External Learner registration process - Schools:

1. If you’re interested in accessing learning from the Learning Zone but are not
an employee of Oxfordshire County Council, you will need to register as an
external learner.

2. Contact the course bookings team via e-mail:-
course.booking.enquiries@hants.gov.uk to register your interest.

3. The course bookings team will provide you with a Learning Zone registration
code, customer number and organisation ID. (This can take up to 1 week)

4. Once you receive your registration code, customer number and organisation
ID, navigate to the external landing page.

5. The page can be accessed through the following link:

https://hampshirec.plateau.com/learning/user/portal.do?siteID=0CC%5fExternals&landingPage=login

Login

User ID Sign in to find out what's available on your learning page.

If this is the first time you have used the Learning website, you will need to register an account using
the link at the bottom of this page.

Forgot User ID?
If you have forgotten your User ID or Password please use the Forgot User ID and/or Forgot

Password Password reset link on the left.

If your account is locked please contact course.booking.enquiries@hants.gov.uk for support.
Forgot your password?

Submit

New User

Are you a new user? Click here to register.

6. You might want to bookmark this address for future use.


mailto:course.booking.enquiries@hants.gov.uk
https://hampshirec.plateau.com/learning/user/portal.do?siteID=OCC%5fExternals&landingPage=login

7. Under ‘New User’ click here to be taken to the ‘create new account form’.
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Personal
Create New Account

Setup an account
We need a few details about you so we can set up an account

By submitting your account information, you agree that Hampshire County Council can use the information you provide 1o create your leaning account
and ufy and account

nt infor
authenticate you each time you log in 1o your learning

Please complete the “Create New Account” form and click "Submit”. After you create an account, you can view your Learning Plan, add items to your
cart, and check out

The User's password has to be comphiant with the following rules:
* Required Fields
Account Information

* User ID
* Password :

* Re-Enter Password :

* Security Question :

* Security Answer :

* Re-Enter Security Answer :
* Reglstration Code :

Contact Information

* First Name :

* Last Name :

* Email Address :

* Confirm Email Address :
“ Telephone Number :

8. A User ID will have automatically been generated. Make a note of it.

9. Fill in all the required information, including registration code, customer
number and organisation ID and password. Tick the check box if you agree
with the statement then click submit.



Create New Account

3ot up an sccount
We need o few details abaul yau sa we can sat up an account,

By submilting your accaunt informatian, you agree that Hampshire County Coundl can use the information you provide o creste your keaming socount
and identity and authenticate you each ime yau log in o your keaming sccount

Plaase complata the "Create New Account” form and dick "Submit®. Afer you create an scoount, you can view your Leaming Plan, add items 1o your
car, and check oul.

The Users passward has to be complian? with the following rules:
The lengih of the password must be between B and 40 characbers.
The password must contain @ minimum number of charscter ypes fram the lis? below: 0

1. Upparcase lether [A-Z]
2. Lowarcase lefter [4-2]
3. Mumber [0-8]

* Raquired Fiskds
Account Information

=Ugar D :
* Pageword :

* Re-Enter Paseword :

* sgcurlty Qusstion :

“ Securlty Answer

* Re-Enter Securlty Answer :
* Reglatration Cods :

Contact Information

* Flrat Mams :

= Laat Nama :

* Emell Address :

* Confirm Emell Address :
Telephons Humber :

Additional Information

* Organieation ID : |
* Customer Humber : [

To access and use the system, read and accept the documeant listed below. Click on the link fo open the document.

Privacy Motice

[J 1 acknowledge that | have read the sbove document.




10.1f you have registered successfully, a new page will load thanking you for
registering, and informing you that your user ID is active. You will also be
emailed to welcome you to the Learning Zone.
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11.Click continue to enter the Learning Zone.

12.When you first enter, you should see the ‘How to get the most out of learning’
pop-up, which gives you a useful overview of some key system functionality.
Note, not all will be available to you. Click continue to collapse the screen
and continue to the Learning Zone.

How To Get The Most Out Of Learning

Check Your My Learning Assignments. Stay On Target

4 ng Msto = o "
Your leaming assignments are conveniently o Review your Status tes frequently
listed by due date 5o that you can easily plan ‘ Click on any tle to drill into details

your work
®

Quickly Complete Tasks 2 Manage Your Employees
e
The Links are shortcuts 1o other frequently Supervisors can use the MyEmployees tile to
performed tasks such as running reports 2 check the status o ek employees requied
5. Click on the tike 1o open the My

assignment
2 _. Employees to manage your employees’ learning
activites

1~ Do not show this page every time | sign in
L (Note: Page will automatically display if there is new content) -




13.You are now logged into the Learning Zone and will have landed on the ‘My
Learning Assignments’ page. It will not be populated, but within the hour
should automatically populate with any learning pre-assigned by your
administrator
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© Check System | Sign Out

My Learning Assignments I8 I so ey Date| Priorty 7 Finer Recommenda...

[ Course naneor 10— || Soloct Al + N Al Assignment Types ~ Qo ('_)o

A Your Talent Profile is Incomplete

recently added
View Al
You dont have any assignments.

Links Bookmarks

% My QuickGuides

9 Collections E

v

My Curricula

You currently have no required
curricula
Go to Curriculum Status

Information

Administration Contact Details
Email test@hants gov. uk
Telephane: 1234567

SAP SuccessFactors Welcome SIngfee Nglson
© Check System | Sign Out

My Learning Assignments I8 S son By Date| Prorty 7 Fites Recommenda... History -
- N AlAssignment Types » {I_: o

recently added
View All

A Your Talent Profile is Incomplete

v DUE LATER

91012018 | OPTIONAL

1 5 My QuickGuides
Fire Safety Awareness
LMS_CRS OK_FSA % Collections
I Part of Moving and Handling

v

19/10/2018 | REQUIRED REGISTERNOW
Health and Safety Advanced Module My Curricula -
LMS_CRS OK_H&S

W Part of Moving and Handiing Training W O 1 36 g )
r
201012018 | REQUIRED W Due Later (1)

Mental capacity act and DOLS legal update
LMS_CRS OK_OCC_1
W Part of Moving and Handling Training Information

81112018 | REQUIRED REGISTERNOW |+ Administration Contact Details

Financial Forensic Accounting Email test@hants gov uk
COMHC CT FIN 001COM Telephone: 1234567

14.You may notice a warning message that ‘your talent profile is incomplete’.
You may click on this link and update any missing information.



Accessing the Learning Zone once you have registered:

1. If you have already been registered as an external learner on the Learning
Zone, navigate to the external learner landing page via the following URL.:

https://hampshirec.plateau.com/learning/user/portal.do?sitelD=0CC%5fExternals&landingPage=log
in

2. Enter your username and password and then click Submit to enter the
Learning Zone.

Login

User ID Sign in % find cut what's available on your lkeaming page

| if this is the first time you have used the Learning website, you will need to register an account using
the link at the battom of this page

Forgot User iID?

Password

Fargot your password?

Submit

New User

Are you a new user? Click here o register



https://hampshirec.plateau.com/learning/user/portal.do?siteID=OCC%5fExternals&landingPage=login
https://hampshirec.plateau.com/learning/user/portal.do?siteID=OCC%5fExternals&landingPage=login

