Annex 2 	EBS Adding and Enrolling Learners	August 2025
	Adult Tailored Learning	
Learner Search
Adding a New Learner
· [bookmark: _Toc1022396621][bookmark: _Toc993442074][bookmark: _Toc1529373441][bookmark: _Toc453213225][bookmark: _Toc2018327753][bookmark: _Toc150188818][bookmark: _Toc55884383][bookmark: _Toc2014689738][bookmark: _Toc406120324][bookmark: _Toc1749319913][bookmark: _Toc1918487642][bookmark: _Toc1391762216][bookmark: _Toc214953798][bookmark: _Toc311293965][bookmark: _Toc1098558146][bookmark: _Toc1244359800][bookmark: _Toc713839393][bookmark: _Toc2143052067][bookmark: _Toc1791921873][bookmark: _Toc1067435772][bookmark: _Toc85811724][bookmark: _Toc1927312390][bookmark: _Toc507133959][bookmark: _Int_fNRuBPa3][bookmark: _Toc1678473495][bookmark: _Toc1983724555][bookmark: _Toc1677274621][bookmark: _Toc516145458][bookmark: _Toc1718559412][bookmark: _Toc733677521][bookmark: _Toc923151882][bookmark: _Toc1573237899][bookmark: _Toc1440815489][bookmark: _Toc1596577152][bookmark: _Toc1430803860][bookmark: _Toc1233652744][bookmark: _Toc1820538494][bookmark: _Toc491770062][bookmark: _Toc1665195782][bookmark: _Toc1077397556][bookmark: _Toc1806036149][bookmark: _Toc1962855456][bookmark: _Toc1600007542][bookmark: _Toc532252670][bookmark: _Toc496235291][bookmark: _Toc207802367][bookmark: _Toc1865043263]Before adding a new learner, you should ensure you have done a thorough search to ensure that there is no existing record for the learner.  Bear in mind when searching that the learner could have moved address, changed name or given different information on previous enrolments. For example, a learner may have previously enrolled as Robert but has written his name as Bob on subsequent enrolments.
· The recommended procedure for ensuring the learner is not already on the MI system before adding them as a new learner is as follows:
· [bookmark: _Toc1435117593][bookmark: _Toc1709047503][bookmark: _Toc1054632770][bookmark: _Toc1138593159][bookmark: _Toc1924016418][bookmark: _Toc1283584687][bookmark: _Toc1989179100][bookmark: _Toc1552725253][bookmark: _Toc1683347836][bookmark: _Toc1568166689][bookmark: _Toc1081879966][bookmark: _Toc154912526][bookmark: _Toc1401736634][bookmark: _Toc289510199][bookmark: _Toc393370617][bookmark: _Toc9663744][bookmark: _Toc684847788][bookmark: _Toc552697371][bookmark: _Toc754251691][bookmark: _Toc863075760][bookmark: _Toc253316697][bookmark: _Toc982699219][bookmark: _Toc662749224]Before starting the search, click on the “Clear” button to ensure all previous search criteria are removed

[image: A screenshot of a computer
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· [bookmark: _Toc522055046][bookmark: _Toc578726203][bookmark: _Toc687937102][bookmark: _Toc2002060509][bookmark: _Toc1771974054][bookmark: _Toc1885122331][bookmark: _Toc1782430702][bookmark: _Toc1421380891][bookmark: _Toc2129516512][bookmark: _Toc938842550][bookmark: _Toc753515608][bookmark: _Toc1610901155][bookmark: _Toc264860033][bookmark: _Toc651516016][bookmark: _Toc458490145][bookmark: _Toc591442005][bookmark: _Toc2090440167][bookmark: _Toc1082723587][bookmark: _Toc1634677678][bookmark: _Toc2062823553][bookmark: _Toc996889680][bookmark: _Toc1126318613][bookmark: _Toc1814748657]Enter the learner’s date of birth and press Return
· [bookmark: _Toc2113400986][bookmark: _Toc15856647][bookmark: _Toc1237188985][bookmark: _Toc593666543][bookmark: _Toc735245694][bookmark: _Toc877061675][bookmark: _Toc2050055625][bookmark: _Toc365185254][bookmark: _Toc724739832][bookmark: _Toc291104635][bookmark: _Toc1098243315][bookmark: _Toc702129298][bookmark: _Toc108136461][bookmark: _Toc1813616407][bookmark: _Toc113748909][bookmark: _Toc1908153130][bookmark: _Toc2126630567][bookmark: _Toc785548841][bookmark: _Toc2002391941][bookmark: _Toc1406730309][bookmark: _Toc944087232][bookmark: _Toc166506065][bookmark: _Toc1330857328]Check that none of the learners found are the learner you are looking for
· [bookmark: _Toc705523837][bookmark: _Toc871055918][bookmark: _Toc1727552148][bookmark: _Toc1678878271][bookmark: _Toc556456914][bookmark: _Toc1887533658][bookmark: _Toc1570576883][bookmark: _Toc1604304375][bookmark: _Toc1036799171][bookmark: _Toc1353965084][bookmark: _Toc1178200167][bookmark: _Toc26043060][bookmark: _Toc1630407406][bookmark: _Toc661869048][bookmark: _Toc465238025][bookmark: _Toc189843431][bookmark: _Toc2082202412][bookmark: _Toc104462971][bookmark: _Toc583200363][bookmark: _Toc1249601174][bookmark: _Toc130484262][bookmark: _Toc384560636][bookmark: _Toc1846097640]Assuming no match is found, again click on Clear to remove the date of birth and then search on Postcode.
· [bookmark: _Toc1261872622][bookmark: _Toc13851858][bookmark: _Toc1215323168][bookmark: _Toc1997687831][bookmark: _Toc410060063][bookmark: _Toc156104087][bookmark: _Toc922570878][bookmark: _Toc1882663454][bookmark: _Toc965874319][bookmark: _Toc2085373522][bookmark: _Toc1832263876][bookmark: _Toc450229738][bookmark: _Toc2093619571][bookmark: _Toc1091162268][bookmark: _Toc500839163][bookmark: _Toc2035482410][bookmark: _Toc80120037][bookmark: _Toc1166049202][bookmark: _Toc500226005][bookmark: _Toc1330065876][bookmark: _Toc582774090][bookmark: _Toc2007447144][bookmark: _Toc724518169]Assuming no matching learner is found, click on Clear again and then enter the learner surname – either partially or fully as appropriate. You can search for partial surnames by changing the “matches” in the search criteria to “starts with” or “contains” or whichever is most suitable. You change that by clicking on the dropdown next to “matches”. If it’s a name like McDonald you could search for “CONTAINS” Donald in case they were previously entered as Macdonald.   To do that change ‘Matches’ to ‘ Contains’.
· [bookmark: _Toc621475360][bookmark: _Toc37178188][bookmark: _Toc492920252][bookmark: _Toc1138677999][bookmark: _Toc1780393047][bookmark: _Toc1084675236][bookmark: _Toc152405999][bookmark: _Toc420367634][bookmark: _Toc1551609809][bookmark: _Toc1147785667][bookmark: _Toc930724519][bookmark: _Toc516809801][bookmark: _Toc1325017290][bookmark: _Toc1025476363][bookmark: _Toc353025552][bookmark: _Toc1979847702][bookmark: _Toc213252057][bookmark: _Toc2114735676][bookmark: _Toc915902815][bookmark: _Toc562288021][bookmark: _Toc1844144785][bookmark: _Toc875366565][bookmark: _Toc792251147]If there are a lot of matches, without first clicking on Clear, add the learner’s forename (either partially or fully as above) to focus the search and again check none of the returned records are the learner you are looking for.
· [bookmark: _Toc680033615][bookmark: _Toc934205670][bookmark: _Toc2057064680][bookmark: _Toc821413386][bookmark: _Toc750797022][bookmark: _Toc385298410][bookmark: _Toc73396419][bookmark: _Toc1862528669][bookmark: _Toc1973803570][bookmark: _Toc1169794473][bookmark: _Toc156264372][bookmark: _Toc1461766100][bookmark: _Toc526940777][bookmark: _Toc465144022][bookmark: _Toc486638764][bookmark: _Toc1712170879][bookmark: _Toc1828676246][bookmark: _Toc1714963629][bookmark: _Toc28838745][bookmark: _Toc1247810657][bookmark: _Toc991808409][bookmark: _Toc475418329][bookmark: _Toc384097166][bookmark: _Int_fkEFwBdl]Having searched on date of birth, postcode and name we can be reasonably certain there is no matching learner and so we can carry on and Add a new learner

[bookmark: _Toc1717491946][bookmark: _Toc634063897][bookmark: _Toc1648962263][bookmark: _Toc436463063][bookmark: _Toc1289369327][bookmark: _Toc1805693408][bookmark: _Toc1468906914][bookmark: _Toc972889408][bookmark: _Toc261229702][bookmark: _Toc822406691][bookmark: _Toc480897928][bookmark: _Toc1304188144][bookmark: _Toc918238742][bookmark: _Toc1340459307][bookmark: _Toc224215212][bookmark: _Toc1643687070][bookmark: _Toc1049858749][bookmark: _Toc1521204191][bookmark: _Toc1793274244][bookmark: _Toc1203519392][bookmark: _Toc821653782][bookmark: _Toc1181824826][bookmark: _Toc1065974203]Please note that you should search by one criterion at a time and so it is important to click on Clear between searches otherwise you will be searching for matches with ALL the criteria which may mean you miss near matches.
   
[image: ]Clear search
Search for learner by Name or even Code (%=default)
If no search result use 
Add Learner


· If you do find an existing learner record please check the details are correct and update or add as required.  If the address has changed please ADD A NEW ADDRESS (Add Address button top left of screen), please do not change the current address unless you are correcting a mistake. You need to draw a distinction between correcting a learner’s address and recording a change of address because the learner has moved house. In the first case, where there is an error in the learner’s address or postcode then these should be corrected by changing the recorded address. In the second instance, where a learner has moved, do NOT change the address. Instead, you should add an address to the existing learner record using the Add Address button.


[image: A screenshot of a computer
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Learner tab: Complete learner details 
Complete the mandatory fields name, title, address, and DOB.  (The gender field will be set automatically from the information in the title field).
Also add mobile phone number &/or landline number and email address.

[image: ]
Note for the Address: 
· [bookmark: _Toc567852516][bookmark: _Toc1833876273][bookmark: _Toc462323334][bookmark: _Toc254290144][bookmark: _Toc1810334433][bookmark: _Toc1053820773][bookmark: _Toc991722885][bookmark: _Toc1503728186][bookmark: _Toc1466423535][bookmark: _Toc2063976908][bookmark: _Toc1841246596][bookmark: _Toc1938134491][bookmark: _Toc2001075239][bookmark: _Toc773546973][bookmark: _Toc960449484][bookmark: _Toc454361766][bookmark: _Toc1545105037][bookmark: _Toc160134985][bookmark: _Toc1009264279][bookmark: _Toc1626006368][bookmark: _Toc1319949696][bookmark: _Toc481281501][bookmark: _Toc812827535]Use Address type HOME (the default) not Permanent.  Address Type should always be Home. Work addresses should not be used; we require the learner’s home address because the eligibility rules are based on where they live.
· ALWAYS enter the postcode and look up the address.  Click on the magnifying glass to the right of the Postcode field and you will see a list of matching addresses to choose from.  This means you don’t have to manually enter the address, just select the correct house name / number.
· If the address you are looking for is not on the list then THE POSTCODE YOU ENTERED IS INCORRECT. 
· Please check the postcode before manually entering an address.  The simplest way to do this is just to google the address you are looking for or use the Royal Mail Postcode Finder at https://www.royalmail.com/find-a-postcode.  
Postcode lookup is far more reliable and accurate than the postcode on the form so if the address you want is not found on the postcode you entered then either the learner has written the wrong postcode or you  have mis-read it so check the address on Google/ Royal Mail and only after you have verified the postcode is correct should you manually add the address on ebs.
· [bookmark: _Toc538713945][bookmark: _Toc298793220][bookmark: _Toc1418649756][bookmark: _Toc799053971][bookmark: _Toc1899827232][bookmark: _Toc998622670][bookmark: _Toc580448319][bookmark: _Toc425731417][bookmark: _Toc897430134][bookmark: _Toc1544331137][bookmark: _Toc2095905124][bookmark: _Toc854177206][bookmark: _Toc883392343][bookmark: _Toc848988205][bookmark: _Toc1737558105][bookmark: _Toc1862326520][bookmark: _Toc829358020][bookmark: _Toc1859719016][bookmark: _Toc1939871854][bookmark: _Toc946426198][bookmark: _Toc281187202][bookmark: _Toc185105703][bookmark: _Toc1103636902]DO NOT add ILR Funding Year to the address details.
· The “Start Date” in the Address panel of the Learner details refers to the date from which this address is valid. It must be on or before the date of the first enrolment for the learner. When adding a new learner, it is recommended to use either the start of the academic year (1-Aug-2025 for academic year 2025-26) or the start of the term to avoid using a date after the start date of the course the learner has enrolled on. Do not use the date of data entry unless you are sure the enrolment is being added before the course starts.

Under ‘other details’ sections please enter 
· Ethnicity, 
· Nationality – if the learner has indicated they have entered the country through one of the Afghan, Ukraine or Hong Kong resettlement schemes please enter the relevant code
· Afghanistan = 602
· Hong Kong = 669
· Ukraine = 845
Otherwise there is no need to update this field.
· Learn Diff/Dis
· ‘Verification type: none provided
Once completed don’t forget to Save 
Once saved, Additional Sections need to be completed, use the menu at the left-hand side.
Support Needs
You only need to complete this section IF the Learner has responded ‘YES’ to the Learning Difficulty / Disability question, then click on Support Needs (left hand side of screen) to open up the in-put screen.
Click Add and enter the learning difficulties or disabilities declared one at a time.[image: ]
You’ll need to ensure that one row is identified as the primary aim even if there is only one row.  Start date =  start of course / academic year.	Comment by Speirs, Jill: What should we be using as the start date?
You can also add notes in the description box if relevant.
Employment Status 
This section must be completed for ALL learners.  To do this, in the left-hand menu click on Employment & Placements.

Add a new record to the lower table, Learner Employment, by clicking on “Add Employment”. If you mistakenly click on Add and find the record you are creating is in the top section, discard your changes and try again.

[image: A screenshot of a computer
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Fill in the fields as required / appropriate.

· Employment status – select value from the list

· Date Status Applies – this should be a date BEFORE the learner’s first enrolment in the academic year, e.g. the date they signed their enrolment form.

· Self Employed? - If applicable, click in the box to set to ‘Yes’.

· If the learner is employed, you also need to enter the Employment Intensity and Length of Employment.

· If the learner is not employed, you need to complete the length of Unemployment field.

· In either case, enter the benefit Status field as required using one of the following values:
	1 – In receipt of Job Seekers Allowance
	4 – In receipt of Universal Credit
	5 – In receipt of Employment and Support Allowance (all categories)
	6 – In receipt of other state benefits
Leave the field blank if the learner is not in receipt of any state benefits.

Be careful not to complete the wrong field – length of Employment instead of Length of Unemployment when Unemployed or vice versa.  These would be errors in the ILR and need to be fixed before the enrolment can be funded.

Having saved all your learner’s personal information, you are now ready to enrol them on their chosen course.
Enrolling Learners
Find the learner to be enrolled and click on the Enrolments tab
[image: ]
If the New record line is highlighted (as in above example) move onto the Enrolment details, otherwise click on the Add Enrolment button
Enrolments tab:
	Enrolment details
· Course code: course learner is enrolling on (will need to search for correct course or type first few characters of code and select from the list of matches)
· Occurrence code will fill in automatically if there is only one.  If you have several occurrences against one course code, select the correct occurrence.
· Progress code  - the default ‘Active’ should be set – if not select ‘Active’ from the options available.
· Progress date – The date on which the Progress code first applies so for a progress code of “Active, this will be the start date of the course, or for a learner starting late, the actual date they start. Note, this defaults to today’s date but should be overwritten.
· Include in ILR – Should be ticked for all funded enrolments to ensure they are included in the ILR.  If unticked, enrolment will not be treated as a funded enrolment. If unticked by default, check the Course Details.
Special Details Tab
· There are only two reasons to use this tab at the enrolment stage, to amend start dates for learners joining a course late, or to override the default Enrolment Purpose.  To open up the fields to be able to report information, click in the ‘Use Special Details’ box at the top of the screen. 
1. For a learner joining a course late, the start date is not the standard start date for the course.  Change the Register Start Date AND ‘ILR Aims Special Start Date’ to the learner’s personal start date.
 [image: A blue and white striped background
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2. For a learner who has indicated on their enrolment form that the purpose of their enrolment is something which differs from the default purpose you added to the course, enter the personal ACL Enrolment Purpose. 


Updating Enrolment Information at the End of the Course
All enrolments need to be updated at the end of the course with the learner completion and achievement information.
Using the Menu at the Right hand side of the home screen, select Enrolment, clear the search screen and search for your learner(s) by name / course code.
[image: A screenshot of a computer

AI-generated content may be incorrect.]Select the learner by clicking on the correct record to open up the details.
Referring to the HA16B completed by the tutor to confirm the achievement status of each learner, change the Progress Code as appropriate.  
Learners that are recorded on the HA16b as having completed the course and achieved their learning objectives should have a final Progress Code of CA = Completed and Achieved. 
Those that are recorded on the HA16b as having completed the course but not having achieved should have the Progress code set to CC = Completed Course without Achievement. 
Learners who withdraw from the course should be recorded with one of the W progress codes with the precise value determined by the reason for withdrawal. Avoid the use of  ‘Withdrawn – Not Known’.

[image: ]

A learner who enrols but then does not attend any sessions is considered a “non-starter” rather than to have withdrawn and the enrolment should be removed from the MIS. You will need to email MIS Support (see contacts) to have the enrolment removed. Such enrolments do not affect your achievement rate and are not eligible for funding.


The Tailored Learning Outcome is held in the Special Details on EBS. You will need to activate the Special Details by ticking the box “Use Special Details” before the fields will accept data, (see ‘Special Details Tab’ above).

The Tailored Learning Outcome for each learner should be entered by the tutor in the Outcome column on the HA16b using one of the codes on the form. These values are also available in the Dropdown box for the “Tailored Learner Outcome” field in the Special Details of the enrolment on EBS.  


 Please note that an outcome is required for learners that withdraw. 

[image: A screenshot of a computer
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Select the appropriate value from the drop down for “Tailored Learning Outcome”

Recording Learner Destination and Progression (NOT REQUIRED FOR ATL)
Open up the Learner Record and select ‘Destination’ from the menu at the left hand side of the screen.  To add the destination, click on the ‘Add’ button, and using the drop down menus select the appropriate funding year (2025/26 = 32), and Outcome Type, and enter the start date. [image: A screenshot of a computer

AI-generated content may be incorrect.]
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