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Introduction 
 

Following the rollout of new versions of courses you may wish to transfer 

your users onto the updated versions. In this guide we will be taking a look 

at re-registering existing Users onto new pieces of Content, Re-occurring 

enrolment rules and editing Reports within the SkillsServe Platform. 
 

In the main, the updates will be minor in nature and will be automatically 

applied to the courses. When we update in this way you will not need to 

take any action to update your users learning. 
 
 
 
 
 
 

Re-registering existing users 
 
 
 

Log on to your site. 
 

Hover your mouse over the Home icon in the top left corner and select 
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Using the Search facility, search for the new version of the Course.  For 

example, the Treating Customers Fairly programme. 
 

Select the programme that you are looking for. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

On the left-hand side of the screen, click on the Users section from within 

the Common Tasks section. 
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Click on the green Register button that appears in the top right-hand side 

of your screen. 
 
 
 
 
 
 
 
 
 
 
 

 

Select By units, categories or registrations and click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tick Filter by existing registrations and select Another activity with. 

From the drop down menu, select the option that applies, and press 

Select. 
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Clicking Select will direct you to the Content Manager where you should 

Search for the old version of the course. Once located, select the Radio 

button next to the title and press the Add and Save button on the right- 

hand side. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will now be returned to the Registrations page. Click Next to continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will now be presented with the When to register section. Select the 

option that best applies to your organisation. 
 
 

 
N.B. You do not need to tick the Check rule automatically box as this 

registration rule should only need to be applied once. 
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If you would like to specify a due date for the new piece of content you can 

do so by selecting one of the options from the Due Date section. 
 
 

 
Click Finish once you are happy with the setup of the enrolment rule. 
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Re-occurring enrolment rules 
 
 
 
 

If you would like to create a rule to ensure that staff are automatically 

added to the Programme as they join your organisation or when they are 

automatically re-enrolled, you can do so by creating an Enrolment Rule. 
 
 

 
Hover your mouse over the Home icon in the top left corner and select 

Content Manager from the Menu. 
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Using the Search facility, search for the new version of the Course.  For 

example, the Approved Persons programme. 
 

 

Select the programme that you are looking for. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Within the programme page on the left-hand side of the screen, click on 

the Users section from within the Common Tasks section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the green Register button that appears in the top right-hand side 

of your screen. 
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Select By units, categories or registrations and click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the Filter by units option. You will then see your organisation and 

the units within it. 
 

Select the units that you want to automatically be enrolled, and click Next. 
 
 
 

N.B. If you select the top level unit, all units below will automatically be 

ticked for you.   If you choose a sub unit, you will then have to manually 

select which units you want included yourself. However, if any additional 

sub units are added after the rule is set up, you will need to create an 

additional rule to cover the new unit. 
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On the next page, leave the When to register section as Overnight, tick 

the Check rule automatically box, and select either a specified date or 

Indefinitely.  This will then run the rule overnight every night until the date 

you have specified or indefinitely.   Any users not already enrolled will then 

be enrolled on to the programme. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

If it is a requirement that users complete the course every 12 months you 

can reset the progress of the course for all users either on a set date or 12 

months after the user was first enrolled. 
 

To do this tick the Existing registrations – Reset progress box. 
 

You can then choose either to reset the progress for each user 12 months 

after the user was first enrolled by using the When the registration is 

older than option. 
 

Or every 12 months on a set date by using the next option (all users will 

then be reset on the same day each year e.g. 1st January). 
 

N.B Do not chose the Reset Progress; Once completed option if the rule 

is to run to a set date or indefinitely. If you do select this option then users 

will be reset to not started every time they complete the course. 
 

If required you can also set a due date to ensure that all users complete by 

a certain time – e.g. 31st December. 
 

Again for the due date there are a number of options – the most commonly 

used are: 
 

 Specify a date – all users complete by the same date 
 

 

 Specify a date from user creation date – useful for new starters 

for example who need to complete courses within set time of 
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starting employment (e.g. first 3 months of employment) 

Then click the Finish button and this is the set up. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Any rules that you have set up can be viewed or removed under the Users 

tab of the programme. 
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Reports 
 

 
Hover your mouse over the Home icon in the top left corner and select 

Reports from the Menu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chose the report that you wish to amend and click Edit. 
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On the left-hand side of the screen, click on the Select Parameters 

section. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remove the retired activity by clicking on the blue (x) that appears on the 

right-hand side of the activity name and press Ok. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Add Activity button. 
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Search for the old version of the course. Once located, select the Radio 

button next to the title and press the Add and Close button. 
 

N.B If you need to add more courses you can click the Add button rather 

than closing the wizard each time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click Save once you are happy with the setup of the report. 


