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1. Introduction

The Results Capture and Certification Request System (RCCRS) is used for capturing /
recording assessment results and requesting certificates from awarding bodies for all ETB
Training Centre training with the exception of Apprenticeship, Jobs Initiative, Community
Employment and TESG. It is also used for generating reports on ETB Training Centre
delivered and funded assessments and certification activity.

1.1 Access

Access to the RCCRS is granted to staff nhominated by their manager to <insert emalil
address>

As with all ETB Training Centre Systems, all authorised users must read and comply with
the following ETB Training Centre policies.

Computer acceptable usage policy:
http://[fascms.fasoffice.com/Intranet/HRD/HR/Admin/Policies/IT/07-01-06.htm

Internet and intranet acceptable usage policy:
(http://fascms.fasoffice.com/Intranet/HRD/HR/Admin/Policies/IT/07-03-06.htm

Password policy: http://fascms.fasoffice.com/Intranet/HRD/HR/Admin/Policies/IT/07-
05-06.htm
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http://fascms.fasoffice.com/Intranet/HRD/HR/Admin/Policies/IT/07-01-06.htm
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http://fascms.fasoffice.com/Intranet/HRD/HR/Admin/Policies/IT/07-05-06.htm
http://fascms.fasoffice.com/Intranet/HRD/HR/Admin/Policies/IT/07-05-06.htm

1.2 Logging-On to the RCCRS

Log-on to the RCCRS is linked to your log-on to your computer, you do not, therefore, need
an additional password.

There are currently two systems in place; a test system for familiarisation/practising and a
live system. The live system should be used only when entering actual results for
certification. If you are practising, please ensure that you are using the test system.

The systems can be accessed by clicking on the relevant link below or by entering the URL
into the address bar of your browser.

RCCRS Live System: http://rccrs.fasoffice.com
RCCRS Test System: http://crstest/rccrsinternal
B 2

|Note‘: You can save these links to your desktop or to your favourites bar in Internet Explorer

The RCCRS welcome screen will open with your name, staff number and location displayed
in the top right-hand corner.

J . FAS Reault Capturw Certifation Ruquent Syitem NAVEA DOOD 2l |
B DT vy - mea ettt e e e e e

The menus available to you are determined by your role and access rights — See Appendix 1

Page 5 RCCRS Internal User Guide/V1.0


http://rccrs.fasoffice.com/
http://crstest/rccrsinternal

2. Entering Results

All processes in the RCCS follow a wizard format. As you move through the steps of the
process the relevant circle is shaded on the wizard.

To enter results you must start the ‘Enter Results’ wizard as follows:
1. Click on the Results Tab on the RCCRS Home Screen
This starts the three-step ‘Enter Results’ wizard.

Step 1 of 3 — Select a Class

5 PAY Bands Cogptirn Curtfiesbion Magsnnt Syoben N e D Sy Tghe B

* ) LA
) FAS Rewult Cagture Cortifieation Request System
" U Ul fosuvy 7
Aatum b s Ao . saii

i

Clanses

§ Enter Resifnal S0ep ! Sewrch mnd Setect o Clmi

1. Search for your class by entering search criteria, e.g. Provider or Course Code.
,Provider" in this context is the code for the ETB Training Centre, e.g. CO for Cork

You can refine your search further by clicking on ,Advanced Search®. This will allow you
to search by Course Title, Delivery Method, Class Ref. No., Date Started From, Date
Started To (i.e. the range of start dates to be searched). You may also leave all fields
blank, click ,Search” and you will be presented with a list of all courses in your region with
an end date within the last 12 months. If earlier classes are required, contact the ETB
Training Centre IT help desk.

&l

The RCCRS has bheen refined to allow the linking of assessments/awards to specific
course locations for LTls, CTCs and STPs. This means that users will see only the

assessments/awards that are linked to the local version of the course, which makes the
system more user-friendly. This change relates to any LTI, CTC or STP courses set up
since 2nd November 2011

When searching for a class to input results for LTIs, CTCs or STPs on the RCCRS you
should enter the Provider Code in the Provider field and include it as part of the course
code in the Course Code field, e.g. Provider Code: CO, Course Code: COB4J. You can
also enter the class reference number to find a specific class.

2. Click ,Search” — a list of classes that match your search criteria will appear.
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3.

Select the class for which you wish to enter results by clicking on the Class Ref. No.
hyperlink; the ,Enter Class Results" screen opens.

Step 2 of 3 — Enter Results

[nter Closs Resuitn I~

i g ¥ .. 1 i i‘i
S NN T
S I T T L (O N 1 53'
' i' £ ! > L 5" : Il'- -
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W o e IO msTITACE

You can enter results for each learner individually or you can batch enter results.

1.

To enter results for each learner individually, type the appropriate grade in the field
relating to the relevant learner and assessment using the keyboard or select the
appropriate grade from the Grades dropdown list. The Grades dropdown list appears
when you click in the results box and shows only grades that are used by the relevant
awarding body.

When you click in a result box, the learner (i.e. row) and assessment (i.e. column) for
which “you are entering a result on the result "entry grid are highlighted. This

enhancement will allow you to clearly identify that you are entering the result in the
correct cell, thereby reducing the possibility of data entry errors. Assessment
Communications is selected for learner Seth Cyrus in the screen shot above.
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2. To batch enter results, type the grade into the field corresponding to the relevant
assessment and click ,Enter for all Learners®. This will enter the same result for all
learners on that screen. To enter results for additional learners select the next screen of
learners. (See ,If there is more than one screen of learners’ below).

—
|Not13: You must enter the result first and then click the ,Enter for all Learners” button.

The RCCRS checks the grade entered against the grades used by the relevant

"}’ awarding body. If an invalid grade code is entered the box turns red. Click in any
result entry box to see a list of grades available for the relevant awarding body.

3. Change individual grades if necessary by clicking in the grade box and selecting or
typing the correct grade.

“.1 If a result field is dark grey this means that the result has been submitted to the ETB
Training Cenire .~ 1ne results are now locked for the inputter and cannot be

edited. If required, however, they can still be returned by the TSO. Once returned
the result field is white again and the result can be edited.

".1‘ If a result field is Ii%ht grey this means that the learner has an approved result for

this ‘assessment In TNIS class. These results cannot be changed but it is possible to

enter a new (repeat) result in a light grey field. To do this, click on the result field, a
pop-up box will appear with the message <Enter Repeat Grades> and showing the
learner's result history for this assessment, if there is more than one previous result.
Click <Enter Repeat Grades> and enter the new grade for the learner. NB: Only
repeat results that are an improvement will be included in uploads to
QQI/FETAC, where QQI/FETAC is the awarding body.
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“.z If the result field is %ellow this means that the learner has previouslx achjeved_an
approved result Tor the same assessment in another ETB Training Centre class. The

result will be flagged as Previously Achieved in the ETB Training Centre on the F12.
4. Click ,Save" on the main Enter Class Results screen when all results have been entered.

.2 If you are entering a large number of results it is advisable to click the ,Save" button
regularly.

Where a learner is part of a class but not sitting (not required to sit) all assessments at this
point in time, the result field should be left blank.
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—
Note: As results are input and saved, for an assessment the assessments are moved
up so that populated columns are at the beginning of the list and empty columns are at
the end. In the example above, a grade for the Major Award has been entered so this
has moved up and is now appearing on the first screen.

5. Under What do you want to do next?" select either:

,Enter results for another class"; this will return you to the first step of the Enter Results
Wizard

Or

,Print Draft Course Summary Assessment Sheet' to print a summary of the results you
have entered. See ,Step 3 of 3 — Print Draft Course Summary Assessment" below.

To view additional learners:

_1 The ,Enter Class Results" screen displays a maximum of 300 result entry fields, e.qg. if
there are ten assessments, 30 learners will be displayed; if there are five assessments
60 learners will be displayed, etc. The maximum number of assessments displayed on
the screen is ten.
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Use the scroll bar on the right of the screen to move up and down the list of learners
and enter results
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If there is more than one screen of learners, an additional dropdown option will appear, to
allow you to move to the additional learners — see red circle above.

r )

/1. NB: Before moving to the second screen of learners, save any results you have
entered on the first screen by clicking ,Save"

Select the dropdown arrow beside the ,Refresh" hyperlink
Select the next set of learners (31-31 on the screen above)
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Click ,Refresh®. The additional learners are displayed; you can now continue to enter

results.
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To view additional assessments:

If the assessment for which you wish to enter results does not appear on the first
screen, move the mouse over the numbered tab at the bottom of the screen (circled
above). A list of the assessments/awards on that tab will be displayed.

Save any results you have already entered. Select the tab that lists the
assessment(s) for which you want to enter results (11-14 on the screen above).
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The additional assessments are displayed and you can continue to enter results.

|Not . As results are input and saved for an assessment the assessments are moved up
' at populated columns are at the beginning of the list and empty columns are at the
end.

Step 3 of 3 = Print Draft Course Summary Assessment

hy
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1. Click on ,Print Draft Course Summary Assessment Sheet. Your Course Summary
Assessment Sheet will appear in a separate window. You can print this for cross-
checking purposes if required. It should be securely disposed of and not sent to the
TSO.
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When printing reports it is important that you use the printer icon (circled above) to print
the report. Do not use the menu option File>Print as, depending on the internet
browser you use and your local settings, this may not print the report correctly.

2. Close the Report Viewer window. This will return you to the ,Print Draft Course Summary
Assessment Sheet' screen.

3. Click ,Exit Results Wizard". You will be returned to the RCCRS Home Screen.
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2.1 Recording Previous Accredited Training (PAT?)

Previous Accredited Training (PAT) should be recorded in the RCCRS where a learner has
previously received a certificate towards the achievement of the Major/Special
Purpose/Supplemental award being requested, either in the ETB Training Centre or with
another provider and, therefore, is not required to undertake the assessment a second time.
The previous grade can be entered and marked as PAT. This grade is automatically
highlighted as PAT on the printed F12 as a flag to the TSO approving the F12.  Results
marked as PAT will not be sent to QQI/FETAC as the learner has already obtained a
certificate for the assessment concerned.

There are two different categories of PAT available:
(i) Previously Accredited Training achieved [n another ETB Training Centre
If a learner has an approved result for the same assessment in another ETB Training Centre

class which has not already been recorded in the RCCRS, i.e. the result was recorded in
a legacy system, follow the steps below:

Entar Class Resuln -

G 18 > - - ) - - &
00818 2 < 03 -4 2 gcy -
Fec s g - - B = 2 l - 2= =
: 55" & k. & & EE § & B3 gt
5/ v > -]
5 28] ! ST T ] | g2 il ;is i
’ §— - e < £3 ;" = s
o o g B JACKSON, SAMUEL Eg; £z ;;g !E
- v 288 B oo ES8 3= g g
Tagran Daw (Gt > e > ) B 2
= | - Leo
Segror, ok o} Zems -
sot, Elgt ) [ et i E X
— 1y Sews - —1
Rbar. Sos ¢e @ B i
e 572415 Saqrvithatly 2EPevad Cutiie i FAS
T e
....... raswane BTN
- o AN BE 0
- Tmente SssaeE O Save Reault
MCTION, WL tasraQn t) =
», dos =S R J (T | EE E )
Wt 2y ([ > {0 E E_E =
> FETESOE : A > rJ
. ~ (LSS | 3 ). -
S o wll Lamey
1-10
Cancel
<< Enter esults fur aocther class | Prmt Drat Course Suenmary Assessment Shaet >>

1. Click on the blue arrow beside the relevant result field. This will open a pop-up screen for
that learner and assessment

2. Enter the Grade

! Previous Accredited Training (PAT) should be used in the RCCRS where a learner has previously received a
certificate towards the achievement of an award.
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3. You are required to provide evidence of the accreditation in the text box. Confirm that
evidence of PAT has been sighted and enter the certificate humber and date of the
award.

4. Click the dropdown arrow under ,Previous Accredited Training (PAT)" and select
,Previously achieved in an ETB Training Centre option

5. Click ,Save Result". This result will not be sent to the awarding body. It will appear on the
F12 and will be flagged as previously achieved in an ETB Training Centre.

&+
.lNot;l If required, the user has the option of replacing the Previous Accredited grade with a
new grade if the learner sits the assessment a second time as part of the new course.
However, a new QQI/FETAC cert will only be requested if the second result is an
improvement.

If an improved grade is entered it is considered a new result and is no longer flagged as
PAT.

(ii) Previously Accredited Training achieved gutside of the ETB Training Centre

If the learner previously achieved certification for the same assessment outside of the ETB
Training Centre, i.e. RCCRS has no history of this result, you can enter the previously
achieved result and flag it as PAT. To record PAT achieved outside of the ETB Training
Centre follow the steps below:

Unter Class Resubsn 1)
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1. Click on the blue arrow beside the relevant result field. This will open a pop-up screen for
that learner and assessment

2. Enter the Grade
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3. You are required to provide evidence of the accreditation in the text box. Confirm that
evidence of PAT has been sighted and enter the certificate number and date of the
award.

4. Click the dropdown arrow under ,Previous Accredited Training (PAT)" and select
,Previously achieved outside of the ETB Training Centre option

5. Click ,Save Result'. This result will not be sent to the awarding body. It will appear on the
F12 and will be flagged as previously achieved outside of the ETB Training Centre.

—

INotg: If required, the user has the option of replacing the Previous Accredited grade with a

new grade if the learner sits the assessment a second time as part of the new course.

However, a new QQI/FETAC cert will only be requested if the second result is an

improvement.

If an improved grade is entered it is considered a new result and is no longer flagged as
PAT.

2.2 Recording Exemptions

Before recording exemptions please read the ,ETB Guide to Claiming a QQI/FETAC
Common Award Exemption’.

The RCCRS has the facility to flag a result as an exemption. To do this follow the steps
below:

a) If the exempted module is not listed for the class group in the RCCRS, the award has to
be added by Logging a call on I.T. Helpdesk, select: “RCCRS” (call type), “Link Award for
Exemption” (sub-type). External users (Contractor/Second Provider) should complete
the “RCCRS Exemption Request from Community Second Provider or Contracted
Trainer to Temporarily Link Award to Facilitate Exemption Request Form” and submit it
to the Training Standards Office, who should arrange for this call to be logged on their
behalf- Note: the component will only be available for a short period of time, to allow the
result be inputted (for external users this is usually 1-2 days max). The external user will
be notified via Training Standards Office that the module is available for a result to be
recorded.

b) If the exempted module is listed for the class group in the RCCRS the inputter enters the
result as “E” (for exemption). The details supporting this exemption must be recorded in
the RCCRS and the process for doing this is as follows:

i.  The user Enters “E” as the grade and uses the “Result Details Screen” to enter the

evidence by clicking on the result detail button (blue button with white arrow). See
example below:

i.  The following data with the red asterisk * must be provided:

Mitchum, Jack 362894218 ) i )
\"“u

MAA PBaal. ANTIF 4700
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% fett D Result Leave blank

rockett, Davy " « PR

T PRODUCTION Grgde . Select “E- Exem.ptlon
Evidence Sighted* | Select “Yes” (evidence

Result Grade # Evidence Sighted* .

F-Fas o] [Selec must be sighted)

Previous Accredited Training (PAT) PAT* (previous Select “Achieved by

Achieved by exemption =] accredited training) Exemption” Option

Please enter: Date of Award, Awarding Body, Award . . * « » .

Type, Award Title, Award Level and Award code (if Evidence Slghted Select YeS (eVIdence

applicable) must be Slghted)

: = Complete text box with details of previous
accredited training being used for the
exemption — this text box must be completed

- with the details of the Award.
[ Save Result ” Delete Result User clicks “Save Result”

iii.  Save Result

Note that when the save result is clicked, the inputter can only add information again
for this learner in this “Result Detail Screen” by exiting this screen and coming back
in again as per (i) above.

Once the result is saved the it will show as follows:

z s £3 .,
B = b ! = 2 = = 5 z
£ um om - F 1 7 ™ s 2
545 s % 3 = zE 2 # - > Fes =
T £xZ§ 2§ S s3f =gh H €2 £  oEF 53
03700 12012 <5 = 7 ESR” & ] o8
592 7 4 . g2'e iAe a7e <ia ZEo Cie
00003 §u £ : - - N2 no sz BI22 EEX Hag
o: - = « =% &-—( ‘_g‘ =S s‘
: 5258 5B 3 S g35& 3985 £85 gs=Sh EE: 22k
o hied PPSH 2388 -= b= SRE 3 Jrire Te = L3338 oS v
Bagham, Daw TavE4sIVE Bl > B > 7 K = & B
faghan, Jobo 25048 B2 7 B = n
tuchut, By 12084240V B =1e c B [ B -
Nstton, San asaravowe O ) 2 3] B £
Cyrun, Seth TPV IIEY B0 £ B B ]
Dmstets, Kyth r480343UE () v B c B k LA > | = g i
Prazier, Fidel T40007452 (2] ) BI85 P s
JRCRSTI, St s26870208 &) ) (53 1 3] )] > T & ®
Littie, Boscs wavszico o B o E"1 () (> £ = B B ]
—— =
Mitctum, Jack TAZIRAE (> 3% - B0 () > ) = B B
UGS, Darty BRTLIAINE (3] £ > (3] (3] )] B =
fayror, Jobm pLa24250t > > B 3} =

Note: As all exemptions have to be processed manually in the FBS, the recording of the
exemption as an “E” result will, when up-loaded to the FBS, generate an invalid component
record for this request. To amend the request in the FBS follow the steps in the ,Guide to
Claiming a QQI/FETAC Common Award Exemption".
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2.3 Entering Results for learners who left more than 12 months ago

The RCCRS defaults to show learners who exited a course within the last 12 months. You
can change this setting to display learners with an exit date of up to 60 months ago.

= P § L. 8 0
= « . s e 3 | s, g
5!1 !! }: §ioa i i LY g i
e i- £ ! e a7 e, ;i- i !I' s,
.- - i B h BN OB # # &
tag D JEETN ) ) [ F 3 » .

£
5
'
" ¥

To extend the exit date:

a. Click on the dropdown arrow beside the ,Show Learners® field

b. Select the time period for which you want learners to be displayed
Click ,Refresh"; the screen refreshes to show additional learners

c
| ;[a: If earlier classes?/learners with earlier exit dates? are required, contact the
= RCCRS help desk.
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3. Submitting Results

Once you have entered results, you will want to add them to an F12 and submit them to the
TSO.

3.1 Create and Submitan F12 Form

Create and submit an F12 form for classes for which you have entered results that have yet
to be added to an F12 form.

1. Click on the ,Results" tab.

£ e5 N padts Tgturs Corthoation Mpsest Sviten L IO - begee Mielee ke @ "

FAS Reault Capture Certification Reguest System

1t Enmryy Cewiratus
Fusrret fguats Nty 7L Spyreve Nexats i R

S Eter Bonidvn St | Sewe ared Swlect & Ot

-
whovd o £ o Frrer S RIS - .ot b1BIme (e

2. With the mouse over the ,Submit Results" tab, select ,Create and Submit a F12" — this will
open a five-step ,Submit Results" wizard.

A list of classes for which you have entered results that have not yet been added to an
F12 will appear.

Step 1 of 5 - Select a Class

? oy ]
J FAS Redt Captirw Cartihcatmn Nequet Syitem
—" i Sotiin

Herve  Miver e ¢ ey Canteenes

LI T boah s Bobiat FIB  Aanians Sanine

B Dahentt Mabid s Moy ! Sden b Oy

L e L N e T NV IR TR

1. From the list of classes that appears, select the class for which you wish to submit
results by clicking on the Class Ref No. hyperlink.
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Step 2 of 5 - Create F12 form

B FAS Newat Capture Cactificntion Regquest Systam

e AgTreseinessn

Eobe Ranibie  Dpdeoet Rawte  Ralen T Apprees Resite iy Aesade

A St Resaling eyl Croate an 1 1] Tiem

I Own lammry

coew s T S1artng with Comptens

sle QDI

THO St ng 11 Form st D s7@han. S0k (1w Seal Ston Miw 00 Sees 05 S0 001 BOgS Whars pi S0 DRae wionm Fessits 15 10 siase o0 10 1] frwy

e Dinnie wmagen
Ut

Lomts FLE Bare

[ W Prevmen terwws ][ Aoy |

§ Copprght 2010 P04

1. The F12 Form ID is automatically generated; you should note the ID for tracking
purposes. You will also receive an email notification which will include the F12 Form ID.
(See Section 10 ,Em ail Alerts").

2. Click ,Next' — a list of all of the results you have entered for this class appears.

- Gswnnt Rensr Man) b bode Rogrts mn F 15 Fww

J Coms Swmewry

Coe i e

L) B w00t o rmnattr wrwadty st we b L] Far

s pat bt | T | s 43 apbe o srhe L R e . |

N 30 4 WnLE 2 i wt
T | s wlhe s S i) e e I | —y' [1-1003 W5
- s d Veworr 2 qrmwd " rrmvsmand Vo St Ty h——re . T,
4 1wsant Sapw L [ B0G Larant - T ™ [
st Yepa ntr [t WG SATARMEL Yo FTTHC res rtared
| e Sty Bre ot WPTEMEON MW DM TEOMOL0CT - e e
wag [ - e T - P e
sy T b, On “ AL TN - - frreres
I b, T vem L ] vam - et
el Lo N L= 1 Sat e e e eyt
L ) St bev [ 1) e 25t e i - Foamrns
B LU L e e wa e Lel el LAl L Wanimi
) Tk [ [ o SaTHRALL T T . [
Mg bt [ e | =
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Step 3 of 5—Include Results on F12 Form

1. Select the records you wish to include on the F12 form by selecting the relevant radio
button.

T —— ] «

2. Click the Include buttons* to add the records to the F12 form

*The following options are available for adding results to an F12:
Include Selected Result — includes only the result you have selected for this learner
Include All Results for this learner — includes all results you have entered for that
learner
Include All Results — adds all results for all learners in this class

You can also edit or remove results already added to an F12 by clicking on the
,View/Edit Results" or the Remove** buttons, above the list of results already included on
this F12 form.

**The following options are available for removing results from an F12:
Remove Selected Result — removes only the result you have selected for this
learner
Remove All Results for this Learner — removes all results you have entered for that
learner
Remove All Results — removes all results from the F12

3. Repeat 1 and 2 above as required
Scroll down (if necessary) and click ,Next" at the bottom of the screen.
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Step 4 of 5 - Submit F12 Form

- » ! o ' Py— spvets  Spplnsivm Soswis B
’
.
% y FAS Raault Captarw Cortfication Raguest Syvtem e V) ’

L [ PO ———
B Manidts  Beharer Amaine  Aemun FhE - Apmines Reaels Melt Amiin
B Wbendt Retdnyr Mot Nuliade Benalis 00 1) Hivwy
X »
1 Llawm Sevwmary
- 1ML g Wi -
'
0 o] W 1L A Ol s T I it T e Rt h o e LT ol 0 A 0 i v MY 0 MR 00 (g (1 Tl o e VAR P 1L T Aty AT Lhe R g et OF v iasen t shwndd b
pord A et FAR TIO
Bumeed F 12 Poom 1o FAS THO |
< ¢ Masaas biisen l
& Compnghe 2810 0

1. Click ,Submit F12 form to ETB Training Centre TSO". You will be asked if you are sure
you want to submit the F12 form.

y\  Once you submit F12 Form all results in this F12 will be locked and you will no longer
be able to change the results.

Message from webpage

P | The results included on this F12 Form will now be submitted, the records will be locked and you will no longer be able change the resulks, Are vou sure
\.‘4-) wioll wankt o continue?

[ ok i [ Cancel

2. Click ,OK"
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Step 5 of 5= Print F12 Form

FAS Bault Captasw Cortfication Raquest System

P Masadte Bt St Menen TIT  Agpenen Radebs el Sty

W Sedevit Rewdess Swpd 2o T13 Farm

Faaie Sk the Wit batw 16 SOV ywed Japer Capy 31 the P13 farms Ths prartad FO bm ot sgrations st the scoanpanging bock of wMaance Moud te st 16 yier 745 10,

Pt 712 Farm

T |
8 Coapyrple 2841 NG
1. Click ,Print F12" form to print a paper copy for your records.
| LA i 0 oy r M 100% - Nt | Mwsl Salect o forme -1 . ‘;«)C‘J)
I Temiming Stanitariin System o e
F12 Course Summary Assessment Shewet and Results Approval Form
o ropremmaTys | CowseCode | Coursevvepramme e L L o R
Vﬂdu_no L r{np_‘nlur-j | :""."," mu?nu wm Campitets ':(mg r L_l "
Awand Codw Ao Tyge A Leved Awnrdt Tite C85 Chann loof | Comtract 1 0 Won
. HOMAOMION N
000003 Target Majer 1 CLMTOMERN CARE AHD (T BLLY 100120 MORBA AVENUE BIs0PETONN
COkw
142 Satrimient oo HCCRS By ALDREA DOOD Tubeptione Mambey
TIARM LOCATION

DECLARATION | confiom Ihal the assesamaents hars bean Carmed out o 4ne weth FAN Traming Slandets Spahem whech ficiodes qually 45 s ance processas and has bean notbad to e Trainny
e daeas Oftca o v e Card Munagemant System (CASL § confenm INat e learmms hi Saes infoemed of o provialongl rasuts

Sonatirn Priest Ramn Oate

1[7As watrasctor - Ansannor

Second Provater I urson Trmnes (s se s
[ 30cond Provsar tanager Coordnme

[ ntmimat Vermar (€ 5C 8080 S only)

i *(_v.".'»-{"l"'m mmm‘w

TAS ASSSTANT MAMAGE R

R CLARATION | confom Il | have wownd s 1esuii

Sgnaten Priee Kame Unte

{145 At tanger
) e —

DECUARATION | oMoy I ma s ban el senatn feiang 50 Ihieas regutn Wit ingoded 0 e s gl e s 5o mderndl vpeficabion. oF sp perimg Socumesionon has tans hsched b comdolen sy
POCE SO0 NEY MYV A1 VAU OB Wil e a0 narna e Leocen i Taulls and SGCOMmaniAN Ades Dean rained o0 Bin TES Innues Lig

Sugnamen Pyt e Oate
TAS Trmning Standarts Officos
EXTERNAL MITHENTICATOR
TR CLARATION 1 comtim Ml Ihne Hes s Havm ben authiwibe sl
| | Saoaten | Priv Marnie | e

2. Your F12 will appear in a new ,Report Viewer* window. Remember to use the printer
icon to ensure your F12 prints correctly. This F12 form should be sent to the TSO with
the relevant signatures and Assessment Results Pack.

3. Close the Report Viewer window. This will return you to the ,Print F12 Form" screen.
Click ,Exit Submit Results", you will be returned to RCCRS Home Screen.
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3.2 Edit and Submit an Open or Returned F12 Form:

Edit and Submit an Open or Returned F12 Form for F12 Forms you have created which are
unfinished, have not been submitted or have been returned to you.

Open F12 forms are forms for which you have begun to enter results but have not
7 finished or submitted
8

Returned F12 forms are forms which have been returned to you by a TSO for correction

Click on the ,Results" tab

m . | FAS Raault Captawe Contthcation Request System
Webl Nmiite

— Mmerenetes

3 Epcnew Ressatt Step ) Sewnh and Seteet 4 O

Catrrceren ' |

2. With the mouse over the ,Submit Results" tab, select ,Edit and Submit an Open or
Returned F12“. This will open a four-step ‘Submit Results’ wizard
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Step 1 of 4 — Select an F12 Form

B FAS Rosult Capture Cortification Request System
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§ Sonpnght 2015 PAR

1. From the list of Open F12 forms that appears, select the F12 you wish to edit and/or
submit by clicking on the F12 Form ID.

Step 2 of 4 —Include Results on F12 form
(If you wish to add additional results that you have already entered to the F12 form)

&

|NoteJ You must have entered the results already using the ,Enter Results" screen. See
' Section 2: Entering Results.

1. Select the results you wish to include on the F12 form.
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2. Click the Include buttons* to add the records to the F12 form

*The following options are available:
Include Selected Result — includes only the result you have selected for this
learner
Include All Results for this learner — includes all results you have entered for that
learner
Include All Results — adds all results for all learners in this class

3. Click the Remove buttons** to remove records from the F12 form

**The following options are available:
Remove Selected Result — removes only the result you have selected for this
learner

Remove All Results for this Learner — removes all results you have entered for
that learner

Remove All Results — removes all results from the F12
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4. Click the ,View/Edit Results" button above the list of results already included on this F12
form to edit results already added to the F12

> o = £ §
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e S TV, —g.q.i %z gi
Tyg= *a o) gug -t E
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Lclet T e : 2 = * B
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Edit the results
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Click ,Save"

Click ,Previous Screen" you will be returned to the ,Include Results on F12' screen

5. Repeat 1 to 4 above as required

FAS Reault Capturn Certification Raquest System
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6. Scroll down (if necessary) and click ,Next" at the bottom of the screen.
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Step 3 of 4 — Submit F12 form.
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1. Click ,Submit F12 Form'. You will be asked if you are sure you want to submit the F12
form.

Not%: Once you click the submit F12 Form all results in this F12 will be locked and you will
no longer be able to change the results

Message from webpage

\ P | The results included on this F12 Form will now be submitted, the records will be locked and wou will no longer be able change the resulks. Are you sure
\:2 wou want bo continue?

[ ok | [ Cancel

2. Click ,OK"

TSO staff will receive an email notification of F12s submitted, including the F12 ID.
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Step 4 of 4 — Print F12 Form

1.

A

Click ,Print F12" form to print a paper copy for your records. Your F12 will appear in a
new window.

When printing reports it is important that you use the printer icon, shown below in the red

circle, to print the report. Do not use the menu option File>Print as, depending on the
internet browser you use and your local settings, this may not print the report correctly.

This F12 form should be sent to the TSO with the relevant signatures.
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Close the window. This will return you to the ,Print F12 Form" screen
Click ,Exit Wizard"- returns you to the RCCRS Home screen.
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4. Returning F12s

If an error is identified on an F12 form, the TSO should return the F12 form to the submitter
for re-checking and correcting.

1. Click the ,Results" tab
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Click the ,Return F12“ tab

Input the search criteria to retrieve the F12 form you wish to return or leave blank to
show all F12 forms submitted to your region

4. Click ,Search®
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5. Select the form you wish to return to the submitter for correction, enter any advisory
comments you wish to send to the submitter and click ,Return"

Message from webpage

P | Are vou sure vou wish ta reburn the F12 Form. F12 Forms that are returned will be lacked For the TS0 and cannot be progressed in the approval unti
\{r) they are corrected and resubmitted by the Assessorlnstructor,

[ ok |[ Cancel ]

6. You will be asked if you are sure you wish to return the F12.
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‘Not : Returned F12 forms will be locked for the TSO and you will not be able to approve the
' F12 until it has been re-submitted. Click ,Ok" if you are sure you wish to return the

F12.

PN dents Ctire Omtdusten Prusent Spptan

[ AL TotalY o in

The Form Status will change to ,Returned"

The person who submitted the F12 will receive an email natification that an F12 has
been returned

The submitter then goes through the Submit an Open or Returned F12 process. The
F12, when resubmitted, retains its original ID No.

RCCRS Internal User Guide/V1.0
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5. Approving Results
1. Click on the ,Results" tab
2. Click on ,Approve Results"

This starts the three-step ‘Approve Results’ wizard

-
WPN A Ot Onthsten bewant Syitey | Wt e ey Take e

A A aecee Ry
’

| PAS Rasult Captarn Contification Ruguert System

wontismas |

§ Ly Sewsth Aggmmests Mg | 0 3 - Sebogt o Sabantind F 1 Fom

Step 1 of 3 - Select a Submitted F12 Form

1. Using ,Search” or ,Advanced Search" options, enter the search criteria for the F12 form
you wish to approve.

Not . If you leave these fields blank a list of all F12s awaiting approval in your region will
' be returned

2. Click ,Search®

AT euts Catian Cutdratn Pemmit Sritin - M Pame Sebiy e Tak e e

4 Ltrrwnrs Manits Apgmnst. Stas | of 3 Dbt & Sttt | 00w

Bon Sgprnon facdin l

3. Select the F12 that you wish to approve by clicking on the F12 Form ID. The list of
results on the F12 will be displayed.
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Step 2 of 3 - Approve Results (Recording approval of results by RAP)

1. If you have responsibility for more than one centre, select the centre number for the
results you wish to approve from the dropdown list in the ,Centre" field.

2. If there are no changes to be made click ,Approve All and Next Screen®. The results will
then be marked as ,Approved' and, where there is a direct link between the ETB Training
Centre and the awarding body, included in the upload to the awarding body for
certification,.

3. If results are to be changed based on a Results Approval Panel recommendation:

Click View/Edit Results

Viewrt dlt 12 Results =
o i g
: T
YO0 ;JE : \ g '
s 238 £3 23

| Concel || G|

Make the required changes

Click ,Save"
Click ,Previous Screen®, you will be returned to the Approve Results screen
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4. Click ,Approve all and Next Screen®.

FAS Reault Capture Cartification Request Syvtem
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Step 3 of 3 - Print Final Approved Results
1. Click ,Print Final Approved Results®. The F12 form will appear in a separate window.
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2. Print this form for your records by clicking on the Printer Icon in the Report Viewer
window.

j When printing reports it is important that you use the printer icon, shown above in the
|

red circle, to print the report. Do not use the menu option File>Print as, depending on
the internet browser you use and your local settings, this may not print the report
correctly.

3. Close the F12 report screen by clicking on the x on the RCCRS Report Viewer tab
4. Click ,Exit Approve Results".
5. You will be asked ,Are you sure you want to Exit Approved Results Reports"

6. Click OK, system returns to Step 1 of the ,Approve Results Wizard"
7. Repeat Steps 1 to 3 for all F12s you wish to approve.
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6. Holding Results

If a learner appeals a result or if a decision is being deferred you may wish to hold results to
prevent them from being submitted for certification.

1. Click on the ,Results" tab

2. Click the ,Hold Results" tab

"
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Input the search criteria to retrieve the F12 form containing the result(s) you wish to hold
Select the result you wish to place on hold by clicking the radio button
Click ,Hold" — you will be asked if you are sure you want to save the record

Message from webpage @

\ ? ) Are you sure you want to hold this record?

[ OK ,'I[ Cancel ]
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Click ,OK"; the result has been placed on hold

When a decision has been made regarding this result repeat 1 to 4 above and select
either:

The Unhold button if there are no changes to be made, this will change the Result
Status back to ,Approved" or

The ,Change" button if you wish to change the result. The Change Results screen
will open

5 4 Ll
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- Enter the new grade

- Select the Change Process

- Insert the Change Reason and Change Type

- Click Save. You will be asked if you are sure you want to save the record.

- Click ,OK", you will be returned to the ,Hold Results" screen. The changed grade
has been saved.
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- Select the radio button beside the held results and click ,Unhold" to release result.
The status of the result changes to Approved.
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7.

Entering Certificate Numbers

All non-QQI/FETAC results become available on the ,Enter Certification' screen as soon as
they are approved so you can manually enter certificate numbers.

For QQI/FETAC results, the status changes to ,Certificate Requested* when the file is
uploaded to the FBS by the ETB Training Centre IT Dept.

g

| erew Adesesens Reefe Py

3.

QQI/FETAC certificate numbers will be populated automatically by the QQI/FETAC
return file. All other certificate numbers must be entered manually.

Click on the ,Certification" tab

You can search for all approved results or enter your F12 form ID and click “Search” to
just see a list of all results on a specific F12.
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To enter a cert number for one of your results click on the hyperlink for that record
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4. The learner's name and the assessment/award you have selected will appear in the
panel ,Enter Cert Details for the Selected Record" at the bottom of the screen.
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5. Enter the certificate number in the ,Cert Number" field
6. Complete the ,Date Awarded" field
7. Click ,Update"
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Click ,OK" when you are asked if you are sure you want to save the record; the certificate
number and date awarded appear in the learner's record.

Repeat 3 to 6 for each result for which you wish to add cert numbers.
Click ,Exit Enter Cert Numbers®. The system returns to the Home screen.
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8. Enquiries
There are two Enquiry options in the RCCRS.

Results & Certs Enquiry allows you to search for learners using any combination of learner
details, course details, cert number, award code, result status and F12 Form ID

F12 Enquiry allows you to search for a specific F12 using the F12 ID and/or the Class Ref
No. This is useful for checking the status of an F12 or for identifying the F12s associated
with a particular class.

8.1 Results & Certs Enquiry
1. Click the ,Enquiry" tab

I Pas Senits Cacture Cartéraben Seemet Sdey - v Daes Sdwy s Tooke fe
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2. Click ,Results & Certs Enquiry" to search for a specific learner
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3. Using the ,Search" or ,Advanced Search" options enter the criteria for your enquiry. Click
,Search”.

Page 44 TQAS-6/RCCRS Internal User Guide/V1.0



Brasasnds Cabure Cotdrsten Temmnt Sbey " - £ M- Beme ey Toke §ie

Peviese Pt [ Cotoes »

FAS Rezult Capture Cortification Request System

"o IR P Bearen I

it | <SELECT» =

«SELECT» -

B T e L L e e L

< pyyvans 10 15305 N n
Aol Fiifem s
WA e -~ ) n e L Azv vt w»
o, bk e " L N1y oow ~
WIS, Ik ) ~— - Croot Kaw pret v
- ok B { 0 " v v vt
WA, Ik s A T " Kov et Vaut

¢ Capnde lEll baa

4. When your search results are returned you can click on a learner's PPS No. to see the
learner and course summary together with Result and Cert Number.
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5. Click ,View Change History" to view records of changes made to the learner"s results.
You will be presented with a summary of the changes made to this result.
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6. Click the ,View Details" hyperlink to see details of the result change.
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7. Click ,Previous Screen® to return to the Result Record summary. Continue clicking
,Previous Screen” to move back through the screens above to the Enquiry Screen.
Alternatively, you can click on the ,Home" tab at the top of the screen to return to the
Home screen.

8.2 F12 Enquiry
1. Click the ,Enquiry" tab
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3. Enter the F12 ID and/or the Class Ref No.
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4. Click ,Search®. If you entered the F12 ID, that F12 will be returned in the search results. If
you entered the Class Ref No. a list of all F12s relating to that class will be returned. You
can check details of the F12, e.g. Date Submitted, Date Approved, F12 Form Status

5. Click on the F12 Form ID if you wish to print the F12 Report

FAS Rttt Captasw Carttficabtion Naquest Yystem

il P12 Thepert
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6. Follow the steps for printing an F12 above.
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9. Reports

The following reports are currently available in the RCCRS:

F12 Report

Assessment Results Report
Learner Results Statement
Learner Mailing Labels
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These reports can be accessed by clicking on ,Application Reports® at the top right of the
RCCRS screen.

oo fREAR by CABR ORI EIRTON hepar St -1 L]
' o Proves  Nut | F | Optern -

IR st2 » M I00% - [ Setuct & Sy - LA 2 m
Feaiing faanidedn Sy = o wx

2 Course y A Sheet and Rosuits Approval Form
Pogamire Ty Cowrne Coutn CarveProgramme Tie Travenn Provsdey
Bogeg ! F n saten OO Mg Wi C oirgnites
Awant Coom Awand Ty & Lol Al e CRS Chns al | Contrast | lLocetnm
Nt atan Mo
.
$OIN Torge Wger 3 DLIDTOVER CARE AN0 (T SRR LN WO ROGIA VENLE
WIS STOWN CORK
12 Jpaned o0 RCCRS By Teepmons Iambet
Thason | OCATION !

DECLANANION | corfarn 0l D sndasanarts hu Deee camiad cuf i bre it £ AT Taarsng Sndsr s 2odenm ated) nouades Jually 4 surence eatadods a0 fus Dean neblel T
Trmrdig Standarss UM 4 v Te C0d Waragemtant S oiforn [CMIE CConbom sl W bearrvits Nave Dastn bastind o Wons piods sl rests

TAS SInbiucion | Abasacs

Socond Proexder inavucer Tremen Ay sea o
$eC0na Prason M.\A;Em«m
L K)L_$USL1 onty)
Apprwenl |‘r-n-u Orgarsstion Rensge

FAS ASURTANT MARAGER

DECLARATION. | condem el | e Awed et resuts

TAS Asuistard Nesvagm | » | |

TAS TRANDS STANDARDS OFVCTR

DECLARATICN | CONNN T 203 02ARONE SvO00D AIBENYY 11 I00N 1O0SRE WAIE INCRISET 11 e 2300 VAT 33 FOOMS VNIt 34 SUSEONWY DRCUPENEIN0N NAS DEen 0 ecknd
COMEINraE 300 AC0NRCY AN NI MALE HENtidd i Tid 2 E0SEMEIE DI CARA MORNRE 300 COCUMARLINN N i DR N 13IM40 a0 110 TEE MIvel Lig

| Sigrwmre | Frst e [ oaw
1A% Traving Ssamms Offcac | | |

EXTRRNAL aAoR

PECLARATION | CONYM T NG00 IR LER H3n Den BUBSOOCM Y

f When printing reports it is important that you use the printer icon, shown above in the

red circle, to print the report. Do not use the menu option File>Print as, depending on
the internet browser you use and your local settings, this may not print the report
correctly.
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9.1 Printing an F12 report using the Application Reports option
1. Click on Application Reports

2. Click ,F12 Report
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3. Enter the F12 ID in the ,F12 ID" field
4. Enter 0 in each of the other fields

5. Click ,Submit, the report opens in a separate screen. Remember to use the Printer Icon
if you are printing the F12 report.

9.2 Printing Assessment Results Report

1. Click on Application Reports

2. Click ,Assessment Results Report'
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3. Enter report criteria
4. Enter 0 each of the other fields

5. Click ,Submit'. The report opens in a separate screen. Remember to use the Printer Icon
if you are printing the Assessment Results Report.
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9.3 Printing Learner Results Statement

You can print a learner results statement on ETB Training Centre headed paper. This will
include all approved results for a learner

1. Click on Application Reports

2. Click ,Learner Results Statement'

- A Teedy CopenCotby . RO B bt TR e Baore Sty Toke @ "
| ] BT ] T |

3. Enter the Learner's PPS No.

4. Click ,Submit",

- BTASPeska Captan i BTG (e Sy 7 S W e sdeye T @ T
" a1 i {07% “ [ i Galect & Marmmt - & 4
Individual Learner Statement of Results o
Mitchum, Jack Dete 24020012 5543
Prirted
iAUNM [Rwand [Awrd | Caniiying Sedy Cirhde
Code | Type |
PFORMATION AND COMM TECHROLODY b6e Vo b ) FETAL FURTHER EDRICATION & TR Pass
TEXT PRGOUCTION wr My ) FETAC FURTHER EDUCATION & TR Creett
CONMUMCATIONS (713 Mgt 4 FETAC FLRTER EDUCATION & TR Credt
Wird Pyacessog ECDCY Non ' S SAULE Pass
FETAL
LEiG DATASASES ECOLS Non ' €3 SALLE Fase
FETAL

5. The report opens in a separate screen showing all results recorded in the RCCRS for
that learner. This can be printed on ETB Training Centre headed paper
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9.4 Learner Mailing Labels

1. Click on Application Reports

2. Click ,Learner Mailing Labels"
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3. Enter the Class Ref No. and/or the F12 ID. Note: if you are only completing one field,
enter 0 in the other

4. Click ,Submit’. The report opens in a separate screen which can then be printed to
mailing labels.

9
Y Thisis configured for Avery labels - L7162 (99.1 x 33.9 mm) 16 labels per sheet

10. Email Alerts

There are two operations that generate an email alert:

1. Submitting an F12. An email alert is sent to anyone who has opted to receive alerts for
the specified provider code.

2. Returning an F12. An email alert is sent to the submitter and copied to the TSO
The email alert contains the following information:

F12 ID

Class Ref No

Course Code

Course Start Date
Submitted/Returned By
Submitted/Returned Date
Return comments

8
& Plle?se contact your Local RCCRS Administrator if you wish to be set up to receive email
alerts.
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11. Warning/Error Messages

There are a number of warning/error messages inthe RCCRS. These messages appear at
the top of the sereen with a brief description of the error together with the steps to be
followed to proceed. An example is shown below.
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Appendix 1 - RCCRS Roles and Access Rights

The roles described below relate to interaction with the RCCRS and do not take account of
external business processes. A user can be assigned to one or more or the roles below.

Clerical Officer - Results Inputter

Typically, the role of the Clerical Officer (CO) in relation to the RCCRS s to:

Enter/edit results for their region/centre

Print Draft Class Summary Assessment Sheet
View results

Create F12

Submit F12 to Training Standards Officer

Edit and Submit an Open or Returned F12
Enter Certificate Numbers

Print Mailing Labels

The Clerical Officer role also includes access to the Enquiry Screen.

Training Standards Officer - Results Approver

The Training Standards Officer (TSO) role within the RCCRS is to:

Review assessment results submitted by the Results Inputter/Submitter
Return an F12 to the submitter for correction

Make changes to results following Results Approval or an Appeal

Hold Results, e.g. if a result is under appeal

Enter Certificate Numbers

Print Mailing Labels

The Training Standards Officer role also includes access to the Enquiry Screen

Instructor/Contracted Trainer Role

Enter/edit results for their class

Print Draft Class Summary Assessment Sheet
View results

Create F12

Submit F12 to Training Standards Officer

Edit and Submit an Open or Returned F12

The Instructor/Contracted Trainer role also includes access to the Enquiry Screen
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External Provider Role

The External Provider role in relation to the RCCRS is to:

Enter/edit results

View results

Create F12

Submit F12 to Training Standards Officer

Edit and Submit an Open or Returned F12

Enter Certificate Numbers for Non-QQI/FETAC awards

The External role also includes access to the Enquiry Screen
Instructions for the External Provider Role can be found in the RCCRS External User Guide.

Administrator Role

The Administrator has the following permissions within the RCCRS:

Internal User Management

Centre Code Management

External User Management

Email Alerts

Class and Learner Management — fee-paying learners

Instructions for the Administrator Role can be found in the RCCRS Regional Administrator
Guide.
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Appendix 2 - Slatus Diagram

Status Diagram: Rc.sultscapture and Ccrtifkatlon Rcqucst Process
Result Record Status Corresponding F12 Form Status
1. Resutts Entered
(status z Entered)
I_ ea Results Includedon F12) — E—— 2b. FI2 Created
" (stat\1$ =Included on f12) (stat\ $>Crea ted)
n
0.
£
3a. Results Submitted — | J 3b. Fl2Submitted
(status;Submitted) | (statuseSubmitted )
1
4a.Re.sutts Returned\ 4b. F12 Returned
Result
. tatusz Returned) (statusRcturncd)
]
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Provisional /1 ferrors'
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Appendix 3 - Logging RCCRS calls on the Help Desk

If you come across any issues when using the RCCRS you should log a call on the IT Help
Desk

The link to the Help Desk is http://helpdesk.fasoffice.com/user/

LI A ews Camarg o, L) Westviest X Bl Lt iy Tk @

SHE € T /SN FAS IT Helpdesk System

Home Call History New Call FAQ's Feedback

New Call

Template {select tamplate)
User Dodd Andrea

Site Baggot Court

Department Phone ) —

Call Type Sub Type  REEEEETED)

Ty Block FETAC Cert Request

Probiem Cant creste F12 Repont
Cant find F12
Cant find my class on search class screen
Change an approved result
Data Protection lssue
Delete Blank F12

BTN Flsase salect the Sub Type Enter a second (repeat) result for learner

Link Award for Exemption
Mizsing all lsamers in class
Missing Awards\Asssssments
Misaing fee paying learners
Missing some learners in a class
Other
Printing Issues
Set up & new user

Call Type: RCCRS

Sub-type — Select the most appropriate option from the dropdown list

@ Calls relating to missing learners should be referred to your Local RCCRS
Administration (fee-paying learners on Evening Courses) or Course Recruitment
for non-fee-paying learners. Refer to Appendix 4 ,RCCRS Guide for Adding
Learners" below.
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Appendix 4 -RCCRS Guide for Adding Learners

Class lists on the RCCRS are populated via the Client Services System. Where there is an
issue with a learner not appearing on a class list, the issue has to be addressed either
through Course Recruitment or the Local RCCRS Administrator. Outlined below are the
steps for adding a learner to a class group based on the learner issue.

a)
b)
c)
d)
e)
f)
9)

a)

b)

d)

f)

9)

Fee paying learner not appearing on an evening course class list

Community Employment learner not appearing on an evening course class list
Learner was incorrectly assigned a different class with the same course code
Learner was incorrectly assigned to a course

Learner was never recorded on the class list

An ETB Training Centre staff member not appearing on an evening course class list
A learner with a CSS status of ,Did Not Attend" or ,Referred on Option*®

Fee paying learner not appearing on an evening course class list

Process: Local RCCRS Administrator adds the learner to the class using the RCCRS
Administration screen in accordance with agreed procedure.

Community Employment learner not appearing on an evening course class list
Process: Course Recruitment sets up the learner on the class.

Learner was incorrectly assigned to a different class with the same course code
Process: Course Recruitment to Log a call on the IT help desk for Client Services to
move the learner to the correct class. Note: This is only allowable if the learner is moving
to a class with the same course code, e.g. XXR55 to XXR55. Work is currently taking
place with the Client Services System to add a feature to facilitate the above thereby
eliminating the need to log a call on the IT Help Desk.

Learner incorrectly assigned to a course

Process: Course Recruitment to Log a call on the IT Help Desk for Client Services to
move the learner to the correct course, attaching evidence that the learner was on the
course and recorded on an ETB Training Centre IT system. Examples of acceptable
evidence are: SAP Registration screen shot or SAP Attendance Sheet. This evidence
should be available from the Course Recruitment Officer (Day Courses) or the Evening
Course Officer (Evening Courses).

Learner was never recorded on the class list
Process: Course Recruitment to set the learner up retrospectively on the relevant ETB
Training Centre system.

An ETB Training Centre staff member not appearing on an Evening Course class
list

Process: Local RCCRS Administrator adds the learner to the class using the RCCRS
Administration screen in accordance with agreed procedure.

A learner with a CSS status of ‘Did Not Attend’ or ‘Referred on Option’
Process: Course Recruitment re-sets the ,Did Not Attend" record and flags as ,Attended".
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