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Registering for an Olive account

Olive is Surrey County Council’s learning management system, through which you can access training and
other learning provided by the Surrey Safeguarding Children Partnership (SSCP).

In order to access the system, you will first need to register for an Olive account by following the

instructions below.

The link provided separately, and shown below for easy reference, will take you to a sign-in screen, which

you should be access via a laptop or desktop computer.



N\,

Surre!
Y~ /\e Safeguarding
surey B s soicen Children _
ACADEMY Partnership

Tablets and mobile devices can be set up to access Olive via an app, but account registration and app
activation must be done first through the desktop/ laptop link (please also see the section ‘Mobile App

Activation’ later in this guide).

The link to access Olive is:

https://surreycoun.plateau.com/learning/user/portal.do?sitelD=SCA&landingPage=login

SAP SuccessFactors

Personal Catalogue

Login
Usemame

1

Forgot Username?

Password

1

Forgot Password?

New User

Ave you 3 new usar

Register as a new user using the link on screen entitled ‘Click here to register’.

This will bring you to the following screen, where you need to complete the required information.
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User registration screen

Create New Account

Please complete the "Create New Account” form and click "Submit". After you create an account, you can view your Learning Plan, add items to your cart,
and check out

* Required Fields
Account Information

“UserID :
* Password :
“ Re-Enter Password :

Contact Information

* First Name :

* Last Name :

* Email Address :

* Confirm Email Address :

Organisation Information

* Organisational Type :
Or ization/ 2

Billing Address

Billing Address :
City: |
State / Province : |
Postal Code :
Country/Region : | Please choose a country/region

Submit  Reset

Additional notes:

*  User ID - please use a minimum of 8 characters, including a special character (for example £, S,

@, !, %, or &). An email address would be a good option.

¢ Password — please use a minimum of 8 characters, including at least one upper and one lower
case letter, a number and a special character.

¢ Important: it is vital to correctly select your organisation type from the ‘Organisation’ dropdown.
This ensures that you have access to the training most relevant to you. If you are uncertain about
which type to select, please contact OLIVEPartner.Support@surreycc.gov.uk for advice.

e Organisation/ Company - please provide the full name of your organisation.

* Billing Address — if you need to pay for any training, by including your credit card billing address
at this stage, you will not need to provide it each time you subsequently pay for a course by
credit card. For the ‘County/ Region’ field, always select ‘United Kingdom'.

Once you click submit, you will be returned to the login page and your account will have been created.
Important note: it can take up to 60 minutes for your account to sync with the courses available. Please

allow this period before trying to search for courses. Perhaps use this time to become familiar with the
layout of your Olive home screen, detailed in the next section of this guide.

You can always access the site in future via the link. It can be saved as a favourite on your web browser.
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Explaining the Olive Home screen

Once you have signed in with your login details, you will see your Home screen. You can always navigate

back here from other screens in Olive by clicking ‘My Learning’ at the top of the screen:

Learning ~

My Learning

My Learning Assignments §8 EE son 8y Date| Priorty 7 Filter My Curricula

Keyword . Course name or 1D Select All - All Assignment Types =

You don't have any assignments.
0 You currently have no
required curricula.
Go to Curriculum Status

History Links
Add to Learning Hist..,
0
My Orders
recently added Now
View All

Featured

n

This screen is made up of tiles conveying various information as detailed below. You can use your mouse
to drag the tiles into any order you prefer. Information on each tile is shown below — but if you want to

immediately find out how to search for training, please see the section entitled ‘Locating and booking

onto training’, further on in this guide.

My Learning Assignments

My Learning Assignments

Sort By Date | Priority V Filter

Kmm. Course name or ID ] Select All - All Assignment Types v
v DUE ANYTIME
\ " START COURSE |
Y~
Working Together to Safeguard Children eLearning
Sy ) oy s
ACADEMY ELEARNING 116
& Self-Assigned

This tile will list the training you currently have in your plan to be completed. E-learning you have

assigned can be started from here by clicking the ‘Start Course’ button.
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Learning History

[ ]
Leaming History

View All

No learning events were
recorded in last 30 days.

This shows your training history and will be automatically populated shortly after you attend each course.
The history for classroom courses is only updated once attendance registers have been received from the

trainers, and consequently there will be a period between completing a course and it showing in your
history.

Featured Courses

Featured

DA: Understanding
Mult-Agency
Featured Course

This tile shows new courses, or those with many spaces still available and coming up soon. This simply

brings the courses to your attention — it does not mean you have been assigned to complete them.

Recommendations

Recommendations

You have N2 recommandations 3t tnis time.

This shows any courses that have been recommended to you by others as being useful. As with featured

courses, this simply brings the courses to your attention and does not mean you have been assigned to
complete them.
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Links

There are a couple of links to be aware of initially:

e ‘My Orders’ will show you details of any courses you have needed to pay for:

Timeframe | LAStE Month = siatys | All ~ [ Fng orger Numbes

0.00 GBP

wrse (15071)

2.00 GBP
Retunc - 2.00 GBP

*  ‘Open Learn’, which brings you to the Open University website, where they provide free courses
and articles. Note: these OU courses are not in any way connected to Surrey County Council. The
link is purely in case it is of use and not related to any training as part of your role.

Find Learning

Find Learning

What do you want to LEARN today?

Browse all courses >

This is used to locate training you wish to take. Please see the next section for further details.
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Locating and booking onto training

Locating training

Use the ‘Find Learning’ box to search for any training you are interested in.

Tip - The default position for the Find Learning box may require you to scroll down the page. These boxes

can be moved, so feel free to move these in a layout that works for you and the system will remember this
the next time you log in.

Find Learning

What do you want to LEARN today?

Browse all courses >

To search for a course, type the name into the box and press return. This will bring up all courses
which match your search term, either in the title or course description. It can therefore often be
used to search on keywords if you aren’t sure of the exact course title.

If you want to browse all courses in alphabetical order, just click into the box and press return.

If you want to view all courses divided up into topic areas, click ‘Browse all courses’. Note: for

this option only, you will additionally need to select the topic area from the subsequent screen:

A
My Learning

Catalogue

= Bronse by Topics

Children’s Disability Courses

Language & Currency

pect - Childrens Rights

idren looked after and care leavers. Job foles may include social workers, family s...

Children’s Further Development

Children's Induction

Domestic Abuse

Foster Care Continuous Development

Foster Care Courses

Foster Care Mandatory Training

Foster Care Pre Approval e

Foster Care Priority Development

Further Development

VFO) Totat Respect - Chitdrens Rights Abuse Related o Beliefs in ichersf
Surrey Skills Academy ! G i

Whichever search option you choose, you will now see the results of your search:
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= Browse by Categories safeguarding ® n Language & Currency

Results for "safeguarding”

13 E :  reeone
COURSES

Refine By

Learning Type \ 'I ‘ 'I \ 'I
:Y: < <
Srey ) oy Sarvimn Surrey ) Ontdrans Servicos Surrey () Chidron's Services

Ositvary Muhod ACADEMY ACADEMY ACADEMY

ding Disabled Children (Partn..

al Safeguarding: An introduct.
14074) (CLAS '] 9,

ding Young People — Gambli.
140! oM 14

114)

[T) SeeClasses

Tip: If you wish to see all your search results in date order for classes scheduled, click on ‘Calendar View’

This is most useful when you are browsing all courses (see above) and want to see what is coming up.

Booking onto training from the search results screen

You can book onto training straight from the search results screen by following the steps below. If you
want to browse further information about the course first, click on the name of the course, and refer to

the section ‘Further course information’ later in this guide.

For e-learning courses, click the ‘Start Course’ link under the course title.

For classroom courses, if there are scheduled dates, the words ‘See Classes’ will appear under the course
title. Click on this and then the further link called ‘Classes’ to see the dates, locations, number of spaces

and any charges listed:

-I(o & @ >\
- 4 &) Y4 &) 74 &)

ACADEMY ACADEMY ACADEMY ACADEMY

Children's Academy Test Course Domestic Abuse: Dynamics within the ... Domestic Abuse: Safely engaging with... Domestic Abuse: The impact on childr. Domestic Abuse: The legal framework
(CLASSROOM 15071) (CLASSROOM 14093) (CLASSROOM 14094) (CLASSROOM 14095) (CLASSROOM 14097)

1hOm + See Classes for Price 3n30m « Free 7hom + Free 7hom « Free 7hom « Free

Assign to Me T Less Assign to Me 4 More Assign to Me 4 More Assign to Me 4 More Assign to Me 4 More

Children’s Academy Test Course Assign to Me

Recommend

1h Om See Classes for Price

200GBP | 5 seats available

&dd to cart
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To book onto a date, click the ‘Add to cart’ link (if there is a charge), or ‘Register Now’ (if there is no

charge). You will be taken to a screen to confirm:

Children's Academy Test Course

View Class Details 2.00 3!
08/02/2021 09:30 Europe/London
Virtual

Total Before Savings:
You Saved:
Payable:
Enter Coupon Code:

Apply

When you have finished updating the contents of your Shopping Cart, click Checkout to purchase. You may not update the quantity of class registrations.

Unit Price (GBP) Quantity Total Price (GBP) Add to Learning Action
Plan

2.00 Theitem
associated with
the class will be
added to the
Learning Plan.

2.00
0.00
2.00

4

Ae Surrey
N\, Safeguarding
Children
Partnership

Note: this screen will look slightly different depending on whether there is a charge being made. Click ‘Checkout’

(if there is a charge) or ‘Confirm’ (if there is no charge) to book your space on the course.

* If thereis no charge being made, you will then see a confirmation screen, and your place on the

course has been booked. You can click on ‘My Learning’ at the top-left of the screen to return to

your Home screen (see Back on the home screen, later in this guide for more).

* If thereis a charge being made, at this point you will have the opportunity to make payment.

Please see ‘Making a payment’, below.

Making a payment

When you click on ‘Checkout’, you will be presented with the screen below. Important: always select

credit card (even if paying by debit card), and then click ‘Next’.

Checkout

Select Payment Method
Select Payment Method
Select a Payment Method and click Next to continue with the Checkout Process.

@ Charge to one or more department account codes

O Use a credit card

Return to Shopping Cart ]

You will then have an opportunity to input your billing address — it will already be showing, if you provided

this information when you registered your account. Click ‘Next’.
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Checkout

Select Payment Method — Billing and Shipping Information

Billing Address

* = Required Fields

* Address1: |10 High Street
Address 2:

[Surbiton

State / Province:

* Country/Regi | United Kingdom
* Postal Code: |KT6 1HR |
Contact Phone:
Contact Fax:
Contact Email Address:

Return to Payment Method Selection ]

This will be followed by a summary screen. If all is okay, click ‘Place Order’.

Checkout

Select Payment Method — Billing and Shipping Information — Order Summary

Review the Order Information below and click Place Order to complete the Checkout Process.
Note: The order will not be submitted unless you click the Place Order Button.

Order Information

e Unit Price Quantity Total Price

Children's Academy Test Course

View Class Details 2.00 1 2.00
Date/Time/Facility: 08/02/2021 09:30
Europe/London
Virtual
2.00
2.00

Billing Address

Address: 10 High Street
Address 2:

City: Surbiton

State / Province:

Postal Code: KT6 1HR
Country/Region: GER
Contact Phone:
Contact Fax:

Contact Email Address:

Change Address Information | [IZELYel g

You will then be provided with a screen to input your credit or debit card details, and then click ‘Buy Now’.

Checkout

Select Payment Method — Billing and Shipping Information — Order Summary — Credit Card Information

Credit Card Information

z s
Payment details visa @ @D
* Indicates a required field s,
Card number * Cardholder's name *

I

Expiry date * Security code *

\ N mesmmm  Last 3 digits on the back of card
MM /] YY ]

Billing address v
10 High Street, Surbiton, KT6 1HR, United Kingdom

Cancel

You will then be presented with a confirmation screen. Click ‘My Learning’ at the top left of the screen to
return to your Home page.
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Confirmation

Thes s your recelpt. You can view your crder at any time by selectng My Orders

Order Information

Quantity  Total Price

Children's Academy Test Course

View Class Detalls 200 1 200 Approved
1 09:30 Europe/London

Total Betore Savings: 200
fou Saved 0.00
Payabie 200

Billing Address

Contact Email Address:

The course will now show in your learning assignments. Should you need to cancel your space, please refer

to the section titled ‘Cancelling a course’, later in this guide.

Further course information

Note: when browsing courses, if you want further information about the course before the booking
process, you can see this by clicking on the course title in the search results, which will bring you to a screen

showing further details.

Safeguarding of Disabled Children with a Focus on Children with Autism

What will | learn? @/NA® Surrey
By the end of the course participants will Safeguarding
« Demonstrate a knowledge of guidance and research and their Chlldre" %
application in effectively safeguarding and meeting the needs of Partnershlp
disabled children as well as review the messages from relevant Case
Reviews. Pre-Requisites
« Understand the importance of the social model of disability when Foundation Module 1 & Foundation
working with families and children with disabilities Module 2

« Explore the concept of “created vulnerability” and describe the
circumstances which make disabled children and young people
vulnerable to abuse

« Consider the potential confusion of signs and indicators of abuse in
children with autism.

« Explain the factors which may influence the threshold for intervention
for disabled children

« Ensure that interventions remain focused on the best interests of the

*  The ‘Overview’ tab will show you course content information.
*  The ‘Item Details’ tab will show you ancillary information and provide a method to book onto the

course — please see the section which follows.

Booking onto training from the Item Details screen of the course
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Safeguarding of Disabled Children with a Focus on Children with Autism

To increase awareness of vulnerabilities of this group of children/young people and to
‘ ' provide participants with an opportunity to explore ways in which we can effectively
r 4 protect them from harm.

Y<

5-—:.= S
Surrey Children’s Services DURATION
ACADEMY

more v
CLASSROOM 14072

& Instructor-led Course Assign to Me > .
A2 Target audience: The training is

aimed at practitioners and
managers in voluntary,
independent and statutory
agencies who work with children
and young people on the autistic
spectrum (ASD), and/or their
parents/carers in either inclusive

*  Click on the ‘Item Details’ tab at the top and then clicking ‘Register Now’ to bring up the dates
and locations.

Registration

Safeguarding of Disabled Children with a Focus on Children with Autism &
CLASSROOM 14072

Item Description: To increase of of this group of young people and to provide participants with an
opportunity to explore ways in which we can effectively protect them from harm.

CURRENT REGISTRATION

AVAILABLE CLASSES

Description Primary Available Price Action
Location Seats
Training requires 1 hr 1 18/06/2021 18/06/2021 Virtual -
of reading 10:00 15:00
EuropelLon Europe/Lon Register Now
don don
REQUEST A CLASS

*  The number of remaining spaces on the course is shown against each date under the ‘Available
Seats’ column.

* Ifthereis a charge, it will be shown under the ‘Price’ column.

* If there are no spaces left on the date you wish to attend, you can put yourself on the waiting list
by clicking the ‘Waitlist’ button (only shows if no spaces left). If there is a cancellation, you will be
added to the course.

* If you are interested in attending a course, but there are no dates suitable for you, you can also

register your interest in the course. Please see the section ‘Registering interest in a course’ later

in this guide for details.

If there are spaces on a session you wish to attend, click on the ‘Register Now’ button (shows if no charge)
or the ‘Add to cart’ button (shows if there is a charge), next to the date you wish to attend.

You will be taken to a screen to confirm:
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Unit Price (GBP) Quantity Total Price (GBP) Add to Learning Action
lan

Children's Academy Test Course

View Class Details 2.00 1 2,00 Theitem
08/02/2021 09:30 Europe/London associated with
Virtual the class will be
added to the
Learning Plan.
Total Before Savings: 2.00
You Saved: 0.00
Payable: 2.00
Enter Coupon Code:
Apply Checkout

Note: this screen will look slightly different depending on whether there is a charge being made. Click
‘Checkout’ (if there is a charge) or ‘Confirm’ (if there is no charge) to book your space on the course.

* Ifthereis no charge being made, you will then see a confirmation screen, and your place on the
course has been booked. You can click on ‘My Learning’ at the top-left of the screen to return to

your Home screen (see Back on the home screen, later in this guide for more).

* If there is a charge being made, at this point you will have the opportunity to make payment.
Please see ‘Making a payment’ earlier in this guide for more).

Registering interest in a course

If you are interested in attending a course, but there are no dates suitable for you, you can also register your

interest in the course. These expressions of interest are included when considering the priority for putting

on further courses.

attend

Records per Page: |5 v

~ REQUEST A CLASS

Need By Date: -~
(d/MMyyyy)

Preferred Region:

Preferred Location:

Comments:

Request

» Click on the ‘Request a Class’ section at the end of the list of current classes. Complete the fields and
click ‘Request’. If a course is arranged within the timeframe you have specified, you will be

automatically be notified by email so that you can book a space.
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Back on the Home screen

You can always return to your Home screen by clicking ‘My Learning’ at the top of any screen.

i SuccessFactors Learning — Regi: X

O M B https://surreycoun.plateau.com - @ 06

# Tasks-ToDo WJ' Projects [7) Children, Families &.. () Dashboard Surrey. i Home [ HR & OD Performa. RingGo Casf a sted Sites > i Other favouritd

Learning v Q search tic I pe 9 #* O“:Ue
SURREY

My Learnip ] My Team

course is in high

When you have booked a course, on your Home screen it will now show in the ‘My Learning Assignments’

section:

My Leaming Assignments i= IE zonsyoem Fremy TR

Keyword ., Course name or ID Select All v All Assignment Typee  «

~DUE ANYTIME
ENROLLED |

Intro to Trauma and Attachment (FC)
CLASSROOM 229

@ Begine 25/11:2018 3t Rkhmond Cresoant, Epsom, Sumey KT12 8PH
2 ser-Assigned

Cancelling a course

Please always make every effort to attend a course you are booked onto. If you do need to cancel, please do

so in plenty of time, so that your space can be given to someone else.

If you wish to cancel your attendance at a course, click the arrow next to ‘Enrolled’ and select ‘Withdraw’:

5= Sont By Date | Fricety ¥ Fier

My Leaming Assignments

Keyword (. Course nams or ID Selact All v All Assignment Typee «

~~DUE ANYTIME

Far

Ve
Intro to Trauma and Attachment (F*
CLASSROOM 253 W g
@ Begine 26/11/2013 3t Richmond Crescant, Epsom, St Request Schacuiz
2 Set-Assigned Recommena

After some confirmation screens, you will be asked to provide the reason. Select the option which most closely

reflects your reason.
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Withdrawal Reason

Withdrawal Reason

Please select 3 withdrawal reason 1D

Withdrawal Reason 1D

If there was any charge for the course, you will receive confirmation of your refund amount:

Waming

u are going to get s 2.00 Pound Stering (GBP).

Note: the time frame for receiving your refund will depend on your card issuer and may take a few days to

be credited to your account.

Contact

For any further guidance on using this system, please contact:

OLIVEPartner.Support@surreycc.gov.uk

Appendix 1: Accessing Olive from a mobile device

You can access Olive on a mobile device by using the specially designed app. To do so, you need to download

the app and activate it through your desktop Olive account by following the steps below.

1. Download the app ‘SuccessFactors’ from the Apple App Store or Google Play Store.

2. Login to your desktop Olive account, click on the image of a head at the top of the screen and select

Settings from the dropdown list:
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shboard Surrey... 3| Home D HR & OD Performa... R RingGo Cashless Pa... D Suggested Sites

Lee Test

1 Show version information

i= sort By Date | Priority ¥ Filter

My Curricula

- All Assignment Types  «
@ Logout

You currently have no
Q y

ramiticad Averianla

3. Select Mobile from the menu that then appears at the right of the screen:

Learning v

Settings

Notifications Password

Change Language
Current Password
Lility Settings

New Password:

Repeat New Password:

Set Password

4. Click Activate via Camera on the screen which follows:

Password
Notifications Mobile

Change Language
SuccessFactors Mobile
{ Be more engaged, productive and smarter about

the way you work within your company. Download
the SuccessFactors Mobile app and extend your HR » Googlc Play
experience.

Send Setup Instructions  EISUEICRVEReETNEE] hnage Devices

Accessibility Settings

Ap|

ore
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SAP SuccessFactors Mobile App Setup Instructions
Setup instructions will be sent to the email address shown here. You may change it to a different email address before you click Send Email.

5. You will then be provided with a QR code to scan using your device’s camera:
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Send Setup Instructions EET=UEICAERe N Manage Devices
App Store

Scan QR Code

Using the camera on your mobile device, scan the QR code below. The code will expire in 30 seconds

00:27

Seconds Remaining

6. This will set up your app to link with your desktop account. You can use Olive via the app.
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