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Introduction

This user guide is designed to provide documentation for admins who will use the
Olive VLE platform. It gives you insights on all the features available to an admin
user.

Support and contact details

You will be supported on all your user journeys by our Support team. For any
support-related queries, please contact our 24/7 Support team at
vlehelp.olivegroup.io

Sign Up
To sign up for the Olive VLE application, start the Olive VLE app in Microsoft Teams
and click Tell me more in the Get Started tab.

On the next page, you will be asked to select a profile from the list of roles to give
you a better experience based on your profile. Select a suitable option and click
Continue.
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On the next page, you will have further information about the Olive VLE application
and an explainer video about the platform. You can click Get started for free to
continue the Sign-up process.

Fill up the form to complete the Sign-up process. You need to enter the following
details:
1. Company name, domain company logo, and newsfeed logo.
2. Admin name, email, phone number, country and password.

After filling in the required information, click Register.
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Login
Once you have completed the registration process, please go to the Get started
tab. Click Existing Member? Sign in.

A pop-up window will appear, and you will need to enter your organization domain,
the domain you created while registering your account. Click Continue.
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The next page will ask you to enter your registered email address and password.
Click Sign In.

Homepage
After successfully logging in, you will be taken to the homepage. User Profile,
Manage Course & Programmes, Newsfeed, and Upcoming events/live classes
are available on the homepage.
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Profile
Edit or view your personal details by clicking on Profile.

If needed, you can update personal and security details by selecting the Update option.

Newsfeed

A newsfeed appears in the news section, along with the option to post news.
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Add A Newsfeed
Click What’s on your mind in the newsfeed section to add a new post, it can be
texts, images, videos, documents or polls. You can limit the viewership of the feeds
to admins only, learners only, yourself only, or everyone in the organisation.

Once you have completed creating the newsfeed, you can click Post Now to publish
the newsfeed immediately or click on the Calendar icon to schedule it at a later time.

Newsfeed Management
The Pen icon on the newsfeed section enables you to edit and update the newsfeed.
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The three dots allow users to enable and disable comments in the newsfeed; turned
off, comments are disabled. Click Like and Comment to like and comment on the
post respectively.

Upcoming
All scheduled live sessions are displayed in the Upcoming widget on the homepage.
Click Join in the list to participate in the live session.
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Course
This control allows the admin to manage courses, learners, and live sessions.

By clicking Courses, you are taken to the Courses page.

Details of the courses and the learners enrolled are given here.

The analytics available in this section are:
● Learner engagement: Analyzing how long learners spent on each course
● Course popularity: An overview of the most popular courses
● New Learners: A comparison of new learners by week, month and year
● Video classroom popularity: Best-attended video classrooms
● Enrollment summary: The percentage of Not Started, In Progress, and

Completed enrollments
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Learners
It provides a list of all the learners the organization has created.

Add a New Learner
Click Add Learner, fill in the required information and click Submit to create a new
learner. An apprentice account in Portfolio Management is created as soon as a
learner is created in Course Management.
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The newly created learner will be listed in the Learners' section after being
successfully created.

Learner Profile
For the learner profile, click on the three-dot menu and select View Profile.

Learning profiles include a learner's personal information, courses assigned, and
progress in each course.

Adding a New Course to the Learner

Select the course from the list to assign a new course to the learner by clicking
Enroll new course.
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Learners will be able to complete the newly assigned course in their profile after it
has been assigned.

Video Classroom

This section gives you details of all the scheduled video classroom sessions.
Additionally, it displays the statistics for video classrooms.
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Create a New Video Session without Course
By toggling to No, it is possible to create a video session without being enrolled in a
course. As the live session is not part of a course, all learners may participate.

Create Video Session Within Course
To enable the video session within the course, make sure that you toggle to Yes.
After that, you will see two other choices. You need to know the course in which the
session should be created and the section in which it should appear. The attendees
who can be part of the session are limited to the members who are enrolled in the
particular course.

To create a new video classroom, enter the attendees' information, then click Add.
The system will pick up the time zone automatically.

Joining a Video Classroom session
You can view the details of a newly created video classroom by clicking Video
Classroom in the calendar.
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In the video classroom details:
● Click Join to join the video classroom
● Click Edit to update the video classroom. It is possible to modify titles, change

dates and times, and add participants.
● Click Delete to delete/cancel the Video classroom

Courses
The Course section displays all the active courses in the VLE client. It contains
information on the number of students enrolled in a class as well as the price of the
class. Viewing courses is either listed or tiled and utilizing the search bar is possible
for finding specific classes.

Manage Course
In the Manage Course section, you can edit, modify course settings, deactivate and
delete existing courses, as well add new courses.
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Click CREATE NEW COURSE to create a new course:

Delete or Deactivate Course
To delete or deactivate a course click on the dropdown against the course and select
Delete or Deactivate.
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Add Content
In order to add content to a course the dropdown against the course and select
Settings.

On the upcoming page, you can view the whole course settings and select COURSE
CONTENT from the list to add course content.

On the new window, click ADD SECTION to create content in a course.
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These resources share more insights on course management:
● How to create new course: https://player.vimeo.com/video/521294802
● Course settings: https://player.vimeo.com/video/522827553
● Add course content: https://player.vimeo.com/video/527132695
● Adding different type of course contents and other information:

https://support.mykademy.com/hc/en-us/sections/360000415355-Courses

Portfolio
The management of apprenticeship programmes, apprentices, and live sessions falls
under portfolio management. From the home page, select Portfolio Management to
open the features.

You are taken to the Portfolio page by clicking Portfolio Management.

It includes details of the programmes, apprentices enrolled in them, and the video
classroom.

The analytics available in this section are;

● Number of Active Programmes
● Number of active Apprentices
● Programme Progress

You can export the report by clicking on View for a detailed report.
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Apprentice
It displays all the apprentices/learners created in the VLE client.

Add a New Apprentice
Click Add Apprentice, fill in the required information and click Submit to create a
new apprentice. The Learner section in the Course Management is automatically
created when an apprentice account on Portfolio Management is created.
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Once the apprentice is created successfully, the newly created apprentice will be
listed in the apprentice section.

Apprentice Profile
Select View profile option by clicking the three-dot menu to view the apprentice
profile.
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On an apprentice's profile, you will find both their personal information and the
programmes they are assigned as well as their progress in each.

Adding a new programme to the Apprentice
Click Enroll New Programme and select the programme from the list to assign a
new programme to the apprentice.

Upon assigning a newly assigned programme, the trainee will be able to complete it
as needed.
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Video Classroom
You will find details about all the video classroom sessions in this section, as well as
an overview of the statistics.

Create a New Video Session without a programme
You would need to toggle No to create a video session without being part of any
programme. As the video session is not part of any curriculum, all apprentices are
welcome to attend the live session.
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Create a New Video Session within programme
To create a video session within the programme you would need to toggle Yes.
When this option is enabled, two additional selections will also be made. You must
specify both the programme and the section under which you wish the session to
appear. The attendees who can be part of the session are limited to the members
who are enrolled in the particular course.

Click Add to create a new video classroom after filling out the information and
adding attendees.
The system will pick up the time zone automatically.

Joining a Video Classroom session
The newly created video classroom will be listed in the calendar. Click the Video
Classroom in the calendar to view its details.

In the video classroom details,
Click Join to join the video classroom
Click Edit to update the video classroom. The title, date, and time of the meeting can
be changed, as well as the participants.
Click Delete to delete/cancel the Video classroom
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Programmes
It displays all the programs created by the VLE client, which can be published,
edited, cloned, searched for and deleted.

Create a New Programme
Click Programmes from the portfolio section. Now, you will be taken to a page where you
can select +Add Programme.

The following page asks you to fill in the appropriate data and select the type of program you
wish to create.

Once you have completed the phases and created the programme, click Publish to publish
it. Admins will be able to assign the programme to apprentices once it is published. Use
Clone to duplicate the programme. You can delete the programme by clicking Delete, and
you can edit or change it by clicking Edit.
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Click + Add Welcome Resource and + Add Phase to add contents to the programme.

Calendar Tab
Each video classroom on a specific date is listed on the Calendar tab.
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Course, Portfolio & Evidence bank
These options are for learners or apprentices to complete, while the admins will not
see them.

About
Information about the app, its current version, privacy policy and terms of use are
shown on the About tab.
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