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Concussion Awareness

Concussion Awareness

Introduction

Welcome to our upgraded eLearning platform,
offering you a wide array of courses across various
topicsincluding data protection, health and safety,

and safeguarding.

This guide provides easy-to-follow steps that will get

you up and running on the new platform.

At Judicium Education, our mission is to make high-
quality compliance education accessible to
everyone, regardless of location or background.
Using the latest educationaltechnology, we provide a

dynamic and interactive learning environment.
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Getting started: the dashboard

You can access the new Judicium eLearning platform at:

https://judiciumtraining.learningcloud.me

After we first set you up, you willreceive awelcome emailpromptingyoutosetupa

password. Ifyou have not received this, please contact support@judicium.com.

When you log in to the Judicium eLearning platform, you will see the dashboard shown on

the next page.

From here you can manage the learners in your organisation, manage the courses on which
they are enrolled, access the courses and receive messages about the Judicium eLearning

platform system.

Please see more info and guide videos here:

https://www.judiciumeducation.co.uk/elearningplatform
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LMS - Access and complete your own
online training and courses, and
through Learner Management, set up
training, enrol learners onto courses
and create reports to track their
progress

Announcements - Read
announcements about eLearning and
online courses from Judicium Education

vata rrotection utncer (UrPVU)  empioyment Law & HR Advisory ~ Govern: 1ce & Clerking  Health & Safety
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Notifications - View notifications
about your training and learners

Users - Add and remove learners, set
them to active/inactive, update their
details and send them welcome emails




Managing learners

Your first task in the Judicium eLearning platform is likely to be adding users: the

people in your school, MAT or organisation who will be completing the courses.

Adding an individual learner

1. Onthe dashboard, click on Users.

2. Inthe top left of the screen, click on Add user.

This opens the new user Registration information form.

Complete the form with the user’s details. You must complete the fields marked
with an asterisk (*). These are explained in more detail below. If you wish, you can
leave the other fields blank for now.

3. Enter ausername for this user. This is commonly the same as their school email

but can be changed to a personal email user if preferred.

4. Next, complete their first name, surname and email address in the appropriate

fields. Make sure these are all spelled correctly.




5. Inthe Groups field, you will see all the schools for which you are an administrator.

Select the correct group for this user.

REGISTRATION INFORMATION
Username *
Name *
Surname *
E-mail *
Password
Office phone
Mobile phone
Location
Groups *
@ No file selected.
Formats: or gif Line manager
Min. dimensions re ded: 150x150 px
Time zone * (GMT +01:00) Brussels, Copenhage v
Language * English -
Country Select -

Username

Name

Surname

E-mail

Password

Office phone

Mobile phone

Location

Judicium Academies

Select

Do not change the Time zone and Language settings.

6. Leave the Password field empty so the user can set their own password when they

log in for the first time.

7. Scroll down to the Roles section of the form.

ROLES
Global Admin * LMS
Chara Buthar

In the Global Admin field, click on the dropdown menu and choose User.

Do the same in the LMS field.




8. Atthe bottom of the form, click the Send welcome email box. This will
automatically send an email to the user containing a link to the eLearning
platform, where they can create their password and access their courses.
Please note they will only see the “Welcome” course if they have not been
enrolled onto any courses.

Activate will be ticked already: do not change this setting.

9. Click Create in the bottom right corner of the form to save the user.



Adding multiple learners

If you want to add several learners at once, you can import their details using a simple
template CSV (comma-separated values) file. There is an “Learner Management” part
being developed which will make bulk upload of learners easier but for the time being

please contact us for a custom template.

Judicium Education can provide you with this template when you are first onboarded

to the platform. If you have not received it, please contact support@judicium.com and

we can help get you set up.

Filling in the CSV file

1. Openthe template CSV provided by Judicium Education in a software such as
Microsoft Excel.

2. The CSV file has 10 mandatory fields to fill in:

File Home Insert Draw Pagelayout Formulas Data Review View Automate Help B Comments
= X A ==Ce ab, Einset ~ ¥ v A 00 @)
[] Aptos Narrow “11 v A === 8 25 Wrap Text General ~ ﬁ / Z'\?‘
. - % Delete ~ |~
paste B B I U-[v v A === == ElMergeacene «~ EF~ % 9 4 gy Conditionsl Fomatas Cel E sete = Sort & Find & Add-ins ~ Analyse
- o8 Formatting * Table Styles ¥ i format~ & v Filter¥ Select~ Data
Clipboard [ Font & Alignment [ Number 7] Styles Cells Editing Sensitivity  Add-ins h
N19 v i Jx v
A B i D E F G H I J K L A4
1 Operation Username #username# Name #name# E-mail #email# Surname #surname# Active #enabled# Welcome mail #welcomeMail# Groups #groups# #globalAdmin# #lms#
2 c amanda.billingshurst@judicium.com Amanda amanda.billingshurst@judicium.com Billingshurt TRUE TRUE Judicium Academies user user
3 ¢ carol.denver@judicium.com Carol carol.denver@judicium.com Denver TRUE TRUE Judicium Academies user user
4 C edward.frederickson@judicium.com Edward edward.frederickson@judicium.com  Frederickson TRUE TRUE Judicium Academies user user
5 C gareth.holland@judicium.com Gareth gareth.holland@judicium.com Holland TRUE TRUE Judicium Academies user user
6
7

- Operation: For every new user, type ‘C’, which stands for ‘Create’.

- Username: Enter the new learner’s username. Please note, this is normally the

same as their email address.
- Name: Insert the new learner’s first name
- Email: Insert the new learner’s email address
- Surname: Enter the new learner’s surname.

- Active: This determines whether the new learner is active or inactive. Type
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‘TRUE’ to ensure that they are added as an active learner.
Welcome mail: Type ‘TRUE’ This sends the learner a welcome email.
Groups: Enter the name of your school.

Important: Please ensure the school is added exactly as it appears in the
platform. It might be easier to copy and paste this information from the
elLearning platform itself. If you have any problems with the upload, please

email support@judicium.com the template you tried to upload and we will

assistyou.

Group Admin: Please enter ‘user’. This ensures they are added as a learner

only.

User: Again, please enter ‘user’. This ensures they are added as a learner only.

Uploading the CSV file to the eLearning platform

. Onthe dashboard, click on Users.

User: Announcements

In the Users section, click on Imports in the top navigation bar.

Configuration USERS

@ PORTS EXPORTS

Q  Searc

3. Clickthe Import users button in the top left corner of the screen.

10


mailto:support@judicium.com

Global Admin USERS

USERS IMPORTS EXPORTS

Q, Search

Import users

4. Under ‘Upload your CSV file’, drag your completed template file to the upload
window or select it from your disk, then click Continue.
Important: here, you are also given the option the download the template CSV
file. Please do not use that template as it is more complicated then the CSV

template Judicium provides.

1.- DOWNLOAD A TEMPLATE CSV FILE

For mass learningCloud user imports it is necessary to use a CSV file that enables the system to properly interpret all the data. You can
access the public wiki if you wish to learn more about this format

Download the corresponding template via the following link or export a CSV filewith all of the current users:

+ Blank CSV template

2.- UPLOAD YOUR CSV FILE

Upload the CSV file to learningCloud. This will validate the file and then sync it with all apps in the ecosystem.

Drag the CSV file here...
.

Select from your disk

Cancel Continue =

5. You should be told that your file has been successfully validated. Click ‘Start

synchronization’.

11




Import users x

" YOUR FILE HAS BEEN SUCCESSFULLY VALIDATED

Click on *Star the different learningCloud apps. This process

will ke

The 1 fi P fil been updated. Information abs perati P d
S
Separators Text separators Charsets
@ comns urrs
—
"
CSV file fields

Note: If there are any errors, these will be listed and you will need to correct the

CSV file before trying again.

12. You will be told that your synchronization is complete and you will receive an

email confirming.

Editing a learners’ details

Once a learner’s details are saved in the eLearning platform, you can easily amend
them.

1. Inthe dashboard, click on Users, then click on the card for the learner whose

details you need to edit.

Order by Name ~

Chris RocheAcademyUser
chris.roche@judicium.com
ChrisRJudiciumAcademyUser

A+ Judicium Academies

Chris RocheSubGroupUser
chris.roche@judicium.com
ChrisRJudiciumAcademySubGroupUser

A+ Judicium Academies

2. This will open their profile. Scroll down to see the details of their settings for the

12



elLearning platform and use the arrow button next to Show more information to
see their personal details.

DETAILS rrecncer (@

Data Protection Officer (DPO)  Employment Law & HR Advisory =~ Governance & Clerking  Health & Safety | Safeguarding SEND Service

)

Chris RocheAcademyUser

Active
Y PERSONAL INFORMATION GROUPS

PERSONAL INFORMATION

& Username ChrisRJudiciumAcademyUser
% E-mail

Show more information v

ADDITIONAL INFORMATION

% Customer

PLATFORMS

© Global Admin

Use the grey buttons below the header bar to do the following tasks:
e Edit: make changes to the user’s details, such as first name, surname,

username, group/school.

e Deactivate: change the user’s status to deactivated so they can no longer log
into the platform, but their learner record will be saved.

e Change password: use this to reset the user's password, for example, if they
have forgotten their password.

e Delete from groups: delete the user from the groups they are currently in. This
will also delete their learning record. Note: this action cannot be undone.
Please deactivate users instead.

e Send welcome mail: send a welcome email to the user’s email address, which
asks them to log in and reset their password.

13



Managing learners on courses

Use the LMS section to set up training, enrol learners onto courses and create reports

to track their progress.

Enrolling learners on courses
1. From the dashboard, click on LMS.

2. You will go through to your own learner portal. Click on the top right hand profile
icon, and select ‘Learner Manager’ from the menu. This will open your admin portal,

so that you can start enrolling learners.

3. In the left-hand navigation bar, click on Trainings, and then Courses. This will show

you a list of the available courses.

14



learner Manager

Status  Dates Public Date of creation
oPEN 08/14/2024  No
OPEN 06/24/2024  No 06/24/2024
OPEN 06/24/2024  No 06/24/2024
OPEN 06/24/2024  No

oPEN 06/24/2024  No 06/24/2024
oPEN 06/24/2024  No 06/24/2024
oPEN 06/24/2024  No 06/24/2024

OPEN 06/24/2024  No
oPEN 06/24/2024  No 06/24/2024
OPEN 06/24/2024  No 06/24/2024

3. Click on the name of the course on which you want to enrol learners.

4. In the top right of the screen, click on the Enrolment button.

il
®

learner Manager

& Allergy Awareness in Schools ~ open @ Enroliment

Allergy Awareness in Schools

Name Type

. y Awarene: SCORM activity

< Student enroliments

Manage students = Openfilters
€ Direct Name *  Enrolmenttype  Envolled by  Modification date &
©® orouw
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You can now add learners to the course in different ways:

e Individual: choose one or more learners from the list of users registered to your

organization.
e Import CSV: Please do not use this method.

e Group: enrol awhole group of users from your organization.

See below for more details about how to use these options.

Enrolling an individual learner on a course

1. Choose the user (or users) that you want to enrol on the course from the list by

clicking the box beside their name.

1 selected item

& Name + email

O . Chris RocheAcademylUser chris.roche@judicium.com
O . Chris RocheGroupAdmin chris.roche@judicium.com
O . Chris RocheMatLevel chris.roche@judicium.com
O . Chris RocheSubGroupAdmin chris.roche@judicium.com
O . Chris RocheSubGroupUser chris.roche@judicium.com
. Freelancer Freelancer test@testdomain1234.co.uk
O . Test Learner 3 Academies user testlearner@learnertest.com

2. Click Accept in the top right corner of the window: you can now choose the type of

enrolment:

e Optional enrolment: training that is likely to be useful for the learner, butitis

not essential they do it.

e Recommended enrolment: training that your organisation recommends the

learner completes.

Mandatory enrolment: training that the user must complete.

16



The option you select here will affect where the training appears on the user’s LMS
home page.

Prevent duty

This user will now be listed on the Student enrolments page.

)o

¢  Student enrollments

Manage students = Openfilters

@ Direct Name 1 Enrolment type Enrolled by Modification date ﬁ:ﬁ

@ Group . Freelanc... OPTIONAL Freelancer2 08/15/2024

Group (school)

Each school that you administer learning for will be listed in the eLearning platform as
a separate group.

1. Choose the group (or groups) that you want to enrol on the course by clicking on
the box beside the group name.

Name 1 Enrolment type Description Path

Judicium Academies MANDATORY - ../Judicium Academies
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2. Click Accept in the top right corner of the window: you can now choose the type of

enrolment:
e Optional enrolment
e Recommended enrolment

e Mandatory enrolment

Please note if a learner has been enrolled onto a course that learner will NOT show
up onthe list.
See page 14 for an explanation of the enrolment types.

This group will now be listed on the Student enrolments page.

Creating a new training

Important: In the Learning Cloud system, learners are enrolled onto trainings.

If trainings do not already appear in your trainings list, you can easily create new ones
to enrol learners onto.

1. From the dashboard, click on LMS.




2. You will go through to your own learner portal. Click on the top right hand profile
icon, and select ‘Learner Manager’ from the menu. This will open your admin portal, so

that you can start enrolling learners.

Chris RocheMatLevel

ChrisR! dm

2

[3 ADDTO MY LIST

Required

3. In the left-hand navigation bar, click on Contents, and then Courses. This will show

you a list of all the available courses from which you can create trainings.

3. Once you’ve found the course you’re looking for, click on the three dots on the right

hand side of the course, and select ‘Create Training’.

# Contents

= filter:
Courses = Open filters

] Name Status Catalogue Date of creation Estimated time Evaluable Language 8
. Prevent duty PUBLISHED  data protection, health and safety 05/08/2024 1 hour No @
ﬁ Data Security PUBLISHED  data protection 06/24/2024 1 hour No :

il @ Freedom of Information Requests PUBLISHED  data protection 06/24/2024 1 hour No
% Accident and Incident Reporting PUBUISHED  health and safety 06/24/2024 1 hour No

O e Concussion Awareness PUBLISHED  health and safety 06/24/2024 1 hour No
™M ‘ Clan Obmtes Fomloimm DI ICUER  haalth e aafas Acmamana T . -~

3. Fillinthe training details, as follows:
Training name —this is already pre-populated with the name of the course.

Course —this is already pre-populated with the course that you have selected.
19



Teachers - Ignore. Not used.

Dates —the start date will already be populated; if you want to include an end date

for learners to complete their training by, enter this into the end date.

Select certificate — Select Author certificates and then select the type of course.
HR for HR, DPO for Data Protection training etc.

Validations - if toggled on, this means that the trainings contents will be

automatically completed if the user has done the course previously.

Permanent access to content — we advise making sure this is toggled on as well;
good practice means that learners are able to go back to review their work after

they’ve completed their training.

Highlighted - toggle this on if you want the training to appear right at the top of
learners homepages, in the highlights reel. This is a good way of drawing their

attention to it.

Carousels - select one of Judicium Education’s services from this drop down; this
just means that the learner will be able to see the training on their homepage under

a specific heading, e.g. ‘Data Protection’.

Social - Do not amend anything there please.

. Select ‘Save’.

In the left-hand navigation menu, you can now go to ‘Trainings’ and ‘Courses’, and
you’ll be able to see all of the trainings that have been set up, ready to enrol

learners onto.
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Changing how learners are enrolled and unenrolling
learners

1. Follow steps 1 to 4 for Enrolling learners on courses (pages 12-15).

2. Click on the box next to the name of the user whose enrolment you want to change.

This will reveal four options in the blue bar above the list of users.

1 selected item Optional Recommended Mandatory Exclude
Name 1 Enrolment type Enrolled by Modification date b
. Freelancer Freelancer MANDATORY Freelancer2 08/15/2024

3. You can now change the user’s enrolment type (Optional, Recommended or
Mandatory — see page 14 for details), or you can choose Exclude to unenroll the

learner.

If you have any questions about the Judicium eLearning platform, please contact

support@judicium.com
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