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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.   
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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?siteID=SCA&landingPage=login  

   

   

 

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.   

  

    

  
    

  

  

https://surreycoun.plateau.com/learning/user/portal.do?siteID=SCA&landingPage=login
https://surreycoun.plateau.com/learning/user/portal.do?siteID=SCA&landingPage=login
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User registration screen  
  

  

Additional notes:  

• User ID – please use a minimum of 8 characters, including a special character (for example £, $, 

@, !, %, 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.  

• 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:   

 

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  
  

  

  

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  
  

  

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  
  

  

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  
  

  

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:    

  

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

  

  

• ‘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  
  

  

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.  

  

• 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:  

  

 

  

Whichever search option you choose, you will now see the results of your search:  
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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:  
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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:  

  

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 there is 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’, 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’.  

  

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

  

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

  

  

  

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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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.  

  

  

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

and locations.  

    
• The number of remaining spaces on the course is shown against each date under the ‘Available 

Seats’ column.  

• If there is 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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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 there is 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.  

  

  

•  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.  

 

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

section:  

  

     

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’:  

 

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

  

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

 

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

 

  

5. You will then be provided with a QR code to scan using your device’s camera:  
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6. This will set up your app to link with your desktop account. You can use Olive via the app.  

  

  


