD04
AutoTestUnit005
AutoTestUnit00s
AutoTestUnitd07
AutoTestUnit008

AutoTestUnit009

Q00000 0ODODOO

AutoTestUnitd10

o |

[#lonly show Units with requests

Title

Test Unit 1
Test Unit 2
Test Unit 3
Test Unit 4
Test Unit 5
Test Unit6
Test Unit 7
Test Unit 8
Test Unit9

Test Unit 10

Frevious

Button

Saarch

Previous

i

Purpose
Select the required unit and go to the next page

Enter the unit code you wish to use in the search. See section
Error! Reference source not found. for examples of possible W
ildcard searches

Return to the certification type selection page

If you have selected a qualification then you will be shown one of the following pages
depending on the type of the batch being created

Batch Type Page

Qualification [t N 2 5

or Partial

Selected Qualification: Level 1 Skills (Change)
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Ui Wit
‘Filter by

Selected Qualification: Level 1 Skills (Change)

Qualification

check box

checked’) Select Unit
Al Units

Code Title

e mn Test1
£ AuroTestUnitond Test Unit 4
£ AuroTestUnitoos TestUnit5
©  AunTestUnioos Test Unité

Unit (With

Quialification

check box Select Unit

un- ] Seart
checked’) o

[#lonty show Units with requests

Code Title
©  AutoTestUnitdo1 Test Unit 1
©  AutoTestUnitonz TestUnic2
©  AutoTestUniton3 Test Unit3
©  AutoTestUniton4 Test Unit4
©  AutoTestUnitdos TestUnit5
©  AutoTestUnitdoe TestUnit6
©  AutoTestUnitdo? TestUnit7
©  AutoTestUnitoos Test Unitd
©  AutoTestUnitoos TestUnicd
© AutoTestUnitd1o Test Unit 10
1 2
Button Batch Type Purpose
o Unit Select the unit you wish to produce the batch for and continue
to the next page
(Change) All Return to the qualification selection page
All Return to the certification type selection page
Qualification  Confirm use of this qualification for this batch and continue to
or Partial the next page

Any units marked as ‘Exclude from certificate’, are not included in the list for a
Unit Batch type, and therefore will not be available to select.
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If you are creating a unit certificate batch and have selected a unit the following page will be
displayed prior to going to the learner selection section

Certification Wizard

Selected Qualification: Level 1 Skills (Change)

Selected Unit: Test 1 (Change)

Frevious m

Figure 10-4 : Confirmation of qualification and unit selections page

Button Purpose

(Change) Return to the qualification selection page

(Change) Return to the unit selection

m Return to the certification type selection page

Confirm use of this qualification for this batch and continue to the
next page
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10.2.2. Learner Selection

Once you have clicked next from the qualification (and unit if you are creating a unit
certification batch) selection, you will be given several options for how you would like to select
the learners who are to be certified in this batch.

Certification Wizard

Select Learners By
®/Centre
Site
Reg Group

Learner Number

m

Figure 10-5: Page to choose how learners will be selected

Option Description

Centre Select learners by centre

Site Select learners by site

Reg. Group Select learners by registration group

Learner Number Select individual learners by learner number

Button Purpose

m Return to the qualification (and unit if you are creating a unit
certification batch) confirmation page

m Confirm the selection and continue to the next page

If you clicked next you will now be taken to the learner selection page, this page will be one of
the following and varies depending on your selection

Learner Page

Selection
Type
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Centre Certification Wizard

Filter Learners

(O]
AN
Date Filcer =
URegistrations with grades entered between specified dates

Requested Only [

All Centres v
Centre E

* . Please check the Centre / Site / Qualification Offered status

®one Batch

Batch Option
'“One Batch Per Site

Jshow Learner Selection Screen [i]

Site

Filter Learners

)

Date Filter

/Registrations with grades entered between specified dates

Requested Only (]

All Centres -
Centre

* - Please check the Centre / Site / Qualification Offered status

Batch Option TEEEED

/One Batch Per Site

Site: Al Sites

[Jshow Learner Selection Screen @

Reg.

Group

Filter Learners

(O]
Date Filter

JRegistrations with grades entered between specified dates

Requested Only (]

Reg Group Code |

Event Number |A| M

[show Learner Selection Screen @
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Learner Certification Wizard

Number

Filter Learners

Al
. {
Date Filter

Registrations with grades entered between specified dates
Requested Only

Learner Number

Learners to Include Remove

Show Learner Selection Screen @

10.2.1.1 Date Filter

The date filter is used to optionally limit which registrations are certified in this batch, this
can be one of ...

Date Filter Purpose Validation

All Include all registrations in this batch

Registrations with  Include registrations in this batch that If this value is selected
grades entered fall within a specified date range. then both date fields
between must be valid date
specified dates If this option is selected 2 additional values

date entry fields ( From and To Date )
will become available

10.2.1.2 Batch Option

If learner selection type is either centre or site then you will have the option to specify how
the batch will be created

Option Purpose

One Batch A single batch will be created

One Batch Per A batch will be created for each site that would be included in this
Site batch

10.2.1.3 Filter Learners by Centre

Enter the date filter you require

Select the centre you require or ‘All Centres’

Select the batch option for this batch

Optionally: checked the “Show Learner Selection Screen” checkbox
Click next to go to the learner selection page

agrwONE

10.2.1.4 Filter Learners by Site

Enter the date filter you require

Select the centre you require or ‘All Centres’
Select the batch option you require

Select the site you require or ‘All Sites’

PN E

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 203 of 264

5. Optionally: checked the “Show Learner Selection Screen” checkbox
6. Click next to go to the learner selection page

10.2.1.5 Filter Learners by Reqistration Group Code

Enter the date filter you require

Enter the registration group code

Optionally: checked the “Show Learner Selection Screen” checkbox
Click next to go to the learner selection page

PR
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10.2.1.6 Filter Learners by Learner Number

Enter the date filter required

Enter the learner number you wish to create the batch for

Click the add button to add it to the list of learners

Repeat stages 2 and 3 until all required learners have had their codes added to the
list

Optionally: checked the “Show Learner Selection Screen” checkbox

Click next to go to the learner selection page

PR

o0

Note: any erroneous entries in the learner list can be removed by clicking on the
entry you wish to remove and clicking the remove button

Once you have completed one of the steps and have checked the “Show Learner
Selection Screen” checkbox above you will be shown a page similar to the one shown
below. Here you will see a list of the learners which will be included on this batch. You can
refine this list by selecting/de-selecting the check box on the left hand side of the grid in
the ‘print’ column.

Certification Wizard

Select Learners To Print

Print FirstMame LastMame Grade Qualification UnitCode Unit Centre Site Requested
S
I.'J'; :'lgca' on 1 AutoTesr  Auto Test
Q t : - .
Centre One Site
MQF - vy,
..GF sy Test  One One
. o 2 groups 1 . ~ ~ ~ ~
L Barry Bishop Pazz i AutoTestUnicd01  Unit (zenerated  (Generatsd
e 1 by “aute’ by "auto’
Generated by - -
S — testing testing
auta’ testing
sCripts) sCripts)
sCripts]
Tezting
Qualification 1 : W
Errors
The following certificates will not be generated, unless stated ctherwise in the reason column
Reason CertificateType FirstName LastName Grade Qualification Unit Centre Site Requested
Errar: - Linit Testin
Test Unit 1' = T A
temaT Qualification 1 : Auto Test  Auto Test
et NOQF-(1 Cenmre One Site
a-:"nie:;“:em pathweray, 2 Test  One One
a;:l - Unit Mary Sheen Pass Eroups, Unit (Generated  (Generaced
= Ei] - 5 . 7 .
therefore E=.=_E.' Ff_l_d . ! e o -

Figure 10-6 : Learner selection page

Generating a Unit/Partial Certificate Batch — Select Learners to print

For units marked as ‘Exclude from certificate’ then these learners units will not be
displayed in the grid.

Button Purpose
m Return to the Filter Learners page
m Confirm the selection and continue to the next page
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l

If you have not checked the “Show Learner Selection Screen” checkbox then you will be presented
with the Batch summary screen below.

10.2.3. Batch Summary

Once all the above steps have been carried out you will be presented with the following

page
Certification Wizard
Surnmary
Cualification Lewel 1 Skills
Eplit Batch By Site Na
Centra Any
Site Ay
Certificares 1
Figure 10-7 : Batch summary page
Button Purpose
m Return to the Filter Learners page
Confirm that the information entered is correct and create the

certification batch
The template to use will depend on how the unit certificates are generated:

Qualification & Unit - Use the unit template as defined against the qualification
. Unit — Use the new template field against the unit.

When a learner has attempted the same unit on multiple qualifications then only one unit
certificate should be generated using the best grade for that unit.

Once the batch has been created you will be taken back to the Batch Listing page where
you will see your new batch.
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10.3 Viewing a Batch

To view a batch click on the 0 icon on the batch listing page as described in section 10.1
you will then be shown a page similar to the one below

Batch Details

0B ESEEA
EEr B3
Figure 10-8 : Batch details page
Button Purpose
m Return to the Batch Listing page
I View the certificates in the batch
o rE View any errors that this batch encountered while being created
View Transcript View the list of units for the certificate. Only available for a full
certificate.

View a summary of the batch

10.4 Printing a Batch

To print a batch click on the ¥* icon on the batch listing page as described in section 10.1
you will then be shown an in-page popup similar to the one below

Certificate Batch Print Preview
Printed Batch, Close

YRR

TAN CHEE

Figure 10-9 : In-page popup to view certificates in a batch
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Button

=

4

I:I of 1
I

#

=
[=]

Purpose

Move to first page (only enabled if more than one page in
report)

Move to previous page (only enabled if more than one page in
report)

Move to specified page (only enabled if more than one page in
report)

Move to next page (only enabled if more than one page in
report)

Move to last page (only enabled if more than one page in
report)

Print the certificate batch

Mark the batch as printed and close the in-page popup; the
status of the batch will be changed and will no longer appear
on the Batch List (unless you un-tick Hide Printed Batches).
You may not re-print a batch that is marked as complete.

Close the in-page popup

Note: marking the batch as printed will require a confirmation that it has indeed been

correctly printed
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10.5 Print Certificate Transcripts

To print a transcript batch, click on the rIJ] icon on the batch listing page as described in
section 10.1 you will then be shown an in-page popup similar to the one below

View Certificate Transcript

|1 |of2? | | |Find|NExt 2 @

Dave Trip:

has been awarded the followin, .. b

MLPDNGAS NC NC
CREDIT LEVEL

Certificate Issued Date : 27 September 2018

Certificate Number: .. 337 / .04.001/ 113008

Figure 10-10 : In-page popup to view certificate transcript batch

Button Purpose
Move to first page (only enabled if more than one page in
report)

Move to previous page (only enabled if more than one page in

report)

Move to specified page (only enabled if more than one page in

report)

Move to next page (only enabled if more than one page in
report)

Move to last page (only enabled if more than one page in
report)

Print the certificate transcript batch

4

4

I:I of 1

b

bl

=

Mark the batch as printed and close the in-page popup; the
L]

Transcript Printed checkbox will be selected.

Close Close the in-page popup
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10.6 Print Certificate Batch Summary

To print a certificate batch summary, click on the sk icon on the batch listing page as
described in section 10.1 you will then be shown an in-page popup similar to the one below

View Certificate Batch

:
Certificate Batch Summary
Batch Number: 290

- @
of 1 | ‘ Find | Next % e

Created Date: 26/09/2018

Last Modified By: dan

Certificate First Name Last Name Learner Certificate Grade

Number Code Summary
5215|Bea Grale 1676
5215|Bea Grale 1676
53215|Bea Grale 1676
3215 |Bea Grale 1676
5215|Bea Grale: 1676

-
-

Figure 10-11 : In-page popup to view certificates in a batch

Button Purpose

i Move to first page (only enabled if more than one page in
report)

4 Move to previous page (only enabled if more than one page in
report)

|:| of 1 Move to specified page (only enabled if more than one page in
report)

I Move to next page (only enabled if more than one page in
report)

| Move to last page (only enabled if more than one page in
report)

= Print the certificate batch summary

-] Close the in-page popup

10.7 Certificate Export Printing
External certificate companies such as Advanced Secure specialise in the provision of

secure certificates and certificate printing solutions. Their system, Digital Certificates, is
offered as an extension to our own awarding body management system, Parnassus. Digital
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Certificates provides chip & PIN security so that only authorised staff can print certificates as
well as encrypted certificate numbers, detailed audit trail, encrypted graphics images such
as signatures and multi-layer dynamic certificate templates.

000000000

Figure 10-12 : Export for printing

Button Purpose
It is possible to export multiple certificate batches to a single
Export File. In the Certification screen, there is a tickbox
alongside each un-printed batch. You can tick multiple batches
(or just one) and then click Export. The output file is compatible
with Excel. The export directory is configurable to allow the file
to be saved to a specific location or to be downloaded via a
browser. Please contact GA about these options.

printed batch. You can tick multiple batches (or just one) and
then click Mark selected as exported OK.

e s e ] In the Certification screen, there is a tickbox alongside each un-
printed batch. You can tick multiple batches (or just one) and
then click Mark selected as not exported.

In the Certification screen, there is a tickbox alongside each un-

10.8 Certificate Validator

On the login screen there is the option to allow certificates to be checked - please contact GA if
you want this button to be visible

Jsermame

Remember Username

Fargot Log in

Fassword?

Validate a Certificate

The certificate date entered is checked to find a match against the snapshotted Certificate
Achieved, Last Assessment Passed On, Certificate Created, or Date Printed dates.
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Learner Certificate Validator

Please complete all fields *

First Name=*

Last Mame=

Date of Birth*
Certificate Number*

Certificate Date*

™

reCAPTCHA

Valid certificate details shows the message VALID and the Qualification title:
I

I'm not a robot

Certificate Status: VALID

Qualification Title: Testing Qualification
1: NQF - (1 pathway, 2 groups,
Pass/Fail - Generated by "auto’ testing
scripts)

Invalid certificate details entered show message INVALID:

Certificate Status: INVALID - &

certificate matching the criteria cou

not be found
You can warn users that the certificate shown in the validator may not look like the certificate the
user is validating — this is only needed where the original certificate template has been changed
since the certificate was issued.

The feature is turned off by default, please contact GA is you would like this feature enabled.
The inclusion of Captcha is also possible if required.

NB This feature only works with certificates printed from Parnassus and not certificates exported
for printing.

11 Reporting

Please see separate Reporting User Guide
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12 Contacts

12.1 Contacts - General

Parnassus has a single master list of Contacts. Contacts can be associated with a Centre
and a Site. Centre / Site association is done via role.

The Contact Home screen is shown below. All Contacts in Parnassus will be shown on this
screen. If you need to see a filtered or reduced list use the Search and Advanced filter.

When you are viewing Centre or Site contacts this initial page will show the contacts for the

Centre / Site.

Learners

Qualification =

Certificates

Reparting

Contacts GA Adrnin Admin Events =

2 //\\\‘H Workflows  Centres  Venues

Contact Search

4 results found

335 - Jack Forbes Active
EQA

334 - timmy jenkins Active
Associated with multiple sites @

Site Co-ordinator, Mon Specific

Example Cel

TTT1860ESS

Main Contact

sordon Harrison

» For User Gulde

Active

e

SortBy | Name ~ | AZ -~
Add New Contact
333 - timmy jenking Active

Wour Recent Acthvity

Al New

site 1

Principat

12.2 Contact Search

Use Search and Advanced Filter to find /view specific contacts as you need. The Search
works on Contact name.

The Advanced Search screen is shown below and enables you to search based on Centre,
Site and Job role. The Centre and Site dropdowns default to the current Centre/Site when

searching on the Centre/Site screen.

Roles associated with
All

Job Role
All

Centre
All

Site
All

Qualification

All

Choose filter criteria

Clear Filters Apply Filters
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12.3 Contact Details — View / Add / Edit / Delete Cntact
Click on the Contact Card to View / edit the contact details as below.

Date af Birth

Mobile Phone

Addresses

Job Roles

Jab: Rk
Main Contact

Title First Mame
Mr . Gordon

gordond@gordonassociates.couk

Pinned Activities

Information that can be recorded about a contact is summarised below;

Field Name Purpose Validation
Title Title (salutation) of the Mandatory or Optional. This can be
contact set globally by Gordon Associates
for your installation of Parnassus.
First Name First name of the contact Mandatory
Middle Name (s) Middle names of the Optional
contact
Last Name Last name of the contact Mandatory
Status Status of the contact Mandatory: must be one of the
See below. selectable values
Phone The contacts phone Optional, however it is highly
number recommended that this value be
populated.
Email The contacts email address | Optional, however it is highly

recommended that this value be
populated. (No Validation)
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12.3.1. Contact Actions - Add New Address

You can record multiple addresses for a Contact. These are displayed as per the screen
shot below. Click the address to edit it. There is the option to either Save or Delete the
address when editing it.

Werkflows  Centres  Venwes  Learners  Qualification = Certificates  Reporting  Cor GAAdmin  Admin  Events =
//\\\..

Gordon Harrison

Contact Home | Contact Notes

Edit Contact

ContactCode Title First Name
336 Mir - Gordon
Middle Name {5] Last Name Status
Harrison Active
Date of Birth Ernail
gordon@gordonassociates.co.uk
Mokile Phone
Addresses
Pinmed Activities
i5e, Montpelier Drive, Cheltenham, Cheltenham, GLOS, UNITED KINGDOM, GLSO 1TY Site: Example Centre for User Guide - Site 01
{1277.001) Uinpin
Job Roles
ot el Status Contre
Main Contact Active 277 Example Centre For User Guide

12.3.2. Contact Actions - Add Job Role

If you want to create job roles for a contact use the Add Job Role option. This screen also
lets you assign centre and site. When you do this from the Centre / Site screens the
Centre / Site value default to the current Centre / Site.

‘Workflows [ Venues Learners Qualification « Certificates Reparting Contacts GA Admin Admin Events ~
YA -

Gaordon Harrison

Contact Home | Contact Notes

Create Contact Job Role

Contact

Gordon Harrison (336)

Associate roke with Jab Role
Cantra - Main Contact
Approved From Approved Te
Centre Pinned Activities

9983:Aulo Tas! Cantre Four (Genersted by ‘aulo’ lesting scripls) mple Centre for User Guide - Site 01
(1277.001) Unp

The table below summaries the main Role information;

Field Name Purpose Validation
Role Type The type of the role, this will affect which | Mandatory: must be
other options are available one of the selectable

values

Role The role this contact performs Mandatory: must be
one of the selectable
values

Centre A list of Centres to which this contact is

(Only present if allocated

Role Type = Site)
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Site
(Only present if
Role Type = Site)

A list of sites to which this contact is

allocated

Mandatory: must be
one of the selectable
values

Qualification A list of qualifications which are allocated | Mandatory: must be
(Only present if to the centre via the ‘Qualifications’ tab one of the selectable
Role Type = on the site page. values

Qualification)

12.3.3. Contact Actions — Delete Contact
When you delete a Contact there is a confirmation as below. When you delete a contact
all the role and associated information is deleted.

Gordon Harrison

Contact Home

Contact Notes

Edit Contact

ContactCode
337

Middie Name (s

Date of Birth

Maoblie Phone

Addresses

Title Hrst Name
Not Supplies Gocdon

Last Name Status
Harrisor Actvo

Ema, Telephone
gordon@gordor

Delete the selected Contact?

A Are you sure you want to delete the selected Contact?

Yas

Cancel

tenharm, Cheltenham, GLOS, UNITED KINGDOM, GL50 1T

Add Job Role
Close

Delete

13 Facilitators

When you have clicked on the Events - Facilitators option on the main menu you will be
presented with the following page.

13.1 Facilitators List

Screen to track instructors, examiners, assessors etc. The list of facilitators is an overall
global list, i.e. not linked to centres — but they can be linked to site qualifications.

Facilitator Search

Show 25 =~ entries
Registry Number Title First Name
64 Mr Ev
57 Miss Eve
€0 Mr Jonh

Button

Gordon

Search:

Renewal Date
08/09/2022
2710412026

31/05/2021

Figure 13-1: Facilitators

Last Name 4 Level Status

Contact Internal Verifier Current

Ev Assessor Only Current

Faciitator Instructor Current
Purpose

Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

Actions

Add Facilitator

Registration Type
Your Recent Activity
Other
Contact: Hannah Newton (466) Pin

First Aid at Work

Other

01242 529820




Parnassus v5.8 User Guide.docx Page 216 of 264

Selects facilitator creation popup

Add Facilitator

Search for a facilitator
Search:

Gordon Associates
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13.2 Add New Facilitator Details

Clicking on the ‘Add Facilitator’ button will take you to the popup screen as shown below.

Add Facilitator

Contact

Level Facilitator Renewal Date* Registration Expiry Date*
Assessor Only - = =
Registration Type Data Protection
First Aid at Work - O
Status
In Processing -

Cove [

Figure 13-2 : Add Facilitator

The following fields are used to define a new Facilitator.

Field Name Purpose Validation
Contact Dropdown list of contacts available to be Mandatory from list
added as a facilitator
Level Level of trainer allocated to the facilitator.  Mandatory: must be
one of the selectable
values
Facilitator Renewal Date for renewal of the facilitator. Optional, must be a
Date valid date value.
Registration Expiry  The date after which it will not be possible Mandatory, must be a
Date to select the facilitator on the Event valid date value.
Registration screen. See section 12.3.10
Registration Type The type of the registration. Mandatory: must be
one of the selectable
values
Data Protection Whether data can be shared. Optional
Status Overall facilitator status - See section Mandatory: must be
12.3.4 one of the selectable
values

Gordon Associates
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Buttons available on this page

Button Purpose
Change Status Opens the list of available facilitator status types and allows it to be
changed.

Delete the facilitator

Display the Audit History Screen.

Delete Facilitator

13.3 Facilitator Details

Clicking on a facilitator in the Facilitators list will take you to the popup Facilitator Home
screen as shown below.

Facilitator : Hannah Newton

Fadlitator Home | Qualifications | Fadlitator Nol

Facilitator Details 2

Rgiizry Murelus e

Regbseration Expiry Date

Contact Details #

Addresses

Status: Current

Last Hame
Nawton

Phone Mobile
Mot supglied Mot supplied

Figure 13-3 : Facilitator Home

Yaur Recent Activity

Faciital:

The following fields are used to define a new facilitator. Clicking on the 4 symbol allows

editing of the fields.
Facilitator Details

Field Name
Status

Registry Number
Contact

Level

Facilitator Renewal

Date
Registration Type

Registration Expiry
Date

Purpose

Overall facilitator status - See section
12.3.4

Unique identifier for the facilitator.
Dropdown list of contacts available to be
added as a facilitator

Level of trainer allocated to the facilitator.

Date for renewal of the facilitator.
The type of the registration.
The date after which it will not be possible

to select the Facilitator on the Event
Registration screen. See section 12.3.10

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY

Validation

Mandatory: must be
one of the selectable
values

Read Only
Mandatory from list

Mandatory: must be
one of the selectable
values

Optional, must be a
valid date value.
Mandatory: must be
one of the selectable
values

Mandatory, must be a
valid date value.
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Data Protection Whether data can be shared. Optional

Contact Details (editing these will take you to the contact page for this facilitator)

Field Name Purpose Validation

Title Facilitator title Mandatory: must be
one of the selectable
values

First Name Facilitator first name Mandatory

Middle Names Facilitator middle names Optional

Last Name Facilitator last name Optional

DOB Facilitator Date of Birth Optional

Contact Code Facilitator contact code Read Only

Phone Facilitator Phone number Optional

Email Facilitator Email address Optional

Mobile Facilitator Mobile Phone number Optional

Addresses Facilitator address details Optional

12.3.4. Facilitator Status

The following statuses will be available for a Facilitator:

Status Can add Facilitator to Event
In Processing No
Current Yes
Non Current No
Suspended No
Retired No
In-Training No
Deceased No

12.3.5. Facilitator Qualifications Tab

This tab shows a list of the Facilitator qualifications.

Faclitator Home: | Qualifications | Faclitatar Notes Add Gualtication

Vo Recert Aty

Facilitator : Hannah Newton

Faciitatars Qualfications

Buttons available on this page

Button Purpose

Add a qualification for the Facilitator

Gordon Associates
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Facilitators now need to be approved against the qualification for each site running an event.
The first step is to choose the centre as below

Add Facilitator Qual

B

Figure 13-4 : Add Facilitator Qualification popup

Next all of the fields required to assign the qualification to the Facilitator are shown:

Add Facilitator Qual

Centre

1442 Excellenca Canlre -

1442.001:5ite 1
Qualrficaton

AUTOTESTQUALY Testing Qualification 1 : NOF - (1 pathway, 2 groups, Pass/Fail - Generated by "aute’ lesting scripis) -
Status Approval Date®

Approved - 30/11/2021 =

(o Jore ]

The following fields are used to define the Facilitator’s qualification.

Field Name Purpose Validation
Centre The centre that is running the event Mandatory
Site The Site where the event is held Mandatory
Qualification The Qualification for which approval isto ~ Mandatory: must be
be added. one of the selectable
values
Status Facilitator Status with respect to a Mandatory: must be
specific site and qualification. one of the selectable
values
Approval Date Date the Facilitator was approved for the  Mandatory, must be a
site qualification. valid date value.

Buttons available on this page

Button Purpose

Gordon Associates
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Gt Save and add the record with the data entered and return to the
Facilitator Qualifications Tab
Cancels the record and return to the Facilitator Qualifications Tab.

12.3.6. Facilitator Notes Tab

See Section 18.

Gordon Associates
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14 EV Management and EV User Set up

In the Admin menu in the EV management screen you can assign EV or EQA users to
qualifications, units & sites and also edit existing relationships.

The EV user must have a contact record set up with the EV role as shown in section 14.1
below.

Reporting Contacts Events - Documents

Certificates -

Venues Learners Qualification -

Centres

User Manager
Customer Settings Manager

. | Countries and Regions

EV Management

GDFR

Iy the detailz in thiz ares Document Categories
Regulators

Frameworks

14.1 EV User Set up

14.1.1.1.1.1 Create a new contact
EV Contact
Contact Home | Conlacl Noles
Edit Contact
ContactCode Trle First Name
1005 e -
Middlle Name (] Last Name: Status
Contact Active
Your Recent Activity
Date of Girth Emall Telephane
Contact: £ pin
Mobile Fhane . e
Cenftre: G4 Test Centre (5062
This cantact currently has no Job Roles.

14.1.1.1.1.2 Save and add new role of EV after first selecting Associate role with Awarding
Organisation), then save the contact

EV Contact
Contact Home | Contact Notes
fres e _

Contact Your Recent Activity

EV Comntact (1005)

Associate roke with Joib Ricke
Awarding Crganisation E\
Status Approved From
Active
Approved To

Note: The Approved From and To dates are for information only. No validation is
carried on the dates. EV functionality uses the Contact status and Job Role

status.
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14.1.1.1.1.3 Add New Parnassus User with the EV Role

User Manager

User Name:

Lacked Qut:

Enabled:

Online

Comment:

Roles:

Associated Sites

EV User

Yes

= |

True

Admin
BypassCourseValidation
Centres
CentreServicelayer
CentreUserhanager

Hev

Examiner
ExamsPowerlser
ExamsUser
Finance
ISTDUser
QAPowerUser
QAUser
Supervisor
Teacher

Users

4

Created: | 24/05/2021 |

Last Activity | 24/05/2021 |

Last Login: | 24/05/2021 |

Associated Contact: | |
Mone

Associated Centre: | |
Mone

14.1.1.1.1.4 Assign the contact to the EV User

Users ‘ Roles " Bulk Upload |

User Name

Email

Reset Password To

‘ EV User

‘ test@gordanassocistes.co.uk

| Associated Centre None -
| Assodiated Contact 467 - BV Contact -
Mone
463 - Eve Ev

464 - Chris Young

465 - Jonh Fadiitator

466 - Hannah

Associated Sites

-
‘ 467 - EV Contact

Please select a centre in order to select associated sites
dmin

14.1.1.1.15
14.1.1.1.1.6
14.1.1.1.1.7

Gordon Associates
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15 Assign sites and qualifications to the EV
15.1 EV Manager

There are three ways EV’s can be assigned depending on how the AO works. The availability of
this functionality needs to be turned on by GA — please discuss your requirement with GA

1. EV Qualification and Site

You can approve the EV for Qualification(s) and associate the EV to Sites. This allows EV’s to
approve achievement for all qualifications they are approved for at all the sites they are
associated with. This is the existing functionality pre Parnassus 5.4 release. The screen will
show two tabs Qualifications and Sites:

12.3.7. Viewing, adding and editing EV Links to qualifications and sites

AN =

EV Manager

EV Paul EQA M Select Bulk Manage
Qualifications || Sites |

Add Site to EV

CentreCode Site Created

8 1293 {1293.001)Main Site 16/06/2021 08:49:45
B o1z ({12593 002)Second site 16/06/2021 08:49:56

R 138 {1318.001)Cheltenham Site 16/06/2021 08:50:13 |

To add an association with a site qualification for an EV user, first select the EV user on the
drop down menu

Then using the Qualifications tab you can click on the button.

You will see a pop up box where you can select the qualification to be associated with the

EV.
Add EV to Qualification
1 ev | Eve Ev ‘
Qualification Select Qualification 4

Cancel
You can either m or - the addition of the EV to the qualification using the
available buttons.

The information on the qualification(s) that the selected EV is associated with is displayed
in the Qualifications tab.

Gordon Associates
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site Ottered | Sita Unk:
Qualification Code GQualification Title Created
B AUTCTESTOUALY Tasming Gualiication 1+ HOF - (1 patkusy. 2 greopes PassiTall - Genarared by uss’ tarsrg scriors) IEINRT 140457

Adding a site follows the same steps as for a qualification and the pop up box is shown
below NB you must also add at least one site

Add EV to Site

EV | Avril Austin
Study Centre | 172: Cenere 1h w |
Site | Select Site -

You can delete a qualification or site associated with an EV User by using the # button.

Gordon Associates
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2. EV Qualification and Qualification Offered

This method allows the EV to be approved for qualifications, then associated on a site-by-site
basis where the EV will then be approved only for the qualification offered they are associated
with (i.e. restricting approval at Site Qualification level). This is new functionality. Please
contact us if you wish to use this functionality.

12.3.8. Viewing, adding and editing EV Links to site qualification offered

To add an association with a Site Qualification Offered first select the EV from the
dropdown menu as below:

EV Manager

Qualificaticrs | Sitc Quallficatiors Offercd |

Heded Sive Quakl catiom o EV

Search sfee and qualticadon

o dacs oo dispay

Then using the Qualifications tab you can click on the button.

In the pop up box select the qualification the EV is approved for.

Add EV to Qualification

1 EV | Eve Ev |

Qualification Select Qualification -

Cancel
You can either m or - the addition of the EV to the qualification using the
available buttons.

On the Qualifications Offered tab click on the button.

You will see a pop up box where you can select the centre, site and qualification to which
the EV should be associated.
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Add EV to Site Qualification
.

Centre | Select Centre v |
Site | Please select a Centre v |
Qualification | v |

Default EV for qualification atD
site

You can either m or m the addition of the EV to the Site Qualification using the
available buttons.

The list of site Qualifications Offered is updated:

EV Manager

B Ee by - m

QualFications | [zite ions Cffered]| Site Unik

Centre Cade Site Coxder Site Narme Qualification Code Qualification Tite Defaulr For Sire Created

Tet2 Tedz o el ATESIQUALT ating Duslanian 1< HUE - partmy, 2 prouns Passlal - Gansraes by mim tasing seripes) AN e
ng ¥, 2 ¥ 5
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3. EV approval at Unit and Site
This allows EV’s to be approved for specific units at a site. If you wish to use this functionality
please contact us.

12.3.9. Viewing, adding and editing EV Links to site units
EV Manager

EV Jane Davis v Select

This EV does naot have & user account so cannot log in to the system

| Qualifications | Site Qualifications Offered ‘ Site Unit |

Add Site Unit to EV

Centre Code Site Code Site Name

First select the EV.
From the Site Unit tab you click on the button.

In the pop up select the Centre, Site and unit the EV is approved for. The EV can be made
the Default EV for the unit at the site, which will be applied where more than one EV is
approved for the unit at the site.

NB there is no need to first assign the EV to Qualifications and Site or Qualification
Offered.

Add EV to Site Unit

BV | Jane Davis |

Centre 1454:PR Test Centre -
Site 1454.001:PR Test site 01 A
Unit PRUZ:Unit Three v

Default EV for unit at site

Cancal
You can either m or - the addition of the EV to the site unit using the
available buttons.

The information on the site unit(s) that the selected EV is associated with is displayed in
the Site Unit tab.

EV Manager

EV Jane Davis - a Bulk Manage

This EY does not have @ user account so cannat log in ta the system

Qualifications | Site Qualifications Offered | Site Unit |

Add Site Unit to BV

Centre Code Site Code Site Name Unit Code Unit Title Default for Site Created
© i 1432 1454.001 PR Test site 01 PRUZ Unit Two 27/01/2022 13:27:44
© ® s 1454001 PR Testsite 07 PRUT Unit One 27/01/2022 13:28:08
© ® 145 1454.001 PR Testsite 01 PRUZ Unit Three 27/01/2022 13:31:15
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You can delete the site unit associated with an EV User by using the # button. You can
make the EV the default EV for the unit by clicking the e

Additional configuration required with Unit and Site :
On the unit > achievement tab, check the ‘Allow EV Allocation’ checkbox:

Add new Unit
BEEEmE
Status + | Active hd | Unit Name = | Unit One
Ayzilable From | | Unit Code * | PRUT | Replsced By |
Review Date | | Credit Based

Regulatory I| Registration | Achievement | Grading | Integration || Dependent Items || Elements || Equivalent Units || Planned Exemption;

Achievement
Default Assessment Tyoe @ | Externally Assessed M | Apply this Type to all Pathways

Default Weight | 1 | Apply this Weight to all Pathways

Allow EV Allacatian

A ‘Unit DCS’ tab is available on the Site screen. This shows the units on all the qualifications
Offered at the site where the ‘Allow EV Allocation’ has been ticked. It shows the EV'’s that are
approved for the units with the default EV showing first.

PR Test Centre (1454)
PR Test site 01 (1454.001)

Site Home Contacts | Qualifications Qualification Sets | Unit DCS Site Notes

Site Unit Direct Claim Status

Show| 10 = |entries Search:
Unit Code 4 Unit Title DCs EV Assigned
Type to filter Type to filter Select values Type to filter
PRU1 Unit One None Robert Green, Jane Davis
PRU2 Unit Two None Jane Davis, Robert Green
PRU3 Unit Three Approved

By clicking on the unit the user can edit the Unit DCS:
Edit Unit Direct Claims Status

PRU1:Unit One

Direct Claim Status

None =

Please Select...

Approved

None

Suspended

Withdrawn
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15.2 Bulk Import of EV associations

You can use a spreadsheet to import your EV associations with sites and qualifications. Please
note that doing this will remove all existing EV Sites and EV Qualifications and add only
those that are in the spreadsheet.

EV Manager

Sitas | Qualifications

Bulk Manage
You will need to click on the - button to do this. Then a pop up screen will appear
so you can choose the file you are using for the import.

Upload EVs from spreadshest

Warning: Using this bulk functionality will remove all existing EY Sites and Qualifications and
add anly what is in the uploaded spreadsheet

Please upload an excel file

| Choose file | Mo file chosen

You can either click the button to import the file of EV associations or use
the cancel button to cancel the upload.

If there are errors on the import file then these will be shown as below and file will not be
processed until these are corrected in the file.

16 Events

When you have clicked on the Events option on the main menu you will be presented with the
following page.

16.1 Events List

Do you track the events that your centres run for your qualifications? The Events screen
allows a centre to submit an event request, optionally with their preferred facilitators
(instructors, assessors etc). You can approve their request and they are allocated an event
number.

You are able to define events of just specific units from a qualification (rather than the whole
qualification); the events screen also shows which learners are on the event and the learners
screen shows which events a learner has attended. This process involves a new event
number at the unit registration level. Reg group code which was at qualification registration
level is still available. You should decide if you are going to track events at the qualification or
unit level and use the relevant code.
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Event Search

Show 10 =~ entries Search:
Event Number Event Title Status Site Qualification Code Qualification Title
Your Recent Activity
233 Qualification event Approved 1442.001: Site 1 AUTOTESTQUALT Testing Qualification 1: NQF
108 AutaTestEvent001 Approved

acilitator: EV Contact Pin
9990.001: Auto Test One Site One (Generate... AUTOTESTQUAL1 Testing Qualification 1: NQF  Ever

Showing 1 to 2 of 2 entries

The event list can be scrolled across to see the number of facilitator and registrations for each
event.

Event Search Show Live Events Only
Show 10 - enlres Search
Qualification Code Qualification Title Facilitators Created

v Centre Name Start Date End Date Number of regs
TF52066 01 TF$2066_Qualot 1

TF52066_Centre02

2500512022
ate. AUTOTESTQUAL1

Testing Qualification 1:NQF - (1p.. 0

2210512012 Auto Test Centre One (Generated ..
]

01/05/2012

Showing 110 2 of 2 entries

Figure 16-1 : Events

Button Purpose

Add Event Selects Event creation popup

The Event Search allows the use of wildcards to increase the flexibility of searches.

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



Parnassus v5.8 User Guide.docx Page 232 of 264

16.2 Add New Event Details

Clicking on the ‘Add Event’ button will take you through the Event creation stages as
shown below. Firstly by choosing the centre followed by the site and qualification.

Add Event

Centre

Flense Selac

Add Event

Centre
Excellence Centre

Site
1442 .001:Site 1 -

Qualification
AUTOTESTQUALY: Testing Qualification 9 : Same unit in multiple groups - (suspended for reg - Generated by "auto’ testing scripts) -

Event Title
Organiser Start Date* End Date*
None - £ =
Max Registrations No of Resources Estimated Attendees Purchase Order
Partner Event Auto Register Units @
Status
Approved -

Figure 16-2 : Add Event

The following fields are used to define an Event.

Field Name Purpose Validation

Event Number Unique identifier for the Event. Read Only

Event Title Description for the event Optional

Status Event Status Mandatory: must be
one of the selectable
values

Centre Centre for the Event. Mandatory: must be
one of the selectable
values.
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Site Site for the Event. Mandatory: must be
one of the selectable
values

Qualification Qualification associated with the Event. Mandatory: must be
one of the selectable
values

Organiser A contact in the Qualification Optional

Administrator Role for the Centre and
Qualification which is associated with the

event.
Start Date Start Date of the event. Mandatory, must be a
valid date value.
End Date End Date of the event. Mandatory, must be a
valid date value.
Max Registrations ~ Max number of Registrations for the Optional
event.
No. Of Resources ~ Number of Resource packs required for Optional
the event.
Est. No. Attendees  Estimate of the number of attendees for Optional
the event.
Purchase order Purchase order number Optional
Partner Event Partner event number Optional

Auto Register Units  If ticked this will register learners on the Optional
mandatory units of the qualification and
optional units that are offered on the
event — otherwise only mandatory units
will be registered.
Status The status of the course e.g. Approved Mandatory

16.3 Event Information

When the event is added the tab menus Facilitators, Units, Learners, EV’s, Custom and
Notes will be available for managing the event as below.

Qualification1 event ‘
EventHome | Facilitators | Units | Learners | EVs | Custom | Notes Update Status
Create Certificates

Registration Upload
Event Details Z Status: Approved Elices e
Add Achievemnent
Event Number Event Title I 7lr)erle(e Event
233 Qualification1 event
Start Date End Date Organiser Max Registrations Your Recent Activity
24/11/2021 25/11/2021 Not Supplied Not Supplied
No of Resources Est Num Attendees purchase Order Partner Event
Not Supplied Not Supplied Not Supplied Not Supplied

Auto Register Units © In Progress Regjstrations @

Yes

Site And Qualification 2

Centre Sie

1442:Excellence Centre 1442.001:Site 1

Qualification

AUTOTESTQUAL1: Testing Qualification 1 : NQF - (1 pathway, 2 groups, Pass/Fail - Generated by 'auto’ testing scripts)

Actions on this page

Action Purpose
Change the status of the event — when cancelling an event you can

choose to withdraw and/or delete 'In Progress' registrations without
achievement — please contact us for the options available as this
requires configuring.
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Create Certificates Issue certificates for the event participants — this takes you to the
Certificate Wizard where the event, centre and site details are pre-
populated and you can optionally select the learners,

Registration Upload This links to the registration file upload where the event, centre and
site details are pre-populated in the pop up and also added to the

be selected in the normal way.

Add Achievernent This will open the quick grade entry page with the event detail filled
in.
Delete Event Deletes the event provided there are no registrations for it.

Display the Audit History Screen.

12.3.10. Facilitators Tab

The facilitator tab shows the list of facilitators who are assigned to the event as well as the
option to add a facilitator.

rows in the registration file during upload. A registration file can then

Qualification event
EventHome | Fadilitators | Units | Learners | EVs | Custom | Notes Add Facilitator

Show| 100 = entries Search Vour Recent Activity

001 (108) Pin
4 Registry Number Title First Name Last Name Status Renewal Date Level s Lead

= 64 Mr EV Contact Current 08/09/2022 Internal Verifier Yes

Showing 1to 1 of 1 entries Previous n Next

Clicking on the ‘Add Facilitator’ button will show a dropdown box containing the Facilitator’s
that can be assigned to the Event.

Ewents Search > Course

Actions
Two Day Course Qualification 5
Course Home | Faclitators | Units | Learners | EVs | Custom | Motes R

Wour Recent Activity

Facliftatar; EV Cantact Pin

Add Facilitator to Event

Facilitator

Please select -

Please select...
64:EV Contact (Internal Verifier)

Figure 16-3 : Add Facilitators Tab

The following fields are used to define the Facilitator’s qualification.

Field Name Purpose Validation

Make Lead When selected, will specify the new Optional: First
facilitator as the Lead Facilitator. Lead Facilitator defaults to
Facilitator is identified for printing on Lead Facilitator.
certificates.

Buttons available on this tab

Button Purpose
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= Clicking on this gives the option to delete or mark the facilitator as
lead for this event

Add facilitators to the event

12.3.11. Units Tab

This Tab allows the user to select the Qualification units which will be covered at this event.

Events Search > Event )
Actions

AutoTestEvent001

e 1 T B

Show 25 - entries Search: Your Recent Activity
UN 4 Unit Cade Unit Title Unit Group
AutoTestUnit003 Test Unit 3 Optional
AutoTestUnitd04 Test Unit 4 Optional
A/502/3800 AutoTestUnit001 Test Unit 1 Mandatory
F/502/3801 AutoTestUnit002 Test Unit 2 Mandatory

Figure 16-4 : Units Tab

Clicking on the ‘Set Event Units’ button will show a popup box containing the units that can be
assigned to the Event. Units can be ticked (included) or unticked and excluded for the event.

Edit Event Units

m] Unit Code UN Unit Title Unit Group
AutoTestUnit001 A/502/3800 Test Unit 1 Mandatory
AutoTestUnit002 F/502/3801 Test Unit 2 Mandatory
AutoTestUnit003 Test Unit 3 Optional
AutoTestUnit004 Test Unit 4 Optional

Buttons available on this tab

Button Purpose

Save Save the assigned event units
Cancel Cancel changes to the event units used

Sat Event Unite Opens the popup box to edit event units assigned

12.3.12. Learners Tab

Shows the learners who have been registered for the Event.

Gordon Associates
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AutoTestEvent001

EventHome | Facilitators | Units | Learners | EVs | Custom | Notes

show| 10 - |entries Search:
Learner Code First Name Last Name Registration Status + Registration Date
Type to filter Type to filter Type fo filte Select values
= 140732 Marty McFly Withdrawn 22/05/2012
141093 Mini Small Complete 18/05/2021
‘ v
Showing 1to 2 of 2 entries. Previous Next

Figure 16-5: Learners Tab
Available on this tab

Button/Link Purpose
= Clicking on this gives the option to set withdraw status or remove
the withdraw on the learner registration for this event.
Learner number Clicking on this will open a pop up for the learner registration
link
12.3.13. EV’s Tab

Shows the EV’s who are approved for the qualification at the Centre offered by the Event.

Qualification! event

Ewvent Home Facilitators | Units | Learmners | EWs | Custom | Notes
Show 100 - entries Search:
Title “ First Name Last Name

Miss Eve Ev

Showing 1 to 1 of 1 entries Pravious - Next

Figure 16-6 : EV’s Tab
Available on this tab

Button/Link Purpose
Search: Text box to search for an EV
12.3.14. Custom Tab
Tab for displaying custom data fields for the Event — please contact us if you wish to use
these.

Qualification1 event

Event Home Facilitators | Units | Learners | EVs | Custom MNotes

Event Custom Fields ¢

Custom1 Custom2 Custom3 Customd
Customs Customé Custom? CustomB
Custom9 Custom10

Figure 16-7 : Custom Tab
Available on this tab

Gordon Associates
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Button/Link Purpose
Search: Text box to search for an EV
12.3.15. Notes Tab

See Section 18.

Gordon Associates
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17 PLR Link — Achievement Upload and ULN Verification

17.1 Introduction
Parnassus has an optional module that enables integration with Personal Learner Record (PLR).
With this module you can;
o verify ULN’s against the PLR.
e submit learner achievement (qualification and unit) to the PLR.
Information is sent to the PLR by one of 2 methods;
e web service.

e manual file upload.

The general processes in Parnassus are the same for both methods, the only difference is the
method of data submission to the PLR.

Note: You can exclude results being sent per qualification by selecting the Exclude from PLR
on the relevant qualification.

Exclude from PLR

re Mandatory for Registration

The table below summarises the sections in the User Guide for the PLR Link.

# Section Comment
16.2 | Parnassus / PLR link Overview. Summary of the general PLR functionality in
Parnassus and what is where.
16.3 | Parnassus / PLR Link — Web Service. | Web service specific information
16.4 | Parnassus / PLR Link — File upload. File upload specific information
16.5 | Withdrawing Learner Achievement Describes how you should withdraw
from the PLR. achievement from a learner in Parnassus and
how the PLR is then updated
16.6 | Re-submitting previously withdrawn Describes how you should re-submit
unit / qualification achievement. achievement for unit or qualification where
the achievement has been previously
withdrawn.
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17.2 Parnassus / PLR Link Overview

This section gives a general overview of the Parnassus PLR link, the following two sections
specifically address the web service and file upload methods of communication with the PLR.

12.3.16. ULN Verification

Learner
D e T s
RS — May @ Mlick w e T— Lissing

Ve e Grge " v

L v G - Famaie
e aazionaly UNITED KGO0 v Dravan Laamar Data being sharsd 1o third partias

Datails | Access | Aegistranions || Bvenss | Quaificasion Ser Registnions | Cortficanes | Learnar Idunaifiars | Leamar Images | Mo

9.2.3.1 ULN Format Check

When a ULN is entered to Parnassus the format of the number, number of digits and internal
structure, is checked. If it is invalid a warning is displayed. This check is performed by Parnassus
independent of any PLR link.

9.2.3.2 ULN verification against the PLR

ULN can be validated against the PLR using Parnassus web service module when purchased.
This can be done manually or automatically; see section; Parnassus / PLR link - web service.
ULN’s are validated by the PLR during achievement upload, with failing ULN;’s result in rejection of
achievement. Each AO needs to decide if they want to “pre validate” ULN’s prior to achievement
upload.

Gordon Associates
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12.3.17. Achievement Upload

Qualification and Unit Achievement information can be submitted to the PLR in one of 3 ways;
e Manual Upload (User initiated, needs web service link).
e Automated upload (needs web service link).
e File upload (user initiated, needs file upload module).

To be considered for upload to the PLR an entity must meet certain requirements. These are as
follows:

e The ULN must be filled in against the learner record (This does not need to have been
validated with the LRS, however if invalid information is present this will result in errors
being returned from the PLR).

The UN against the unit to upload the unit achievements.

Have a valid UK postal code, or no postal code.

Have a date of birth entered in Parnassus.

Have a valid assessment language.

The QN against the qualification if the qualification achievement is to be uploaded from the
qualification registration in Parnassus.

e Have an award date against the achievement in Parnassus.

e The grade is not a Fail or was created as an alternative achievement.

Events that trigger actions against the PLR
Add Assessment. When the user adds a new assessment record an
action to create the record against the PLR is created.

Modify Assessment Date. When the user modifies the assessment date within
Parnassus any existing record against the PLR is
withdrawn, and a new record is created.

Delete Assessment. The achievement is withdrawn from the PLR.

Recalculate Qualification Registration. | If it is the first time the learner has achieved a grade
against the qualification registration a record will be
created on the PLR, else the existing grade will be
withdrawn and a new grade uploaded if the grade has
changed from the last one uploaded.

Delete Qualification Registration. All achievements for the Qualification Registration are
withdrawn (if they have not already been withdrawn),
together with the overarching qualification registration
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Modification of key fields

If any of key fields within Parnassus which are required by the PLR are filled in after assessments
have been added to Parnassus, this will trigger data to be included in the next set of data for
upload to the PLR if these records are considered valid for uploading.

Key fields are;
e Learner ULN

e Unit UN
e Qualification QN

Note: Once achievement data has been uploaded for a learner the ULN may not be modified.

12.3.18. Viewing Achievement Data submitted to the PLR
Unit
Unit Graded Unit 2
Unit Code gradedUnit
i : Last LRS Action Withdraw
R TN B |2am4rzo15 | Last LRS Action Date  28/04/2015
Include On Award )
Grading | Prerequisi |

Add Crada

Qualification

Edit Qualification Registration -
T T

| Qualification | Units I PLR || Alternative Achi

Last LRS Action Create
Last LRS Action Date 19/07/2018

Gordon Associates
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17.3 Parnassus/ PLR Link - Web Service

With the web service link module;

e ULN’s can be verified against the PLR (individually or as a batch)

e Learner unit and qualification achievement can be uploaded to the PLR (individually or as
a batch)

e Gordon Associates help manage the process of setting up the link and liaise directly with
the Learning Records Service (LRS) on behalf of the awarding body to achieve this.

There are settings in Parnassus which limit the ULN’s and Achievement available for upload to the
PLR. Gordon Associates will discuss with each AO what achievement they require to upload and
ULN’s to validate and configure the settings as required.

The following sections detail the 3 items above.

12.3.19. ULN Verification
When the Parnassus web service link is enabled the PLR can be used to verify a Learner ULN is

the correct ULN for the learner. This service is provided by the Learning Records Service (LRS)
and was often previously referred to as MIAP.

Learner

Leamer Firs Name + Ba ] Midie Names ] Last Mame * Faulkner

Tite Mizs | Humber 1100000EsE LN +
Dog * 211111989 Ethinic Crrigin Moz Supplied v| Gender * Female ~

SN Hetionality Moz Supalied j Prevent Learner Data being shared to third perties O

Details | Access | Registrations | Events | Qualificatson Set Registrations | Certificates | Learner Identifiers | Learner Images | Notes {1)

Add Registration

QualUnit - Reqgistration cent sit Stat standalone Qualification  Created
itle _entre - Site Status . .
Code Date Reaistration Set Bv

9.2.3.3 Automatic

The “normal” mode of operation is to schedule ULN verification using the Prometheus module of
Parnassus. Prometheus runs in the background verifying any ULNs that are marked as not yet
verified. You should advise GA of when you want this to run, and we will set this in Prometheus. It
is anticipated achievement will be uploaded on a daily basis, likely overnight.

The background process verifies any learners that have been imported in bulk during the day — or
any learners entered manually where the &' icon has not been clicked.

If any ULNSs fail verification in the background process then an email is sent to a nominated email
address with a listing of ULNSs failed along with reasons.

Gordon Associates
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9.2.3.4 Manual
Next to the ULN field is a button which shows:

@ - ULN has not yet been verified; this icon can be clicked to which will cause Parnassus to
communicate with LRS to verify the ULN against the first name, last name and date of
birth; this results in a success or failure message being displayed and the icon changing to
one of the following:

@ - ULN has been verified and does not match first name, last name and date of birth

© - ULN has been verified and matches first name, last name and date of birth

(N.B.If a partial match is identified then the icon will show as the € icon together with a
user message when you hover over the icon with the mouse pointer this partial match
information is not retained)
The ULN field can still be edited even if it’s been verified. e.g. green tick icon
above.

9.2.3.5 ULN field

If achievement has been successfully uploaded to the PLR Parnassus prevents the ULN being

updated.

9.2.3.6 General

The background process updates the ULNVerificationStatus of each learner — and if a user looks
at that Learner record in Parnassus the & icon will have become @ or @

9.2.3.7 Reports

There is a report of ULNs that have failed verification that can be run from the Reports screen in
Parnassus.

Gordon Associates
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12.3.20. Achievement Upload

See the Achievement Upload section in the Overview section for general information on uploading
achievement.

9.2.3.8 Automatic

The “normal” mode of operation is to schedule achievement upload via the web service using the
Prometheus module of Parnassus. Prometheus runs in the background and uploads
achievements, as a batch, that are due for upload to the PLR. You should advise GA of when you
require achievement upload to run, and we will set this in Prometheus. It is anticipated
achievement will be uploaded on a daily basis, likely overnight.

Sending Achievement to the PLR — The Process

At the set times Parnassus will submit achievement to the PLR. If batches are running as a daily
job then batches will be submitted to the PLR as long as there is data and there are outstanding
batches available.

LRS have set the following constraints on the web service;

e Maximum Batch Size - Each Batch can contain up to max of 10,000 records

¢ Maximum number of batch uploads - There are a limited amount of batches and user
batches that can be submitted in a day, if the maximum number of user batches has been
exceeded the pending actions will remain queued until they have either been successfully
submitted in a batch job or a manual request on another day.

These are correct at the time of writing, and subject to change as determined by the LRS.

The PLR queues the whole Batch sent (at the Learner Record Service) and process them into
smaller batches and then send back the result once processed all have been processed.

The batch upload process also validates ULN at the same time and any record within the batch
upload will fail if its ULN isn’t valid.

When a batch is submitted and then completed by the PLR, notification of this is emailed to a
specified email address. This will detail the No of records, No of exact, possible and partial
matches, plus other details.

Partially Failed Batches

If a batch fails which contains records that would have successfully been uploaded to the PLR, the
records that would be successfully uploaded will be forced onto a separate batch submission
where only those records which are guaranteed to be uploaded will be processed, this is to ensure
these are processed with a high priority in the next batch.

Schema Validation

Failure of schema validation checks on the PLR count towards the daily total of batches that can
be submitted for a given day, in order to prevent repeatedly attempting to upload data to the PLR
which will fail these checks, the XML to be uploaded is validated against a schema stored within
the PLR integration DLL as a resource, this ensures the integration DLL will communicate with the
schema it was developed against.

Seeing what Achievement has been uploaded

The Qualification Registration and Unit Registration screens show the status of achievement
upload to the PLR. There are screenshots of these screens in the section Parnassus/PLR Link
Overview.
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9.2.3.9 Achievement upload Errors

If an action against the PLR has resulted in an error, when the record is viewed in Parnassus the
“Last LRS Action” will have (Error) next to the last LRS action that was attempted against the entity

being viewed, and the assessment Attempts grid will have the Last LRS Upload date highlighted in
Red as shown below -

Unit Registration Details

Unit Paediatric emergency first aid .’
Unit Code PEFADL
Last LRS Action Create (Error)
3 10M2/2014 |

Reastistonists | Last LRS Action Date  20/04/2016
Include On Award )

Grading || Prerequisites |

Add Grade A
Agsessment Date | |

Grade Select Grade - EI’I’OI’ L| nkS

Result Release Date | |

Attempts
Last A .
Assessment  Assessment X e Alternative Last LRS Release  Expiry
Cads Date Venue v I;'gfe'fmd e Achievement pload Date Date
® [ Pass 30/12/2014 O 07/04/2015 ga No

20/04/2016

i T

Clicking on the error links will display the error(s) in a popup window —

Message from webpage >

| Create Achievemnent failed due to the following errorfs)
Unable to create achievement as it already exists.

FUTFUTENVTESF P VERF AT

Gordon Associates
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12.3.21. Implementation Process

Following the decision to proceed with the Parnassus Link to PLR module the customer registers
with SFA and sign up to the agreement.

Customer completes a Sandpit application form to LRS and will receive various login details that
are required by GA for configuring the link (GA can provide help with this if required).

The customer will need to provide various account settings and digital certificate with password —
GA can provide a spreadsheet for customer to complete.

GA configure settings linking to LRS Sandpit.

Customer carries out testing of single ULN validation and single achievement upload, mainly to
test the link to LRS, using LRS Sandpit dataset.

No need to carry out bulk ULN validation and bulk achievement upload as it uses the same
functionality, but is batched.

Once the customer is happy with testing they will need to complete and submit a ‘Live’ application
for to the LRS who will provide New credentials for Live which GA will require for the configuration
of the live Parnassus link to PLR.

GA installs Prometheus and the Parnassus link to PLR in Live environment and configure. It is
recommended that customer starts ULN validation and batch upload from a current date to avoid
the potentially mammoth task of validating all ULN’s and having to resolve all the error’s that could
be returned.
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12.3.22. FAQ’s

Upload Achievement

How does the system know to upload actual qualification achievement?

It will know to upload qualification registration when it has a valid grade, and this will not be set
until all of the units linked to that qualification registration have their own respective unit grades. A
valid unit grade is selected for batch upload as soon as the grade is applied.

As soon as the data meets this plus the other criteria (learner dob, firstname, lastname, ULN etc),
then this record will be added to the list of items to be submitted to PLR.

Does it send a completion date? If so, is this the date the last grade entered, or possibly
the latest assessment date for a unit grade on that qualification or the assessment date of
the last unit?

We send across the AchievementAwardDate — which is from AssessmentDate — In terms of the
database, for the Qualification registration, it’s the latest date from the linked
pathwayunitregistration and pathwayunitassessment — for the units it's the assessmentdate from
the pathwayunitassessment.

Can you tell me the contents of the batches sent across to the PLR?

We only hold a history of batches sent/not sent, and batches in the upload queue. However the
contents of the batch sent can be viewed by the AO by logging into the LRS portal. The AO will
have a Batch identifier (xml file name which is referenced in the emails generated by Parnassus
when batches are sent to the PLR)

How does Parnassus handle learners where the assessment language is set to Welsh (not
English)? An error appears when uploading achievement as follows: “Create Achievement
failed due to the following error(s) 'Field validation failed on 'Language for Assessment’
Achievement Record field.”

The assessment language table has a column called iso639_2Suffix, this will need to be populated
with a B. On this web site http://www.loc.gov/standards/iso639-2/php/code_list.php the ISO 639-2
Code value for welsh is ‘wel (B)'.

Verify ULN

If there’s a ‘possible’ match, how do we solve it and say, yes it is or no it isn’t?

This means that out of the 5 pieces of information at least 3 of them match. (ULN, GivenName,
FamilyName, DateOfBirth, Gender)

You can log on to the Portal at LRS and check the particular learner to see what the PLR is
expecting, e.g. it might be that Givenname in PLR is ‘Andy’ where as the Givenname your
supplying is ‘Andrew’ for example.

If an achievement fails to upload as the verification failed because of an incorrect ULN,
does the routine resend it automatically if the ULN is corrected?

Yes, if the achievement has failed, in this example because of an incorrect ULN, and a correct
ULN is re-entered, then this will trigger an action for the achievement to be re-sent to the PLR.
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12.3.23. Further Information
Verify ULN, possible outcomes;

Exact Match: This result will occur where each of the incoming parameters matches exactly with
those of a Learner held on LRS.

Exact Linked Match: A match was found on the same basis as described for ‘Exact Match’, but
the ULN Register Record identified is that of a Linked

Learner (in other words, it has been merged with another Learner which is the Master ULN). The
details returned will be those of the Master Learner.

Similar Match: This result will occur where the incoming ULN was found but the associated
GivenName and/or FamilyName were similar but were not an exact match.

Note: If the name fields were similar, but the Gender and/or Date Of Birth are supplied in the
search criteria and either of these do not match, then the outcome will be ‘Learner Does Not
Match’.

Similar Linked Match: A match was found on the same basis as described for ‘Similar Match’, but
the ULN Register Record identified is that of a Linked Learner (in other words, it has been merged
with another Learner which is the Master ULN). The details returned will be those of the Master
Learner.

Learner Does Not Match: This result will occur where the incoming ULN was found on the LRS
Portal but any or all of the associated fields do not exactly match (WSVRCO001 or WSVRCO002) or
meet the criteria for a similar match (WSVRC003 or WSVRC004).

ULN Not Found: This result will occur where the incoming ULN does not exist on LRS.

(Source: WBS23 LRS Web Services Interface Specification V3.7 August 2012.pdf)
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17.4 Parnassus / PLR Link — File upload

The Parnassus achievement file upload provides a simplified alternative method of uploading
achievement to the PLR.

With this option;

e All Learner ULN verification against the PLR and any updating of ULN’s in Parnassus is
done manually.

e Learner unit and qualification achievement can be uploaded to the PLR via a file exported
from Parnassus.

e The AO is responsible for handling all processes around setting up their account with the
Learning Records Service (LRS) and processes required to gain AO approval for
uploading data to the PLR.

There are settings in Parnassus which limit Achievement available for upload to the PLR. Gordon
Associates will discuss with each AO what achievement they require to upload and configure the
settings as required.

The following sections detail ULN verification options and creating a Parnassus Achievement
Upload file.

12.3.24. ULN Verification
Section 1.2.1 ULN Verification describes standard Parnassus ULN verification functionality.

It is not necessary to verify ULN’s in Parnassus prior to uploading achievement to the PLR as
ULN’s are verified during achievement upload. Achievement with “failing” ULN’s is not accepted
by the PLR. The correct learner ULN should be got from the PLR and Parnassus updated with the
correct ULN, so future achievement uploads will pass this ULN verification check.

Discrete ULN verification and updating of ULN’s in Parnassus is done manually if this option is
chosen. AQ’s should decide if they prefer to “pre-verify” all ULN’s prior to achievement upload, or
upload achievement with ULN’s that have not been verified. If you require assistance with this
please contact Gordon Associates.
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12.3.25. Achievement Upload File

The purpose of the Achievement File is to create a set of achievement data from Parnassus for
upload to the PLR. This saves having to create the file manually.

An Achievement Upload file can be created from the Reports section of Parnassus, as screenshot
below.

Reports
Ofgqual QDC Create PLR Achievement File

Loading Reports From
®)5tandard Reports
"“Custom Reports

BatchRegistrationsSummaryReport =
Candidates

Candidates Full Certificates By Event

Centre Risk Rating

Candidates

Quals Offered

Registrations

Cert Requested Not Cert Due

Certificates

Certificates Created - Full Unit

Certificates Due - Partial (Mot Standalone)
Certificates Due - Qualification

Certificates Due - Units (Mot Standalone)
Certificates Due - Units (5tandalane)

Cloud - Finance - Additional Unit Registrations
Cloud - Finance - Qualification Registrations
Cloud - Finance - Qualification Sets

Cloud - Finance - Unit Only Registrations
Cloud - GA Registrations Report

Disability and Reasonable Adjustments Report

View Report

Notes

1. When the file is created Parnassus updates itself to say the achievement has been exported to
the PLR. The file is also available to download if you select it in the Parnassus generated files
window as below.

LRS Achievement Upload Export

There are approximanely 4865 records ready T BROIT. Some of these Mey D2 spik 07055 MUDEle fles. which mesns you mey heve o cikck the Tollowing DUTion MAGEle times. See the LRS cocumenation (&<hlevement Mansgement User Gulde] for more Informetion.

Downiosd Seiected Ale
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2.

3.

Once the file is created all subsequent processes are done manually and external to
Parnassus.

It is only possible to create the file once, and the file cannot be re-created from Parnassus.
LRS provide a file validation tool via the AO portal. Use this to check the structure of the file is
valid prior to upload to the PLR. Data validation is only performed during the upload to the
PLR itself.

Any data amendments required to pass PLR data validation should be done in the file and
manually in Parnassus as required. For example ULN correction.

Gordon Associates
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General File creation and upload process

Notes

# | Step
1 Create Achievement File

The file will be output to the pre-defined location set in
Parnassus and is available to download.

2 | Upload file to the PLR

LRS provide a file validation tool to check the file is of the
correct format.

Amend data in file as required to enable data upload to the
PLR

It is recommended files are uploaded on a regular basis so
there is a manageable amount of data being uploaded.

3 Withdraw / re submit
withdrawn achievement

If a learner has achievement withdrawn or re submitted
this should be done in Parnassus first.

The achievement should then be withdrawn / resubmitted
to the PLR.

The following sections of the user guide details this.

Gordon Associates
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17.5 Withdrawing Learner Achievement from the PLR.

This section describes how you should withdraw achievement from a learner in Parnassus and

how the PLR is then updated.

12.3.26. Withdraw Learner Unit Achievement

Step

Comment

Withdraw unit achievement in Parnassus.

N (FH

achievement.

Update the PLR for the withdrawn unit

If you use the web service link — Wait for
the next scheduled achievement upload or
manually submit the achievement

If you use the File upload, the updated
Unit achievement will be included in the
next exported file.

qualification achievement.

3 | Update the PLR, as required, for affected

If the Parnassus qualification status
changes back to In Progress, as a
consequence of withdrawing the unit
achievement, the Qualification
Achievement on the PLR should be
updated via the AO Portal.

The following sections detail the processes in Parnassus for the above steps.

9.2.3.10 Withdraw Unit Achievement in Parnassus

Unit Registration Details

Unit Paediatric emergency first aid f’
Unit Code PEFAD1
Last LRS Action Create
= g 10/12/2014
Registration Date Last LRS Action Date  20/04/2016
Include On Award ¥
Grading | Prereguisites
Add Grade A
Assessment Date
Grade Select Grade v
Result Release Date
Add
Attempts
Last q -
Grade Assessment Assessment Void Madified Alternative Last LRS Release Expiry
Date Venue Date Achievement Upload Date Date
8 [# Pass 30/12/2014 (] 07/04/2015 20/04/2016
W

e

Remove the Grade by clicking on the red ‘X’.

If you have the web service link wait for the next scheduled batch upload, which will send these

details to LRS.

Gordon Associates
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If you upload achievement via File Upload the update will be included in the next file that is
created

Unit Registration Details

Unit Graded Unit E |
Unit Code gradedUnit
Last LRS Action Withdraw
SR 2810472015
Registration Date Last LRS Action Date  28/04/2015
Include On Award )

Grading | Prerequisites

12.3.27. Withdraw Learner Qualification Achievement

If withdrawing unit achievement causes the Qualification registration status in Parnassus to go to
‘In Progress’, then you may wish to withdraw the learner Qualification Achievement. If you do want
to do this, do it manually via the LRS Portal.

The LRS Portal can be accessed by going to (Live: https://www.uklIrs.miap.gov.uk/wps/myportal/,
Sandpit: https://sandpit.staging.miap.gov.uk/secure/) (logon using your AO login details provided
by LRS)

Steps to withdraw the learner Qualification Achievement:-

1. Go to the above url, choose the Manage Learner Achievement tab,

2. Then choose withdraw achievement.

3. Enter the necessary details ULN, Given and Family name and the Qualification reference
number. The Qualification Achievement can then be removed.

Note

Parnassus does not automatically re-add the qualification achievement once it has been withdrawn
this way. It will need to be manually added — see section “Adding a qualification achievement via
the LRS Portall for further details.
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17.6 Re-submitting previously withdrawn unit / qualification achievement

This section describes how you should re-submit achievement for unit or qualification where the
achievement has been previously withdrawn.

If unit or qualification achievement is removed from a learner and subsequently added back on to
the learner in Parnassus it can only be successfully re-submitted to LRS when at least one of the
following key bits of information has changed since the original submission:

e ULN

e Unit or Qualification reference code
e Achievement Award Date

Unit Registration Details

Unit Graded Unit 2
Unit Code gradedUnit
Last LRS Action Withdraw
= 3 28/0412015 ‘
Registration Date | Last LRS Action Date  28/04/2015
Include On Award )
Grading || Prerequisites |
Add Grade A
Assessment Date | ‘
Grade Select Grade v
Result Release Date | ‘
Add
Attempis
Last . :
Grade Assessment Assessment Void Modified sen Alternative Last LRS Release Expiry
Date Venue Date Achievement Upload Date Date
® > B 08/10/2018 O 02/10/2018 adminav  No
W
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12.3.28. Re-submitting unit achievement

Resubmission of Unit achievement can be done as described in previous sections. If however
none of the key bits of information has changed then the LRS will return an error when unit
achievement is re-submitted. The error is shown in the screen below.

d
The following errors were encountered during submission of data to the PLR.
Batch Identifier QCF_SAND0134_2013-02-21_015
Error Message Too many records have failed validation. No records have been
loaded.
Total Records 1
Failed Records 1
Status

m

PLR Response Messages

ULN Unit or Date Awarded Error Reason |
Qualification (CCYY-MM-DD)
Reference Number

9732088639 1/601/2101 2013-02-21 Create Achievement
failed due to the
following error(s)
'Unable to create
achievement as it
already exists.'

Prometheus Messages

12.3.29. Re-submitting qualification achievement

If following the submission of the learner’s qualification achievement you receive the following
error, it means that the qualification achievement has been withdrawn manually via the LRS portal
(via section “Withdraw Learner Qualification Achievement”) and does not exist.

The following errors were encountered during submission of data to the PLR.

Batch Identifier QCF_SANDO134_2013-02-21_017

Error Message Too many records have failed validation. No records have been
| loaded.

Total Records 2

Failed Records 2

Status

PLR Response Messages

ULN Unit or Date Awarded Error Reason
Qualification (CCYY-MM-DD)
Reference Number

9732088639 500/9066/5 2013-02-21 Update Achievement
failed due to the
following error(s)
'Unable to update
achievement as it
has been previously
withdrawn."

To prevent this error the qualification achievement will need to be manually created against the
learner via the LRS portal as described below.
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9.2.3.11 Adding a qualification achievement via the LRS Portal

You will need to go to the LRS Portal (Live: https://www.uklrs.miap.gov.uk/wps/myportal/, Sandpit:
https://sandpit.staging.miap.gov.uk/secure/) (logon using your AO login details provided by LRS)

Steps to carry out the above:-

1. Go to the above URL, choose the Manage Learner Achievement tab,

2. Then choose create achievement.

3. Enter the necessary details ULN, Given and Family name, DOB and the Achievement details —
Qualification reference number, achievement award date, grade, assessment language and
UKPRN. The qualification achievement will then be created against the learner.

Once this has been done, then re-submission of the qualification achievement can occur in
Parnassus in the batch process (if running) which will send these details to LRS.

18 Notes

At various places within Parnassus there is the ability to add notes to a record. All these areas
work in the same way as described in this section.

Notes ‘tab’ can be seen below

Qualification | Units | PLR | Event Info | Alternative Achievement | Entry Requirements | Qualification Prerequisites | Notes (1)

Attach a File I Browse... | Priority [ ]

Figure 18-1: A notes tab in Parnassus

You may attach notes to any record which has a notes tab once the record has been saved
and an ID assigned.

To add a simple note type the text you wish to enter into the textbox at the top of the notes
tab and click on the ‘Save Note’ button, this will save your note and show it in the grid as
below

Qualification | Units | PLR | Event Info || Alternative Achievement | Entry Requirements | Qualification Prerequisites | Motes (1)

Attach a File | Browse... | Priority [

Note File Name Added User Priority

D ¥  learner may need extra time to complete 02/10/2018 adminav

Figure 18-2 : Notes tab populated with some data

Once a note has been added it can either be edited by clicking on the @icon and clicking the
save button once you have changed the text as required; or deleted by clicking on the # icon
and confirming you wish to delete it.

Notes can be saved with a checkbox of priority ticked so you can quickly see the most urgent
notes. This will priority symbol 9 will show in the grid as below
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Qualification || Units ” PLR ” Event Info || Alternative Achievement ” Entry Requirements ” Qualification Prerequisites | Notes (4)

Attach a Filel Erowse... I Prierity 7]

Note File Name Added
D # another not very important note 02/10/2018
D #®  this is a not so important note 02/10/2018
|} #H this is a very important note 02/10/2018
D ¥  learner may need extra time to complete 02/10/2018

Figure 18-3 : Notes tab populated with a priority note

User Priority
adminav

adminav

adminav @

adminav

Note: the maximum size for the text in a single note is 500 characters including spaces,

carriage returns etc.
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18.1 File Attachments

You may attach a file to your noted by clicking on the ‘Browse...” button and navigating to
the required file as shown below and clicking on the ‘Open’ button.

2«

| I This PC
B 10 Objects

hacse File to Uplozd

& OneDiive N e

)

g
e o

Cancel

Figure 18-3 : File selection window

Click ‘Save Note’ in the normal way to save the note with the attachment.

In order to be a valid attachment the file must be under 2Megabytes in size and be one of
the following types:-

File Extension Comments

JPG, JPEG Jpeg images

GIF Graphics interchange format images
PNG Portable network graphics format images
TIF Tagged image format images

DOC, DOCX Word documents

PDF Adobe PDF documents (Portable document format)
TXT Plain text files

XLS, XLSX Excel spreadsheets

PPT,PPS PowerPoint documents

RAR, ZIP Compressed documents/Archives

Note: If no text is entered to be saved with the attachment then the text for the note will
default to File : <Filename> where filename is the name of the file excluding the directory

information.

Note: Once a file has been uploaded it may be viewed or the notes record deleted,

however the contents of the file may not be modified.
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19 Link to Finance Starter Kit (Hermes)

The standard Link to Finance screen can be used as a starting point for an integration to a finance
system such as Microsoft Dynamics-GP (Great Plains) or Sage Line 50:- Depending on a
configuration setting, the Submit button will export a csv file of records to be invoiced (as an
alternative to calling an API); this file could be imported into your finance system.

The standard field list for the file is:
o Batchname
o Date
0 Account (ie site)
0 PO Number
0 Fee Description
0 Product Code

0 Quantity

You can customise this standard file export if required. There is also standard grouping & ordering
as well, which may need to be customised for your project. In addition there is the option of an
automated background process which will automatically create csv files periodically, eg the file
could be created automatically each night for the transactions logged in that day.

19.1 File Attachments

///A\\ |,
PARNASSUS

| Clearsearch || searchbycriteria || SettnSUPRESSED || SettoPENDING || SubmittaGP |

Al Purchase Order Status Customer Code Customer Name Desaription Event Date Event User Action Date Action User Proc
i [ET-T R I I I I I I |

Update Selected 102 Rows

= [susMrTED |[121.000
= [
|
= [
|
= [
|
= [
|
= [
|
= [
|
= [
| [susMrTED

L, A e e e I e e e e e e i e |

Figure 19-1 : Hermes — Finance Starter Kit

Field Name Purpose

Purchase Order Search for fees associated with a specific Purchase
Order Number.

Status Mandatory: must be one of the selectable values.

Customer Code Search for fees associated with a specific Customer
Code from the originating system.

Customer Name Search for fees associated with a specific Customer
Name from the originating system.

Description Fee description from the originating system

Event Date Date the Event which raised the Fee Type occurred.
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Event User The User who created the Event which raised the Fee
Type.

Action Date Date that a Hermes Action was initiated (i.e. Change of
status).

Action User The User that initiated a Hermes Action(i.e. Change of
status).

Product The associated Fee Type

Account Finance Account code in the destination system

Batch Generated by Hermes when the record is submitted.

Button Purpose

Clear any existing search criteria

| Search by Criteria | Perform a search using the entered search criteria

v Select any rows which will be actioned.

| Set to SUPRESSED | Set the selected row/s to a status of ‘SUPRESSED’.

| Set to PEMDING ‘ Set the selected row/s to a status of ‘PENDING'.

Export the select row/s to the CSV export file.

| Update Selected | Update the selected row with the entered Purchase Order

Number.

19.2 Purchase Order Number

It is possible to enter a purchase order number on:

- Import of files of Qualification Registrations

- Import of files of Grades containing Certificate Requests

In both cases:

- a separate purchase order number can be entered on each row of the file (PurchaseOrder
column heading needs to be configured in RegTranslation.xml by GA) and/or

- a purchase order number for all rows can be entered on the File — Open window of the import
process; this overwrites any purchase order numbers within the file

The purchase order number is not shown on the qualification registration screen — it is only used
by exports to a finance system via the Hermes Link to Finance and can be seen on this screen.

19.3 Fee Types

The following fee types are captured:

Field Name Purpose

UREG Unit Registration (aka REGU)
CERTDUP Duplicate Certificate

QREG Qualification Registration (aka REGF)
LIFET Lifetime Registration

VISIT Centre Visit

CERTQ Qualification Certificate

CERTU Unit Certificate

TRANSFER Transfer
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ADMIN2 Upgrading from Unit Registrations to Qualification
Registration

20 Link to eAssessment Starter Kit (Diomedes)

A new module has been developed, which provides a starting point for any link to an eAssessment
system in the future. This provides the structure for sending a list of eligible learners to an
eAssessment package and receiving achievement back at a later date. The transfer of data can be
actioned by the user or it can run as a background process (every n minutes or at a specified time
each day/night).

NB. There is a license fee for this module and there will always be work that is specific to your
eAssessment package. However this module is intended to reduce eAssessment integration by at
least 50%.
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21 Service Layer

Parnassus has a service layer that allows for integration with other systems. This is how the
recommended interface if you are performing any kind of integration with Parnassus. Please
contact GA for further details.
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22 Document Management

Parnassus has a document management module. Details of this are shown in a separate user
guide. Please contact GA for further details.

23 Audit History

Whenever the Audit History icon 2 is shown within Parnassus, selecting the Audit History
icon will display the Audit History for that area.

The information for each screen is dependent upon where the Audit History screen was
accessed from and may vary to the screen shown below.

Audit History

Learnerid  Created Modified Deleted ModifiedUser FirstName LastName MiddleName Region Addressidvalue DOB PreviousSumame1 PreviousSurname2 F
2aBbf9g1-

Jlegetll-  ZaMEOIS 0t O adminay PLRTest  Testing Jahn e

001554037201

‘eabbf9g1-

B6ed-e411- 281042015  02/10/2018 01/0111991

3426- 01110 14omes adminay PLRTest  Test dohn 00:00:00

00155d037201

Figure 23-1 : Audit History in Parnassus

Gordon Associates

Suite G1, Montpellier House, Montpellier Drive, Cheltenham, Gloucestershire GL50 1TY 01242 529820



