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Learner Lookups 
 
Portal has a number of learner lookups in the various learner modules. While each of them may 
look similar they often do different jobs and, unlike Core, are specific to the task in hand. This is 
mainly for performance reasons to avoid vast amounts of data having to be sent between server 
and client. 
 
 

Learner Details/Learner Lookup 
 
The Learner Details Lookup is accessed from the Learner Details menu as displayed below. It is 
designed to search the database for all enrolled learners that match the search criteria entered. 
Upon entry the default year is set to the current Academic Year. Other academic years or ‘All 
Years’ may be selected from the drop down list. 
 

 

 

 
 

 Search Criteria: Enter data in the search criteria and List. List will return all enrolled 
learners for the selected year according to the search criteria entered. The view of the 
results list may be reordered by clicking on any heading. Use the hyperlink on the Learner 
ID or the Select button to access the learner’s details. 

 

 Learner Details is designed to give access to learner information to a wide range of staff 
via the Portal. For that reason the screens available within Learner Details are all primarily 
view-only with limited edit rights available in the Biographical screen only. Please note that 
user access rights must be set to allow access to screens and buttons within Learner 
Details There are also 5 buttons available: 

 

 Contacts 

 Notes 

 Correspondence 

 Documents 

 General Info 
 

 Once accessed the learners may also be selected from the Last Learners Selected in the 
top right hand part of the screen.  
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Enrolment Entry/Amendment/Learner Lookup 
 
The Enrolment Entry / Amendment screen is accessed from the Enrolment Details or Enrolment 
Wizard menus as displayed below. The Enrolment Learner Lookup is designed to search the 
database for all enrolled learners that match the search criteria entered. Upon entry the default 
year is set to the current Enrolment Year. Other years may be selected from the drop down list. 
Please note that this could include a future enrolment year if this has been created in the Core 
system. 
 

 

 
 

 Details: The intention here is that users enter as much information as they have about the 
enrolee and press Check. The system then sees if it can find matches. Please note that 
whilst this function appears similar to Learner Details described above the Check button 
will return a very different result. Check is designed to return all learners who have 
attended the college in the past and/or are already applicants on the system. The Check 
function here, therefore, is designed primarily to prevent the creation of duplicate records 
so the more details entered initially the better. 

 

 Results: The view of the results list may be reordered by clicking on any heading: 
 

 Learner ID 

 Name  

 Gender 

 DoB 

 Postcode 

 Last Enrolled Year 

 Applicant ( displayed if yes) 

 Zero Courses ( displayed if the learner has been saved to the database without any 
course details being added) 

 

 Use the hyperlink on the Learner ID or the Select button to choose an existing record to 
create an enrolment in the enrolment year selected or New to create a brand new learner 
enrolment record. 
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 Enter full details as displayed below.  
 

 
 

 Even at this stage the system will check and provide a warning message if the details 
entered are similar to an existing learner as in the screen below where the learner’s initials 
and postcode match an existing record on the system. Use Select if this record is correct or 
New to continue to create a brand new record. 

 

 
 

 Where a new enrolment record has been created the system will return a confirmation with 
the Learner ID: 

 
 

 A number of screens are now available for entry/amendment of enrolment data. Standard 
buttons are also available on certain screens. Please note however that user rights must be 
set to allow access to screens and buttons within the Portal Enrolment modules. 
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 Recently Saved Incomplete Enrolments: Recent saved incomplete enrolments is a list of 
those enrolments the user has last edited in the last 100 days that have either course 
enrolments with a status of ‘pending’ or no course enrolments at all. They are ordered with 
the most recently edited at the top. 

 

 
 

 Last Learners Selected: Click the radio button to switch the view in this part of the screen 
to access the user’s last selected enrolled/completed learners within Enrolments. 

 

 
 
 

Applications Details/Applications Lookup 
 
The Applications Lookup screen is accessed from the Application Details or Applications Wizard 
menus as displayed below. The Applicant Lookup is different to Learner/Enrolment Lookups in that 
it is designed to be a dual purpose lookup. Two buttons are available from the search criteria part 
of the screen: Check and List and each one returns a different results list with different results 
screens as described below. 
 

 

 
 

 Search: Upon entry to the Portal Applications Lookup the default year is set to the current 
Apply to Year as defined in the system parameters in Core. Please note that the 
Application Year may differ to the Enrolment Year depending on settings in SDY – Set up 
College Calendar and Academic Year. Other Academic Years may be selected from the 
drop down list. Enter criteria for the search and use one of the two buttons Check or List to 
activate the search. The results will differ depending on which one is chosen. 
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Search Using Check Button  
 
Hover over the button to see the tooltip 
 

 
 

 Search Criteria: Enter data in the search criteria and Check to see if the applicant has 
ever existed on the database. Check will return all learners who have attended the college 
in the past and/or are already applicants on the system. Please note that in this respect this 
is similar to Check within Enrolments and is designed to prevent the creation of duplicate 
records. The system displays: 

 

 Learner ID 

 Family Name 

 Given Name (preferred name in brackets) 

 Gender 

 DoB 

 Postcode 

 Last Enrolled Year 

 Applicant √ 

 Zero Courses √ 
 

 Results: This list may be reordered by clicking any of the headings. This information 
should be sufficient to inform the user and avoid the creation of a duplicate record.  

 

 Buttons: Other functions available from this screen via the buttons highlighted: 
 

 Select: Edit the record. 

 Add App: Add new application courses to the applicant in the selected year. 

 New: Create a brand new applicant record. 

 Withdraw: Withdraw the application at applicant level. 
 
  

http://www.civica.com/


 
 

REMS Documentation 
 
 

 
www.civica.com             Page 6 of 7             Civica UK Ltd 2018 

Search Using List Button  
 
Hover over the button to see the tooltip 
 

 
 

 Search Criteria: Use List to find existing, current year applicants. The system will now 
return existing applicants for the current year with different headings in the results screen 
which now displays: 

 

 Applicant ID 

 Family Name  

 Given Name (preferred in brackets) 

 Application Number 

 Application Date 

 Gender 

 Date of Birth 

 Postcode 

 Last Action for this applicant (populated by the Activity Management system) 
 

 Results: This list may be reordered by clicking any of the headings.  
 

 Buttons: Other functions available from this screen via the buttons highlighted: 
 

 Select: Edit the record. 

 Add App: Add new application courses to the applicant in the selected year. 

 New: Create a brand new applicant record. 

 Withdraw: Withdraw the application at applicant level. 
 
 
Last Applicants Selected 
 

 Once accessed the applicants may also be selected from the ‘Last Applicants Selected’ 
part of the screen. 
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Enquiry Details/Learner Lookup 
 
The Enquiries Learner Lookup screen is accessed from the Enquiry Details menu as displayed 
below. The Enquiries Lookup is designed to search the database for all enquirers that match the 
search criteria entered. Upon entry the default dates displayed are the last 12 calendar months 
from today’s date. This may be overwritten on entry. Please note that unlike Applications and 
Enrolments, Enquiries are not year-based. 
 

 

 
 

 Search Criteria: Enter data in the search criteria and List. This will return all enquirers for 
the selected date range and criteria entered. The results list may be reordered by clicking 
on any heading and includes: 

 

 Enquirer ID 

 Name 

 Enquiry Date 

 Latest Course Enquiry Date 

 Gender 

 Date of Birth 

 Postcode 
 

 Buttons: Other functions available from this screen via the buttons highlighted: 
 

 Select to edit a current enquirer 

 New to create a brand new record 

 Add Enq to enables another enquiry to be created for the selected enquirer 
 

 Last Enquirers Selected: Once accessed the enquirer may also be selected from this part 
of the screen. 
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