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ACCESSING THE LEARNING 
MANAGEMENT SYSTEM (LMS) 

 
INFORMATION – Whether you are a learner, administrator, manager or any of the other user types, accessing the 
system is simply a matter of going to the login web page and entering your login details. 
 
Some organisations have their own branded login pages, and when you are first given your login details you will also 
be advised of the relevant web address. 
 
If in doubt, there is an option at the top of the Virtual College web page which will take users to the generic login 
page. 
 

Virtual College Website 
www.virtual-college.co.uk 

 

 
 

 

Generic Login Page 
http://vctms.co.uk  

 

 

 
 

INSTRUCTIONS FOR ACCESSING THE LMS 

1) Launch your 
Internet 
Browser and 
go to the 
Login Page 

 
 

OPTION 1 - If your organisation has given you details of their own login page, then you should 
go to the page they have specified 

OPTION 2 - Alternatively, you can go directly to https://www.vctms.co.uk/ 

 
 

 

http://www.virtual-college.co.uk/
http://vctms.co.uk/
https://www.vctms.co.uk/
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2) Enter your 
username 
and 
password, 
then select 
Login 

 

 
 

 
 

Your Dashboard will then appear and you will see the options available to you 

Example Learner Dashboard 
 

Example Section Admin Dashboard 

 

 

 
 

 
  

 
 
 
 
 
 
Enter your details in the 
relevant boxes 
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CREATING ORGANISATIONS 
 
This option is only available to Section Administrators 
 
 

1) Navigate to the New Organisation form using the following procedure 
 

Section Admin Procedure Section Admin Dashboard>Organisations>New Organisation 

 

2) Complete the 
form 

3) Select 
Submit  
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CREATING DEPARTMENTS OR SUB-
DEPARTMENTS 

 

1) Navigate to Departments using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Organisations> 
Select the relevant Organisation 
View Organisation>Manage Departments> 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Organisation>Departments 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Departments> 

 

2) Highlight an 
organisation 

3) Type the 
name of your 
new 
department in 
the Title Box 

4) Select Add 

5) Repeat the 
process, but 
instead, 
highlight the 
department 
just created 
to create a 
sub-
department 
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Please Note: This option is not available to Organisation Admin (Basic) User Types 
 

CREATING NOTIFICATIONS 
Notifications provide users with useful information and the following examples show where these appear on user 
records 

Users can access Announcements, Links and Resources 
via links in the Messaging area of their dashboard 

Alerts provide the user with information that will be read 
one time only.  They appear at the bottom of the user 
record until the relevant button has been selected. 

 
 

 

1) Navigate to Notifications using the relevant procedure for your level of access as shown below 
 

Section Admin Procedure Section Admin Dashboard>Notifications 
 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Notifications 

 

SETTING UP A NEW FILTER 

Filters are used to limit the users that will have access to the notifications that you create.  When setting up any of the 
Notification types you will have the option to create a new filter.  In the following procedure, we have used the New 
Link example, but the same filter creation options will be available in Announcements, Resources and Alerts. 

1) Select the 
notification 
type that 
you require 
 
(eg New 
Link) 

 

  

Click on notification 
type that you require 
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2) Select New 
Filter 

 
3) Use the drop 

downs to 
choose the 
criteria for 
your filter 

4) Select Save 

 
 
  

The dropdown boxes allow you to restrict the 
notification to the users you specify. 
If you leave all the fields blank, then the 
notification will be available to all users. 
In this example the notification will be restricted 
to Learners studying a particular course within 
the specified Organisation. 

Select New Filter 
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SETTING UP A NEW LINK 

1) Select New 
Link 

 
 

 
2) Complete the 

form and 
select Save 

This is an example of a completed form 

 
Your Notification now appears in the list of notifications and will be available to the users that 
you have selected in the relevant filter 

 
 
  

Select New link 
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SETTING UP A NEW ANNOUNCEMENT OR A NEW RESOURCE 

Announcements and Resources are set in the same manner.  Announcements are generally used as short term 
notices, whereas resources are more often used for such items as user guides. 

1) Select New 
Announcement  
OR New 
Resource 

 
2) Complete the 

form 

3) Select Save 

Example of an announcement 

 
 
Example of a resource 

 
 
  

Select New 
Announcement 
or New Resource 
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SETTING UP A NEW NOTIFICATION – NEW ALERT 

 

1) Select New 
Alert 

 

2) Complete the 
form 

3) Select Save 

 
 
  

 

In this example a form 
of Bulletin Board 
Coding has been used 
to format the colour and 
size of the text  

Select New Alert 
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CREATING GRADING SYSTEMS 
Please note:  This option is only available at Section Admin Level and you need to set up the relevant Grading 
System before quizzes are entered onto the system. 
 

1) Navigate to New Grading System using the following procedure 
 

Section Admin Procedure Section Admin Dashboard>Grading System>New Grading System> 

 

2) Enter Name 
 

3) Select Save 
 

 

4) Select New 
Band 

 
 

5) Enter the 
details for the 
band 
 

6) Select Save 
 

 
 

Enter the name for the 
Grading System 
TIP:  Include the pass mark for 
clarity 
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7) Continue 
adding new 
bands (steps 
4 to 6) until 
all bands 
have been 
entered 

 
 

 
 
You can then use the breadcrumb trail to go to the relevant part of the system 
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Please Note: This option is not available to Organisation Admin (Basic) User Types 

CREATING MODULES 
 

1) Navigate to New Module using the relevant procedure for your level of access as shown below 
 

Section Admin Procedure 
 

Section Admin Dashboard>Modules>New Module 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Modules>New Module 

 

2) Complete the 
form 

 
(Mandatory fields are 
shown with a *) 

 
3) Select 

Submit 
 

Section Admin View 

 
 
Organisation Admin View 
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Please Note: This option is not available to Organisation Admin (Basic) User Types 

UPLOADING CONTENT TO A MODULE 
Please note:  Content cannot be uploaded until you have created the relevant module 

1) Navigate to Upload Other Content using the relevant procedure for your level of access as shown below 

2) Select Upload Other Content 

Section 
Admin 
Procedure 

Section Admin Dashboard>Modules>Select the relevant Module>View Module 

 
Organisation 
Admin 
Procedure  

Organisation Admin Dashboard>Modules> Select the relevant Module>View Module 

 
 
  



05 August 2014 16 

3) Select 
Type of 
Material 

 
 
 

 
4) Enter 

the title 
of the 
content 
 

5) Tick the 
Display 
in new 
window 
 

6) Browse 
for the 
relevant 
file 
 

7) Select 
Submit 

 

 

Use the drop down list to select the type of 
material 
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Please Note: This option is not available to Organisation Admin (Basic) User Types 

CREATING QUIZ QUESTIONS 
Please note:  Questions cannot be created until you have created the relevant module.  The relevant grading system 
for the quiz also needs to have been created before setting up quiz questions. 

1) Navigate to Quiz Questions using the relevant procedure for your level of access as shown below 
2) Select Quiz Questions 

 

Section 
Admin 
Procedure 

Section Admin Dashboard>Modules>Select the relevant Module>View Module 

 
Organisation 
Admin 
Procedure 

Organisation Admin Dashboard>Modules> Select the relevant Module>View Module 
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3) Select the 
quiz 
options 
you 
require 
 

4) Select 
Apply 
Changes 

Before you start to set up your quiz questions, you need to ensure that the Quiz Options are set to 
your requirements.  The opions that should always be considered are: 

A) Pass Mark – this is often determined by the subject specialist and/or module creator. 
B) Grading System – The default is the Global Grading System (which relates to a pass 
mark of 50%) and the grading system dermines what feedback the learner will receive at the 
end of the quiz (for example “Well done – you have passed” when they reach the pass 
mark).  The creation of alternative grading systems must be done by the Section 
Administrator (or Virtual College) in advance.  It is vital that the grading system chosen 
agrees with the pass mark. 
C) No of Questions – this is the number of questions that the learner will be presented with 
in each quiz. 
D) Randomise – ticking this box mean that the learner sees questions pulled at random from 
the total bank of questions. 

 

5) Select the 
question 
type 
 

6) Select 
Add New 
Question 

 
 
 

7) Complete 
the 
question 
details 
 

The following pages provide you with examples of frequently used question types for you to try. 

 

  

 

 

C 

A 

B 

D 
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MULTIPLE CHOICE ASSESSMENT – SINGLE ANSWER 

 

 
  

Type your question here 

Type your first answer 
here 

Enter the score (0 for 
incorrect answer) 

Add more answers as required (to a 
maximum of 5) 

Select Submit when you have finished entering 
your question details 

Enter any feedback 
for the learner here 
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MULTIPLE CHOICE ASSESSMENT – MULTI ANSWER PARTIAL CORRECT 
SCORED 

 

 
  

Type your question here 

Type your first answer 
here 

Enter the score (0 for 
incorrect answer) 

Add more answers as required (to a 
maximum of 5) 

Select Submit when you have finished entering 
your question details 

Enter any feedback 
for the learner here 
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HOT SPOT 

First set up the question and upload your image 

 

Then you  are ready to complete setting up the question 

 
 

 
  

Type your question here 

Click on Change/Add Image, and 
then upload your image  

Enter the score for the 
correct answer 

Select Submit when you have finished entering 
your question details 

Enter any feedback 
for the learner here 

Use your mouse to highlight 
the area for the correct answer 
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DRAG AND DROP – FULL CORRECT SCORED 

 

First set up the question and upload your image 

 

Type your question here 

Click on Change/Add Image, 
and then upload your image  
 



05 August 2014 23 

Then you  are ready to complete setting up the question 

 
 
 

 

Enter the score 
for the correct 
answer 
 

Select each image question 
individually and highlight 
correct box 

Select Submit when you have 
finished entering your 
question details 
 

Click on 
Change 
/Add Image, 
then upload 
your image 
for each 
answer 
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Please Note: This option is not available to Organisation Admin (Basic) User Types 

CREATING E-LEARNING COURSES 
 

1) Navigate to New Course using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Courses>New E-Learning Course 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Courses>New E-Learning Course 

 

2) Complete the form 
(Mandatory fields are shown with a *) 

Section Admin 
Form 
 

 
 

Enter title of the course 

Select the module(s) for the 
course 

Choose which organisations 
should have access to the 
course 

If the course should be 
available to all new 
organisations, tick the box 
 

Choose the level of authorisation 
TIP:   This relates to requested learning – so if 
you are not using this suggest you set this to 
the highest level) 

 
 

Choose the Course Manager 
TIP: This is usually the Section Administrator.  
The Course Manger that you select will have 
control of the course. 
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Organisation 
Admin Form 

 

3)  Select 
Submit 

 

Section Admin will then see the following 

 

Organisation Admin will then see the following 

 

 

 
  

Enter title of the course 

Select the 
module(s) for 
the course 

Choose the level of 
authorisation 
TIP:   This relates to 
requested learning – so if 
you are not using this 
suggest you set this to the 
highest level 

 
 

Choose the Course 
Manager 
TIP: This is usually the Section 
Administrator.  The Course 
Manger that you select will 
have control of the course. 
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CREATING NEW USERS 
 

1) Navigate to Users using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Users 

Organisation Admin 
Procedure 

Organisation Admin Dashboard> Users 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Users 

2) Select Add 
New User 

 

 
3) Complete the 

form 

(Mandatory fields 
are shown with a *) 

 
4) Select Submit 

 

  

Click on Add New 
User 

Use the dropdown box to select user type 
TIP:  Most users are Learners, but setting up other types such as 
Administrators and Monitors is done in exactly the same way 

Use the 
dropdown box to 
select the correct 
department 

Complete the other 
mandatory fields (these are 
marked with an * and are 
self explanatory) 
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CREATING GROUPS 
 

1) Navigate to Groups using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Groups 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Groups 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Groups 

 

2) Select Add 
New Group 

 

 
3) Complete the 

form  

 
4) Select 

Submit 

 

Click on Add New 
Group 

Mandatory 
fields are 
shown with a * 
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5) Select 
Courses 

You are now ready to add course(s) to your group 

 
6) Select Add 

Course 

 
7) Highlight the 

relevant 
course(s) and 
select Add 
Selected 

 

Click on Courses 

Take the tick out of the box to send message to Learners 
(as there are no learners in the Group at this stage) 
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8) Use the 
breadcrumb 
trail to go 
back to View 
Group 

The course will then have been added to your group 

 
 

9) Select Add 
Members 

This is the view of the Group you have created 

 
  

Click on Add Members 

Use the breadcrumb trail 
to go back to View Group 
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10) Find the 
relevant 
learners 

You now can start adding new members to this group 

 
 

11) Highlight the 
relevant 
learners 

12) Select Add 
Selected 

 
 

Leave box ticked if you want the system to 
email new members 

You use the Go directly to user 
option to search  
OR 
You can use the Organisation / 
Department to bring up a list of 
learners 
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13) Click Send 
when you are 
ready to send 
the message 

 

If you have clicked the box to send a message to new members, then the following screen will 
appear 

 
 

14) The Report 
button will now 
be available, 
select this if 
you wish to 
produce an 
Excel 
spreadsheet 
containing the 
relevant details 

This report is optional 

 

 
  

If wish to you can edit the message by clicking the 
Edit button, making the relevant changes to the 

message and selecting Done 
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VIEWING INDIVIDUAL LEARNER RECORDS 
 

1) Navigate to Users using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Users 

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Users 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Users 

2) Find the 
learner 

 
 

3) Highlight 
the 
learner 

4) Select 
View 
User 

 

You use the Go directly to user option to search  
OR 
You can use the Organisation / Department to bring up a list of learners 
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5) To view 
details of 
a 
particular 
course , 
click the 
relevant 
View link  

Here is an example of what a Section Administror might see. 
 

 
6) Click on 

the Show 
links if you 
wish to 
see more 
details 

This example shows a course that has been completed by the learner 

You can also use 
Quicklinks to access the 
options available to you 

You can click on View 
links to drill down for 
further information 
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AN INTRODUCTION TO REPORTS 
 

Report Information 
 
The Enable system generates a lot of data to enable administrators/monitors/managers to obtain information useful to 
their organisation.  Different organisations use the LMS system for a vast variety of purposes and there are many report 
options available.  Once an administrator has decided what information they require for their specific purposes, they can 
save the relevant report parameters.  
 
Detailed Reports give you the flexibility of being able to run the report on many different criteria and you can export the 
results to Excel or PDF format.  Once you have decided which parameters suit your particular requirements for a report, 
you can save this so that you can run the report again without setting up the parameters again.  There is also an option 
to run your recent reports. 
 
You will also see that there is an option to choose Excel Data Exports. These are much more limited and have usually 
been created to meet a particular customer’s specific requirement for a simple spreadsheet extract.  Therefore, we do 
not recommend these for the majority of users. 

 

THIS USER GUIDE USES THE 3 MOST FREQUENTLY USED REPORTS AS EXAMPLES TO 
FAMILIARISE USERS WITH THE REPORTING SYSTEM. ONCE USERS ARE FAMILIAR WITH THE 

BASIC PRINCIPLES OF RUNNING REPORT THEY CAN EXPLORE THE OTHER REPORT OPTIONS.   
A) LOGIN ANALYSIS 

B) MODULE PROGRESS 
C) LEARNER PROGRESS SUMMARY 

 

1) Navigate to Reports using the relevant procedure for your level of access as shown below 

Section Admin Procedure Section Admin Dashboard>Reports 

Section Monitor Procedure  

Organisation Admin 
Procedure 

Organisation Admin Dashboard>Reports 

Organisation Admin Basic 
Procedure 

Organisation Admin Basic Dashboard>Reports 

Organisation Monitor 
Procedure 

Organisation Monitor Dashboard>Reports 

Departmental Admin 
Procedure 

Department Admin Dashboard>Reports 

Department Course Manager 
Procedure 

 

Department Monitor 
Procedure 

Department Monitor Dashboard>Reports 

Learner Manager Procedure Learner Manager Dashboard>Reports 

Assessor Procedure  

Internal Verifier Procedure  

Course Manager Procedure  
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THE FOLLOWING ARE THE STEPS FOR EACH OF THE 3 MOST POPULAR REPORTS 

(EXAMPLES OF EACH REPORT ARE SHOWN ON THE FOLLOWING PAGES) 

2) Select 
Detailed 
Reports 

 

 

 
3) Select the 

type of 
report  you 
require 

4) Select your 
parameters 

5) Select the 
format you 
require 

6) Select 
Submit 

 
 

Click on Detailed Reports 

Select the report you require  

The parameter 
list will vary 
depending 
upon which 
report you 
have chosen. 
Make your 
selections 
from the drop 
down boxes 
and 
If there are tick 
boxes, use 
these to add 
these 
parameters to 
the report 
results 

Choose the format you require 
TIP Excel is usually best if there is a lot of data which can be 
seen more easily in tabular format and exported to Excel.  
Full reports may be more appropriate when you wish to view 
the information on screen. 
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Detailed Reports Examples 

Login Analysis 
Example Parameters 

 

 

Login Analysis - Fields 
included on Excel 
Extract 

Organisation 

User Name 

User ID 

User Type 

Login Date/Time 

Logged In hh:mm:ss 

 
 

Example Report Results (Format for Excel) 

 

Example Report Results (Full Report) 
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Module Progress 

Parameters 

 

Report Results 

 

Report Results (Example Format for Excel - with no boxes ticked) 

 

Report Results (Example Format for Excel - with all boxes ticked) 

 

 
  

You will need to see your 
scroll bar to view more fields 
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Learner Progress Summary 

Example Parameters 

 

 

Report Results (Example Format for Excel) 

 
 

You will need to see your 
scroll bar to view more fields 
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1) From the 
Reports 
Menu select 
My Recent 
Reports  

SAVING A REPORT 

If the report that you have created is one that you would expect to run on a regular basis then 
you have the option to save the report.   

 
2) Highlight the 

report that 
you wish to 
save 

3) Select Save 
Report 

 
4) Enter a 

Name and a 
Description 
for the 
Report 

5) Select Save 
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1) Select 
Saved 
Reports 
from the 
Report 
Menu 

 

RUNNING A SAVED REPORT 

You can then obtain the latest data for you report by running it again at anytime (without having 
to set up the parameters again) 

 
 

2) Highlight the 
required 
report 

3) Select Run 
Report 
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APPENDIX 1 – FLOWCHART FOR LMS CONFIGURATION 

FLOWCHART FOR LMS CONFIGURATION 
SYSTEM SET UP 

 Create Organisations  

 

 Create Departments  

 

 Create Business / 
Organisation 
Objectives 

 

 

 

COURSE SET UP (ONLY APPLICABLE  IF CREATING  OWN COURSES) 

 

 Create Grading 
Systems 

 

 

Create a Module Upload Content Create Quiz Questions 
 

 Create a Course 
(including attaching module, 
assigning to orgs and setting 

authorisation levels etc) 

 

 

 

USER SET UP 
 Determine  Manager / 

Learner Hierarchy 

 

 

 Set up Managers/ 
Administrators 

 

 

 Set up Learners 
(if not using batch uploading 

into groups to allocate courses) 

 

 
 

 
IF USING GROUPS TO MANAGE LEARNERS 

 

Create a group 
 

Add Course to 
Group 

 

Add Users to Group 
(if allocating manually to 

groups) 
 

 
 

 Set up Learners 
(if batch uploading learners and 
allocating courses as part of this 

process) 

 

 

 
 

Optional – but if using Requested Learning 
and want these to be mapped to Business 
Objectives – then these– Objectives 
should be set up at this stage 

If using Requested Learning it is 
important that the relevant managers 
are already set up on the system 
before the learner records are created 
 

If using Requested Learning OR 
manually adding learners to courses 
or groups, learners should be set up 
at this stage 
 

If you intend to batch upload learner 
and allocate courses by adding to 
groups as part of this process, then 
the relevant group(s) need to have 
been set up in advance 

Learners can be set up 
manually or batch 
uploaded.  However, at this 
stage courses cannot be 
allocated as part of the 
batch upload process 

Managers/Administrators 
need to be set up manually 

Learners can be set up 
manually or batch uploaded.  
After the relevant groups 
have been created courses 
can be allocated to learners 
as part of the batch upload 
process 


