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DP Staff Bulk Categorisation
and Course Enrolment

Important Notice:
© GDPR in Schools Ltd 2021. All rights reserved.

This document and the associated software are the sole property of GDPRIS. Reproduction
or duplication by any means of any portion of this document without the prior written consent
of GDPRIS is expressly forbidden.

GDPRIS reserves the right to make changes to this document and to the related software at
any time without notice. The information in this document has been carefully checked for its
accuracy; however, GDPRIS makes no warranty relating to the correctness of this
document.
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Bulk Categorisation

Assign Categories

Navigate to the User Management area via Administration on the Navigation Pane.

il / User Management

User Management

Verification code

Assign
+ _
———————
Surname Role Created Last Login Activated

Select Role v Select Date v E

Alfie Johnson SchoolDPStaff 3008120221238 N V)
Banu Banthien GeneralStaff 13/02/2023 1335 . 78
Banu Caterer CeneralStaff 13/02/2023 1676 . V/au]
Banu Training GeneralStaff 13/02/202316:27 N ] Vi)
Flossia Graen GeneralStaff 002/20231245  13/02/231428 N V|
Click on the Assign Categories button
You will see a list of your staff that have accounts on the GDPRIS portal.
Select Add Categories
Select the users you wish to add a category to.
Select the category/categories you wish to assign to the selected staff.
Please check the confirmation message and click SAVE again
e Assign Categories
Add Categories () Remove Categories
v
P—
First Name Surname Email Address Role Category Active
Select Role ~ Select Category ~
GCDPRIS Support activated@gdpr.school SchoolDPStaff
Alfie Johnson karen brooks+ajohnson@gdpr.school SchoolDPStaff Ve
Frank Wright karen brooks+Frank@gdpr.school SchoolDPStaff Administration v
Flossie Green karen.brooks+Flossie@gdpr.school GeneralStaff v
Kathryn Test kathryn999-test@gdprscheol SchoolDPStaff Ve
Banu Banthien banu.ugan-+kaybeebanthien@gdpr.school GeneralStaff v
Ceorge Day karen.brooks+George@gdpr.school SchoolDPStaff v
B
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Filtering

You can filter by categories to check your selections.

If you choose No Category it will reduce your list and you will see any staff that you may
have missed.

e Assign Categories

Q) a0 Categories () Remove Categories

ories to assign to users w

E Surname Email Address Role Category Active

Select Role Vv No Category @ v

CDPRIS support activated@gdpr.school 5choolDPStaff v

George Day karen.brooks+George@gdpr.school SchoolDPStaff v

*Note! Clicking save will add the DP Staff and Teacher

categaories to all selected users. £
Remove Categories
Note: This process does not unenroll staff from courses
Select Remove Categories
Select the users you wish to remove the category/categories from
Select the category/categories you wish to remove from the selected staff.
Please check the confirmation message and click SAVE again
e Assign Categories
Add Categories ) Remove Categories
v
First Name Surname Email Address Role Category Active
Select Role v Select Category v
GDPRiS Support activated@gdpr.school School DPStaff
Alfie Johnsen karen.brocks+ajohnson@gdpr.school School DPStaff
Frank Wright karen brooks+Frank@gdpr.schoo School DPStaff v
u Flossie Green karen.brooks+Flossie@gdpr.school GeneralStaff v
Kathryn Test kathryn999-test@gdpr.school School DPStaff v
¥ Banu Banthien banu.ugan+kaybeebanthien@gdprschool Generalstaff v
George Day karen.brooks+George@gdpr.school School DPStaff v
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Assign Training Modules to Categories

Enrolment Wizard

The Enrol Users wizard is broken down into three stages, selecting the course you want your
users to be enrolled on, choosing which users you would like to be enrolled on that courses
and lastly to confirm your choices.

The enrolment process requires you to do enrolments via a single course. This is done this
way because of the user selection options.

Navigate to Enrolment Settings via the Documents and Training area on the Navigation
Pane.

Select Courses

On the Enrol Users page, select the course/s which you want your users to be enrolled on.

Enrol Users

- 2 3
elect User nfirm

Select Course
Select Course
English B& & Espanol

A Leading Schools’ Barrister presents: SARs - What to Do and When to
Refuse B002S

|
o | y
ate training and advice wil ; & ™
- e th
-

| a Back 1o School after Home Working BOOO! _ Cyber Security Awareness B0042
— e !
& 1oy 0 ancourage staffto consider where . og

~ Cyber Security Expert presents: The risks of Cyberattacks? BO0O02

A Leading Schools’ Barrister presents: Legal Liabilities in Data
. Protection B0024

Who'd want to carry out 3 cyberattack in a school? What on earth have they got to gain?

Data Protection Essentials for Catering Staff BO004

Data

© GDPR in Schools Ltd 2021 5



GDPRIS Platform v2 DP Staff Bulk Categorisation and Course Enrolment v2

Select Users

Section 2 of the enrol users wizard is where you select the users from your school/s to be
enrolled on the selected course.

The select users page will show you users from the trust and any linked schools. You can
filter the users shown on the page via the following filters:

Categories

Schools

User Added after

User never enrolled to course
Last Enrolled between

Only Incomplete courses

A search feature is also available to find users.

Enrol Users

1 3

Select Course Select Users Confirm

Select Users

Selected Course

. i «1 A Leading Schools' Barrister presents: SARs - What to Do and When to Refuse 80025
5 L1
R WA EA

Filters

Last enrolled between

Clear Filters

Clear all selections

First Name Surname Email Address Courses Latest Enrolment Date Progress
craig.southcoat+uattes

Cra =13
raig tuserl@gdpr.school

A Leading Schools' Barrister presents: SARs - What to Do and When to Refuse C240025 03/1/2023 0

southcoar+uattes
iprschool

Craig as

Craigsouthcoat+jon.sn

Jon Snow -
ow@gdpr.school

A Leading Schools' Barrister presents: SARs - What to Do and When to Refuse C240025 09/1/2023 [+]

mike.killey+uat@gdpr.s
chool

Mike UatTest

craig southcoat+uatcat

Catering TestUser2 -
ering2@gdpr.school

The ‘User Categories’ will show you all those users who have the selected user category.
The selection will only show you categories which you have currently applied to any user in
your portal. If you have not yet started using the user categories, no categories will show.
Please apply user categories in the User Management section to your individual users.

The ‘Schools’ selection will allow you to filter your users shown by selected schools.

The ‘User added after’ filter allows you to show all those users who have been added to the
platform after the selected date.

The ‘Last Enrolled between’ date selection will allow you to select a state and end date
range which will show you all those users who have previously been enrolled on any version
of the selected course within the selected date range. If a user has not ever been enrolled on
a version of the course they will not be shown.
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The Never Enrolled tick box will show you those users who have never been enrolled on
the selected course.

The ‘Clear Filters’ button will clear any filters you have used in the top part of the page
which is narrowing your view of your user selection list.

The Select All tick box located below the ‘Clear all selections’ button, will select all the
users which are currently visible in the current view. If you apply filters and use the select all
option, only those users on the page will be selected. If you remove the filter the other users
will show up as unselected.

Confirm Choices
The confirm choices page will show you the course which you have selected, the users
which you want to enrol on the course and if they are already enrolled on the course.

Enrol Users

1 2 n

Confirm

Confirm

Selected Course

- i 6 A Leading Schools' Barrister presents: SARS - What to Do and When to Refuse BOO2S
.‘. kA2

Selected Users (4)

pgdpr.school) Mever enrolled Pepper Potts

es@gAprschod Mever enrolled Craig DP (cfa

If you are not happy with the selections, use the Back option to go back to the relevant stage
where you want to make a change. Your selections will remain selected.

If a user has recently been enrolled on the selected course, they will show up in red to
indicate that you might not want to enrol this user because they may already be enrolled on
the course. Please re-evaluate your user selection and make sure that your user selections
are correct before proceeding.

Users will be notified of the enrolments once they are active on the site and have
received their registration details.

Adding Users Manually

Occasionally new staff will start part way through the academic year and you have the option
of adding them to GDPRIS manually on the User Management page.

Once they have been added you will need to go through the enrolment process again as you

did previously but this time just select the new user using the added after filtering or
search option.
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Office hours
Mon-Thurs: 09:00 - 16:30 GMT
Fri: 09:00 — 15:30 GMT

If you require assistance regarding any section of this help guide, please do not hesitate to
contact us via one of the following methods:

Tel: 02039 610 110

Mail: support@aqgdpris.co.uk
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