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Courses Service

* Importance of Courses Submission / Drivers

e Submission trends

e Overview of Submitting / Validating & Promoting
 Post Promotion Changes

 Part-time Course Submission —12/13 & beyond...

* Further Information & Support



Benefits of on-line Courses Service..

— Simpler & faster communication of course information
— HEI user has to total control of course information

— No restriction on number of HEI users

— Validation issues flagged to user for correction

— Changes & additions easier to manage / post promotion



Importance of Supplying Course Information

Mandatory function / should be done in line with timescales for
launch. Once course ‘promoted’ then visible to students.

Course information feeds into Student Finance Assessment systems
and allows students to find their course online when applying for
finance

Delays in submission of course information can impact student
financial assessments

Temporary course codes delays fee payments

Course information is used In other area’s — CoC Service / SIS



Courses Portal Screens...

HE(#®) services

SLC partnering with colleges & universilies

Abhout Us Student Finance Service HEI Services Information & Advice
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for sharing information to support our parthership.

The Student Finance England - Practitioner's wehsite
can be accessed here.

Latest HEI Bulletin... HNewsflash ! Guidance

Tor AY 1213

HE College Seminars -

November 2011

The July 2011 version of
HEI Services Bulletin Flease click here for

guidance notes for HEIs

offering Bursary & Tuition

FeeYWaivars in A% 12013,

Registration has now
opened for the HE
College Seminars in
Movember. Click here for
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register.

he need for partnership working has never heen stronger.
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SLC Seminars
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Policy Change
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existing architecture
students in &Y 1201 3.
Click here far more.

Fee Regulations

Click here for
confirmation ofthe Fee
Regulations coming into
force an the 15t
Septermber 2012,
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Courses Portal Screens...

HE(®)services

partnering with colleges & universities

HE Gateway Home

Courses Home

Nancials Home
515 Home

Maintain Contacts
User Administration
SLC Administration
Select HEI

Edit

Welcome...
Impartant Information &s &t 11 August 2011: Basic changes have been made ta the layout of the HE Portal log in
=creen. Please enter your Uzername as normal and disregard the ART 1D option which will be removed in due course,

Wielcome to the HE Gatesvay.

The HE Gateweay is a secure ste that provides you with access to the Bursary & Scholarship Scheme HEl Course
Database & Financial Information Service(FIS) giving your HE an easy way to administer bursary and scholarship
functions & course information.

HE Portal System Down Time - IMPORTANT

W would like to remind you that the HE Portal will anly be unsvailable from Spm on the Wednesdays listed belowe, The
HE Portal will be available on all other Wednesdays:

Wednesday 213t September
Wednesday 15th October

Wednesday 16th November
Wednesday 14th December

Wie wwould like to remind you that the HE Portal will not be awailable on the Sundays listed below . The HE Partal will be
available on all other Sundays:

Sunday 25th September




Courses Web Service...

« A software system designed to support machine-to-machine data
transfer over a network in a standardised format.

 HEIs system communicates directly with SLC system passing
Information back & forth

o IT Suppliers involved in Web Service development
— SLC/IT Advisory Group

— Guidance & test environment available

 Small scale take-up of web-service to date



Courses Web Service...

 HEI

* Client obtains
information

* Coursedata is
maintained

» Course data is
promoted

Get Qualifications List

Get Institution Information

Get Location Information

Get a single course

SLC

» Validation
takes place

» Course data
is promoted

» Tasks and
Errors are
created

* Email is sent




Academic Year Roll-over...

e SLC exercise in advance of start of course submission

e All current promoted courses will be carried forward to the new
academic year with course fees / location / term dates blanked out

* Only courses promoted as ‘closed’ will not be carried forward

« SLC will notify all HEIs once roll-over has taken place



Courses Service — Portal Screens

-
sewlces Higher Education Course Database

Courses Home
Maintain Institution
Maintain Location
Maintain Course Profile
Maintain Courses
Administration

Tasks and Errors
Reports

Select HEI

HE Gateway Home

Edit

Welcome to the HEI Services Courses Portal
Please note the following communication formats available for you to contact SLC with Course gqueries:
0545 702 3316

This iz the telephone number for the HE Portal Services Team within the Buziness Services Department. You should call this team with all general Course gueries and to
report any problems you are experiencing with the Portal.

If wou are experiencing a problem with the Portal and the HE Portal Services Team can not resolve the problem for you, they will raise a system issue for our ICT
colleagues to investigate and will provide you with & reference number to keep track of the issue.

If wou have a gquery that you feel would require an in depth response, you should send your guery to hei_data@ slc.co.uk. (You should not raise any system issues via
this mailbox).

Welcome to the HEl Services Courses Portal
HEIl Services — Courses Portal Release Mlotes - 28th January 2010 @

online Course Database User Manual 0940 '@

online Course Database User Manual 10511 '@

Important Information
Validating & Promoting 201011 Data

Important Information — Validating & Promoting 2010/11 Data

Femember, you noist ensare that the predicted mumber of courses have been inserted in the Maintain Institution Screen otherardse the rest of the data will fail when oty to
validate and promote the completed data.

Important Information

online Course Databse - Frequertly Asked Cuestions @




Maintain Institution

-
»-J Update Institutions

Update Institution Help

HE| Codle

ABRG

[mtitodion

=hart Marme

[mtitodion

Full Maime

HCAS Code

Couritry

ROBERT GORDOM UNIY

Re-promate |/

Cancel

ol

[mtitodion

Year Information

pdate
Selection

Academicvear

Wariable Fees

Fee Cap Amount

Predicted Humber of Courses

Promotion Indicatar

Walidation Indicator

Live [Data

10-11

i a]

1820

09-10

i a]

1820

126

1910212009

03-09

i a]

117

Pl'

28052005




Course Filter

‘J Filter List by Course Information

SLE Course Code

HEl Course Code
Use wikdzards for iore matohes, eg. B40%

UCAS Course ¥
Course Type
Course Statuz
Walidation Status

Courzes Promoted

Pleaze Select -

Pleaze Select -

Wil

Open ¥

Courses taking place in Academic Year IF'Iease Select j

Pleaze Select

Pleaze Select -

i

5

UCAS Course Code
Uise wildvars for more matches, eg. BA0%

Course Name
Use wildcards for mome matches, e.g. SHalh%

Location Fleaze Select j

Duration Please Select vl years
Gualification Pleaze Select vl

Method Of Attendance Pleaze Select j

Clear Fiter | Fiter .2




Course Filter

Select the number of matching records=s to display 25 =
Click on the course name to update course information Change Fiter Criteria
Mt ching Courses
=L oA HEI CaRmpus Course Fromotion
Select Course Course Courses Course Mame = Duration - ~walidation Indicator
Code Code o [[=] Status Indicator
I 19353949 ADULT & CobAbAURI TS EDIC A TR 1 Open b
I 229357 ADULT LITERACY ESOL o b= DpeEn o
I 2350235 BATCHEL OR OF ECLC 2 T o =2 Open o
CERTIFICATE ©F EDIICATION MSPRIL
I >
211655 =START =2 CIpeEn
CERTIFICATE OF ELLNC A TION d2 ]
I SES1 ——r = Crpen b4
— CERTIFICATE OF EDLUCATICR
211ESE SEPTEMBER START =2 —Ren >
I S02290 DIFLChAL, (k] ELUNC o T IO MUTII PAE R 20 o =2 Open P
I S6ETa BPOST COhMPLIL SoR™" o 1 CpEn o
— 154999 g?i;_IE:OMF'ULSORY PT SEFTEMBER o = Crpen o
[Slei=4
I 2543571 COMPUL SO AT O T ERAP O A R 2 Dpen o
DAL=
PO=T
I 254370 CORP UL SO0RY MO T ERAP IR 2R =2 Open P
haAl IS
— 254369 BPOST COMPLIL SOoORY PERFORPAIMNG = Cipen o
SETS
— assnos BoST CoMPUL SORY FPERFORREIING = Open oy
ARET=
I SETS X100 EREIbAA R o 1 Dpen o
I 2851777 HER11 FRIMARY FREMCH o 1 Open P
I 235027 103 PRIMARY PT SERPT START o =2 CpEn o
I 2¥SsSos R ERIMARY SPARMISEH o 1 Dpen o
PROFESSIOM~L PRACTICE -
I o
Fess0= LIFEL ORG L ESRMIFG - = SEeC
59145 Lt | SECOrMDARY ART & DESIGR o 1 CpEn o
I =1
I SES2 SECOMDARNY ART & DESNGH PT o Dpen o
SECOrMDARY BLSIMNESS ArDy
— SECorDARY BUSINESS SO o
Ss550 [T b iy | ECoOMOMICS o 1 CpeEn
I 134990 Lax1 SECOMDA R CITIFERSHIE o 1 CpEn o
I 55929 S SECOMDARNY ERGLIEH o 1 Dpen o
I 134959 [ hoscy | SECORMDARY ERGLISH WWITH DRS00 o 1 Open P
I ESS6S FSxA SECOrMNDARY SEOGRAPH o 1 CpEn o
Zelaect 2l Zelaect Al Displayed De=slect Al De=slaect Al Displayed
Prewvious 25 1-25 of 449 Mext 25
“alidate Fromote
Export




View & Update Course

[ -
-.___}' View and Update Course

Course Information Help
SLC Course Code 710 UCaAs Course Code M420

Campus 1D A LI zas Cogrse’? es ;I

Course MName ACCOUNTING AND FINANCE | Duration 4 x| vears
hethod of Attendance Full Time plus Sandwickh Attendance ;I Quualification B [H) ;I

course Type Cther LI Course Status Qpen ;l

HEI Course Code |

| Save | o | “alidate | (\_4‘| Promote | €L | Cancel |‘F

Cour=se Academic Year List

Academic Wear Course “ear | Course Fee Rate | Fromotion Indicator | Walidation Indicator
K [E v | oo |
2 [E v | oo |
0S-09
E [E v | oo |
E [E [ | eee |
|1 ||£182III ”\f || e e |
|2 ||£182III ”\f || e e |
09-10
|3 ||£182III ”\f || e e |
|4 ||£182III ”\f || e e |
|1 || £ ” > || OO C |
| 2 || £ ” o || OO |
10-11
|3 ||£ ” x || =l |
|4 ||£ ” x || =l |




View & Update Course Year

e
--__Jr View and Update Course Year

Course Academic Year Information

SLC Course Code 10 UCAS Course Code r420
Course Hame ACCOUNTING ARND FINAMCE Duration 4 Years
HEl Course Code

Course Years and Terms Infor mation

Start Date End Date
Course Fee Rate _
Delete | Course Year (HE! Fee Cap £1820) Term Location
? (dmmyy) ()

r [ - e

1 | & - ROBERT GORDON UNIVERSITY [ |

2 | & - ROBERT GORDON UNIVERSITY [

3 | & - ROBERT GORDON UNIVERSITY [

Add Course Year | o | Delete Course Year | =X | Cancel | g

Save | 4 | Validate | © ¢ | Promote Apply Course Profile




Course Profiles

st
J Course Profiles

Academic Year IJl 0-11 ﬂ
Mz Profile Hame Bl o Term Start [rate End [ ate Campus
ear Year R ates P
10-11 Ti0
1 2305 A - ASKHAM BRYAM
1 14092010 10422010 cOLLEGE
A ASHHAM BRY AN
2 04012011 010452011 cOLLEGE
A ASHHAR BREY AR
3 260452011 09062011 COLLEGE
2 2305 A ASHHANM BREY AR
1 14092010 10M 22010 cOLLEGE
& - ASKHAM BRY AN
2 Q401 22011 0110452011 COLLEGE
& - ASKHAM BRY AN
3 26042011 0362011 cOLLEGE

Ecit| §f Delete =X

Add Mesy Profile ;




Course Profiles

=
,J Filter List by Course Information

Courses taking place in Academic Year

SLE Course Code

HEI Cotrse Code
Use wikleams for fore aatehes, e, B0%

LCAS Courze 7
Course Type
Course status
Walidation Status

Caurses Promated

Pleaze Select j

Please Select j

Pleaze Select j

LCAS Caurse Code
lise wileam's for mor matehes, e.g. BA0%

Course Name
Use wideam's for mom mabehes, o0, SHEINT

Lacation

Curation

A - A5KHAM

BRY AN COLLEGE ¥

2

Pleaze Select j

Pleaze Select j

Gualification

Wethad Of Aftendance

Pleaze Select 'l

j Years

Pleaze Select

Clear Fiter |y Fiter | .2




Applying Course Profiles

—
e Course List Filter Results
ZSelect the number of matching records tao display 25 -
Click on the course name to update course information Change Fiter Criteria -
Matching Courses
b= B LIz = .
Select Course Course RIS SEUrEE Cour=se hlame CEES Cruration EELFEE Prqml:!tlnn walidation Indicator
Code Code Code Icd Status Indicator
- 225760 L4400 AERICULTURE A, 2 Clo=sed ot
= SE6901 Da4FT ﬁﬁEEgELUEEEWTH Lanbh N e Open v s e
= 243370 301 Anbd AL bR A EERER T A, 2 Dpen v - . .
= 2Fs07e Ces10 AREBORICLIL TLIRE A, 2 Dpen ' - . .
= 228764 200 BUZIMNEZS MAMASGERERT A, 2 e W L N
- ZEIZET Cofa 2 % - = Cpen ' o e
- 243376 W2 S0 DESIGH (IMTERNSREY A =2 Closed o
= 275075 D22 ESLUIMNE b2 RS SGERER T A, 2 Dpen W - . .
ESLIMNE b2 bl SGERER T
- 243371 D426 T T T o — A e Closed kot
| 2E3Z256 [el=in]n] FiZu2l b A ERAER T A, 2 Clo=sed o
= 2EF2ES D416 HOETICULTURE A, 2 Dpen W L NN
—- 2287TES [ [ e N LARIC oL S ERAER T A, 2 Clo=sed o
= 2FS074 DS ;ip:di%:E’ﬂ‘MpEENf_‘ND GLRDER s 2 Open " o e
= 275075 [gecinn] SPORTSTURE hMARASGERMERT | A 2 Dpen W - . .
SUSTAlMABLE
—- SE7104 DF47 ErlsAR O BAER T 24 A, 2 Clo=sed b
TECHPRCL Sy
— 857251 F753 M%’%iTgLT:fG‘NAGEMENT SMD 2 Closed >
Select ol | Select All Displayed Dezelect Adl | - Deselect Al Displayed
Prewious b I = S (Y P50 ]
“walidate = | Promote Apply Course Profile
Export | o




Creating a New Course

HE Gateway Home

Courses Home

Maintain Insitution . ‘'fou are administering ABRG ROBERT GORDON UNVERSITY
Maintain Location "J Create Course

Maintain Course Profile
Acadenic Year Please Select V| LCAS Course Corde

Couwss Fite Campusz [0 Please Select j LCAS Course? Please Select j
- Create Course Courze Name Duration ﬁ years
Administration Method of Attendance Full Time Atendance Qualfication Pleage Select j

Tasks and Errors Course Type Please Select ¥ —— W
Reports HEI Caurse Cade

Select HEI Adtd Course Academic Year | o) Save | )




Your Submission...

* Ensure the ‘Maintain Institution’ page is completed for the relevant
academic year.

 Ensure all course information has been entered
 Check ‘tasks & errors’ page for outstanding actions
 Ensure any ‘closed courses’ have been promoted as closed

» |If course dates not known — enter generic dates (that can be amended
at a later date)

 Amend ‘predicted number of courses’ on Maintain institutions page



Courses Submission — Previous AYsS

Courses Service Submissions

100000
90000
80000
70000

60000
50000
40000

—e—AY 09/10
—s—AY 10/11
AY 11/12

30000
20000
10000

0

Courses Submitted

VI VRN P\
\30) (OQ,Q ‘.OQ,Q OO OO éo eO

PSR I SIS B ST S ES S = B
F P T W@ R W QP
Xo QO
15 T T &GOS A AT 5 ST S

v
O
ERING

Date




Courses Submission — AY 12/13 prediction

Courses Service Submissions
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Courses Submission — AY Comparison

Courses Submitted

Courses Service Submissions
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Post Promotion Changes

 HEI users can change certain fields even after a course has been
promoted to the live environment

e Post promotion changes can be applied to...
— Institution details
— Course names
— Locations
— Term dates
— Fee Rates

 Report produced listing all students requiring re-assessment as a
result of any post-promotion change



Maintain Institution — Post Promotion

Courgses Home

Maintain Institution

Maintain Location

Maintain Course Profile

Maintain Courses

Administration

Tasks and Errors

Reports

Select HEI

HE Gateway Home

-
H E seWIces Higher Education Course Database

R

-
—.J Update Institutions

HEl Code

In=titution Short Mame

EDBL

EDIMBRURGH LINMNERSIT!

Institution Full Mame
UCAS Code
Country

EDIMBURGH UNNERSIT
ESb
SCOTLAND

Institution Year Information

Update
Selection

[ 10-11

Academic Year

8 ns-10

i 0s-08

Fee Cap Amount

Predicted Number of Courses

k02

542
540

Any changes that are made to the academic year once it iz live can only be made by a re-promote.

o are administering

Re-pramate |/ | Cancel HX

Promotion Indi

v T X 15i0 2010
v ‘X 200022009
v TN 2EM05/2005




Course Changes — Post Promotion

Academicear

Coursefear  Course Fee Rate

Fromation Indicatar

:J View and Update Course
5LC Course Code 027551 UCAS Course Code |14
Campusz D m LICAS Caurse? Yes Y
Course Name ACCOUNTING & FINANCE Duraian ﬁ years
Method of Attendance Full Time Aftendance j Gualfication BA (H) Y
Course Type m Course Status (pen Y
HEl Course Code
Re-fromate /" Cancel g
Course Academic Year List

Yalidation Indicatar




Course Academic Year — Post Promotion

‘HJ View and Update Course Year

Course Academic Year Information

SLC Course Code

Course Hame

HElI Course Code

=

927551
ACCOUMTING & FIRARCE

UCAS Course Code R

Duration

Course Years and Terms Information

3 Years

c F Rat Start Date End Date
Delete || Course Year (Hu;;r..f:e g: ESEQG'} Term Location
N (e i) (e mminn)
|1 "I £ 3290
27092010 1741272010 |A - THE UMIVERSITY OF WWiNCHESTER ;|
17012011 25/03/2011 | & - THE UNIVERSITY OF WWINCHESTER =]
25/04/2011 17/06/2011 | & - THE UNIVERSITY OF WWINCHESTER =]

|2 ~] £3290
|3 =] |£3290

Fe-Promote |

5

Spply Courze Profile & Re-Promote

Back | g




Post Promotion Audit Screen

« HEI/SLC users can view an audit of all post promotion changes
submitted

« Users will select the type of filter they wish to carry out
— Filter by Field
— Filter by Academic Year
— Filter by Course Code

» Filter criteria will not be available for edit until one of the radio buttons
has been selected

 Each change will be date stamped along with the username of the
Individual that actioned it.



Post Promotion Audit

Courses Home

Maintain Institution

Maintain Location

Maintain Course Profile

Maintain Courses

Administration
Capture Stage Dats

Mairtzin Gualifications
Lidate Site Pl

- ey Audit Histary

Yiewy Dezignation Failures

Tasks and Errors

Reports

Select HEI

HE Gateway Home

]
H E Serwces Higher Education Courze Databaze

ESSSSSSSSSSSS—S——————————————————

‘Yiou are administering

i
«J Audit History Filter

Filter by HE| Code
The filter will be run for all HElz by default. If you wish to select a specific HEl, please tick the checkbox and enter the HEl Code required

" HElCode POEC

Filter by Field

I Type of Change IF'|EESE select ""I Field Changed IF'Iease Select vl
From Ciate (DDMMMY YY) To Date (DOMMYY YY)

Filter by Academic rear

| Academic Year IF'Iease Select vI

Filter by Course Code

e SLC Course Code UCAS Course Code

HEl Course Coce

Clear Fitter | €| Fiter | 2




Post Promotion Changes — AY 11/12

Month Course Fee Location | Term Total
Closures | Changes | Changes | Date Changes
Changes

November | 4 3 I o 15
December | 41 Sb 14l 1 B0G 1,895
January 1021 bk I b 520 7,907
February | 235 R5E 13 1,030 1974
March 2 1,002 225 212y 1,951
April 15 o34 51 1,255 2,165
May s 237 12 4615 5,139
June A 22 45 3,619 4,126
July b7 345 297 4 B77 3,386
Total 1,561 3,801 793 24,423 30,578




Course Designation

 All courses appearing on the Courses Service must be ‘Designated
as these are the only courses that can attract public funding

A ‘Designated’ course is:
— A Full-Time course
— A Sandwich course
— A Part-time course for initial teacher training

 And of at least:
— One academic years duration, or
— Six wks duration in case of post grad ITT courses

« And is wholly provided by a publicly funded institution(s) in the
United Kingdom



Course Designation

Designation validation triggered at the point of ‘Promotion’

v The purple circle indicates that the information has already been sent to the promotion work
stream and is at a stage of designation validation, depending on the task you were performing the
circles may vary in colour as shown below.

" Two orange circles and one crossed purple circle indicate that the information has
passed secondary validation checks but has failed designation validation.

’ Two orange circles, one purple circle and the lock indicate that the information has
passed secondary validation checks and designation validation and is in the process of being
promoted.



Part-time Course Collection AY12-13 onwards...

 Current Courses Service to be updated to include part-time courses

* Institution Profile
— New PT Fee Cap (£6750 with Access Agreement)
(E4500 without)

e Course Details required:
— Name
— Fee (maximum or most common)
— Duration (FTE)
— Qualification
— Study start date for the course (optional)



Part-time Course Collection AY 12/13 onwards...

 SLC to populate:

 Nominal term dates (not displayed to HEI but held in background)
— Term 1 - 1st September — 315t December
— Term 2 - 1st January — 318t March
— Term 3 - 18t April — 318t August

o Campus ID will be populated with primary campus location
« Course type and Method of Attendance

e Save administration time for HEIs by ensuring they do not need to
enter any more than the mandatory information



Part-time Course Collection AY 12/13 onwards...

-
H E@ servlce’s Higher Education Course Database

Courses Home

wou are adminiztering BRL

Maintain Institution Create Course PT

Maintain Location

Maintain Course Profile Academic Year l 11-12 = : Course Type
[campue Theco [uration
Course Filter | Course Mams . MATH Qualification
SR Lo i_r.'le’r.hud of Attendance :_F'an Time Al.tenda;l-ce

! Max Course Fae
Administration

|
Tasks and Errors |

Reports | - -

Select HEl

TEST STATS

HE Gatewray Home

Release Procedures

Copynight &




Actions....!ll

 Ensure your HEIs AY 12/13 course submission is ready to go

* Enter generic term dates in order to get your courses promoted — these
can be amended via post promotion facility at a later date.

 Once course submission is complete, update the predicted no. of
courses figure

 Ensure any closed courses are promoted to live to prevent them
appearing next AY



Courses Service — Further Information

o User Access Queries: HEI Services@slc.co.uk
« Operational Queries via
— Email: HEI data@slc.co.uk
— Telephone: 0845 702 3316
 User Guide and E-learning materials available on website

« http://www.heinfo.slc.co.uk/hei-services/courses-service.aspx

» Release Notes
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