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Athena MIS & RAIL - Getting Started

Initial Set Up

thena MIS is a cloud based application providing your company with its own secure database
with unlimited access and unlimited users. However, the system is completely empty of data at
the start.

This document provides a step by step process on how to set up your Athena MIS & RAIL to get you
up and running as quickly and efficiently as possible.

The Athena MIS You Tube channel has a whole host of ‘'How To... videos to help you in each aspect
of your data management.

For the most efficient way to fully take advantage of all the tracking and reporting facilities built
into Athena, it is advisable to take the following steps prior to learner data input:

1. Input your company UKPRN number by using the My Company button under System
Settings in the Sidebar.

2. Create the user accounts you require, including all assessors and IQA’s, even if they may not
login to Athena, as you need them to populate various list boxes throughout the system.

3. Input the employers you currently work with using the Add Employers button in the
Sidebar.

4, Input your current funding providers using Add Funding Providers button on the
Sidebar.

5. Input your active contracts using the Add Contracts button in the Sidebar.

6. Add all the courses you deliver by building them in Course Management tools in the
Sidebar.

7. Create your cohorts and assign your couses. Decide on a useful naming convention such as:
a. ApplL2_Helen_16-17
b. WPL_DipL4_2016/17
C. App_Cohort1_2016-17

This will make searching and management of your learners more efficient.

Once all of the above data is in place you will have no difficulty when adding learners and you can
then use the ‘How to.! videos for step by step instructions for specific tasks.

If there isn't a video available for what you want to do simply send an email request to lynn@
cleverclogsmultimedia.com, and under normal circumstances, there will be a video created in a
matter of a few hours.


https://www.youtube.com/channel/UC2XDCBai5OnfagF-pfgkeIQ
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Overview

Creating a Candidate Record:

1. Sidebar — Candidate tab, Click Add

2. Select candidate type - Click appropriate learner type icon.

Note: All learner types are enabled/disabled in System Settings.

3. General Info tab is launched - To create a new candidate record, of any learner type, the
following mandatory data MUST first be entered:
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Unique Learner Number (There is the ability to generate a temporary ULN)

Title

First Name

Last Name

Date of Birth
Address fields

Post Code
Telephone number

National Insurance Number (Enter NINO here until a correct NI number is given).

Click the Save button on the Ribbonbar to create the basic learner record. The other tabs in the
learner profile are now enabled.

The learner will no be accessible from the Dashboard graphs, be sure to filter by learner type.
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Finance - Funding Providers

Welcome BackLynn  LoGOUT Employers Athena
(X @

Toggle Sidebar Save Cancel View Dashbosrd  View Employer List  Delete Employer

& Candidate Detalls  Enter deals for the companyor funding provider below.

3 Course Management

& Employers Provider Name: Address 1: Contact Title:
(4} Finance ‘ | | | [select [-]
Provider ID Code: ‘Company Number: Address 2: Contact First Name:
Iy
M| Il | | |
Company Incorporated Date: Funding Eligibility: Address 3: Contact Sumame:
7] \ I |
Company Region: Company Size: Postcode: Telephone Number:
(oo o e [ | |
Mobile Number:
|| Tosetthe Local ProjectID, Agreement D and CCM Number, selecta
CompanyRegion and Company Size. The values will be setbased || L1 I |
Funding Provider on your selection. Address 1: Email:
Local ProjectID: Agreement ID: CCMNumber: \ \ ‘ ‘
Address 2: Website Address:
- : [ | [itp:rwn: |
£ Insurance Certficate Number:  Insurance Provider: Address 3
\ | |
E Insurance Expiry Date: Health & Safoty Date: mede_ ‘
| L= —
@) Reports
-
Finance - Contracts
Welcome BackLynn  LOGOUT Contracts 4 hena
) —

F BH ©

Toggle Sidebar Save Cancel

& candidate Add Contract Enter detals for the confract below.

% Course Management

Wiew Contract List

@ Total Inwoiced: @ Total Received: @ Total Outstanding:

& Employers

oo I COE G Cortac v
comes (1] @ commatone: 9 suoue: O et © 11w

>

| ‘ | | 16-18: 16-18: ‘ ‘
@ ContractNumber: @ Exected End Date: I:‘ @ 19-23 Value:
[ u = 19.23: 19.23: [ |
@ Contract status: @ Actual End Date: T @ 24+ Value:

! [setect [-] | 244 4% [ ‘

Funding Provder @ commatType: Duraion (days): [

: Total Contract Value:
% [Setect [~ (EESE Total: Total: o
Remaining (days): ‘ ‘
d — @ Contract Sector:

£ [setect [-]
Edit @ Primary Contractor:

[ select I~

@) Reports

£ System Seftings.

Course Management - Apprenticeship / QCF Builder

Bactt - A pirnchin | ANE D A
Search
CE (T s
Search Type: Title Code Path Title LAR Title LAR
I = Business Administration - Advanced 102 o |4] | NvVQin Business and Administration 10051983 |4 | Functional Skills Qualification in Maths at 60133533 |4
°| | Apprenticeships.
1 = (emzlsy) Certificate in Business and Administration | 10052148 e
| EEErTE Business Admini 102 0 (Organisations and Peaple) GCSE (8-1) in English Language 60145055
[ setect [+] | Apprentcesnip (Level 2) NVQ in Business and Administration 10052173 Functional Skills Qualification in Englishat | 60176738
Business and Administration - 490 o : Level 1 l
[] Aoprenticeship Standard Advanced Apprenticeship (Level 3) NVQ in Business and Administration 10053008
NVQ in Business and Administration 1005618X Functional Skills Qualification in English at 6017674X
Title: Business and Administration - 490 1 Level 2
Ve
|bu5|ne!;5 ‘ Advanced Apprenticeship (Level 3) NVQin Business and Administration 10056671 Functional Skills Qualification in Mat tics | 60176751
Business and Administration - 490 2 — BTEC Diploma in Business Administration 10060947 atLevel1
Code: Advanced Apprenticeship (Level 3)
| ‘ |H ‘" NVQin Business and Administration 50015187 m Functional Skills Qualification in Mathematics | 60176763
xi:;s’: ;A”gp’:ml‘::ﬁs?gm 5 490 3 Certificate for Legal Secretaries 50017445 atlewel2
Gertficate in Business and Administation | 50017895 Functional Skills Qualification in Englishat | 60178516
Business and Administration - Higher | 490 o Entry 1
Apprenticeship (Level 4) Certificate in Business and Administration 50029496 | | Functional skilis quatificaton in Englisn at 50178528
Business and Administration - Higher | 490 1 BTEC Cerfificate in Business Administration | 50040005 Entry 2
Apprenticeship (Level 4) NVQin Busi ini Functional Skills Qualification in Englishat | 6017853
E::;‘if;gsn’:‘:grmm” =S || <D o Diploma in Medical Administration (QCF) 50066048 e
Functional Skills Qualification in English at 60178541
Businass and Administration - 490 0 Certificate for Legal Secretaries (QCF) 50067497 1
Intermediate Apprenticeship (Level 2) ig;ﬁ;::;&:r{gg[;\fsulEuﬁmez‘.sand 50092455 Functional Skills Qualification in Englishat | 60178553
| | Business and Administration - 490 1 Level 2 -
. | Intermediate Apprenticeship (Level 2) o x:Q Ee:ZCEtEgCEFUS\nGSSEHU 50093009 a Functional Skills Qualification in Mathematics | 60178565 =
Business and - aap 2 h minisiration (AGF) Y | atEnmt X
Build Course
L[ oo coune |
T T Y




Athena MIS & RAIL - Getting Started

Candidate - Cohort Manager
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