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Course Manager: 

a unique, internet based solution for commercial 
training providers and in-house training departments.

Course Manager: 

administers all aspects of training from the 
training providers perspective, facilitating global 
advertising of courses, on-line booking, trainee 
monitoring and automation of administrative tasks. 

Course Manager: 

created to help training providers develop
and strengthen the relationships 
with their clients.
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Course Manager: is an easy to use, intuitive, 

web based course booking and administration 
system designed for commercial training providers 
and in-house training departments.  

Course Manager: gives you all the tools 

required to manage the business side of training as 
efficiently and effectively as possible. 

Course Manager: will help you achieve the 

maximum return on your training programs by 
streamlining administration and booking processes, 
increasing sales and attendance and offering 
improved and increased customer services.

Course Manager is designed for organisations of all
sizes from single branch, owner manager organisations
to multi-nationals. The concepts of internet based
applications leads naturally to multiple layers of
permission sets and ensures appropriate access to data
whether it be head office or local trainer.

Course Manager can be used in two complimentary ways:
the training administration system to manage training
products (classroom or e-learning) and as a web based
interface to allow booking and purchasing of training
products.

The training administration system automates the
processes that corporate or commercial training
departments perform on a daily basis. Course Manager
covers every step of the training process including
scheduling and resorting of events, customer relationship
management, booking management, marketing,
invoicing, e-commerce and financial management,
evaluation and measurement, auditing and reporting.

The customer interface allows individual users to book
courses and manage their skills development. Client
managers are able to access LMS functionality that
traditionally costs £000ôsthat allows them to keep track
of employees learning and development and access
management reports. Your training company could
become your clients óin-houseôtraining department, with
all their employee training records accessible to them
through Accessplan a unique and valuable benefit to
further cement your client/trainer relationship.

All transactions made by telephone, web site or the
Course Manager web interface are managed in real time
with one central database. Unlike many home-grown
systems, data is only entered once, saving time
consuming and error prone re-keying. Because Course
Manager is a single system up to the minute information
can be accessedby administrators and clients 24/7 using
any internet connected PC.

Course Manager capabilities donôtstop there ï
the system gives you all the tools you need to seamlessly
publish course details directly to your website, providing
online booking and e-commerce services, launch and
track e-learning and integrate with other internal business
systems (e.g. Sage, Outlook).
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Purchasing new business software is a major decision
frequently involving many elements of your organisation.
Implementation of new software systems will always
cause some disruption before the benefits begin to
ókick-inô. Benefits are often confused with the softwareôs
features but organisations should consider the true
benefit against the cost of implementation and
purchasing / licensing.

Course Manager delivers many benefits including:

Reduced costs through 
streamline administrationé 
Course Manager automates your training workflow ï
from scheduling and marketing, registration and payment
to follow-up and reporting. Our application streamlines
registration and communications tasks, and integrated
e-commerce functionality lets you automatically accept
bookings and payment for fee-based training events.
A finance module automates the invoicing process and
data integration tools allow information to be transferred
to your accounting systems without the need for time
consuming re-keying. Powerful reporting functionality can
dramatically reduce the time spent analysing business
data and producing compliance reports.

Sell more training é
Accessplancan have a positive impact on your revenue:
Online booking and payment via your website make it
easier than ever for candidates to register for courses.

An advanced communications engine leverages data from
Course Manager to automatically target and deliver
personalised information about upcoming training to
potential students.

Higher attendance and greater training revenues through
targeted timely communications, automated event
registration and confirmation. Automated reminders and
scheduling features help increase the percentage of
candidates who book refresher training and actually
attend courses.

Offer new and improved services 
to your customersé
Poll candidates prior to training classes, helping you
understand and better target content to studentôsneeds
and expectations. After training is delivered, post course
evaluations help you to gauge the successand areas for
improvement. Course Manager provides business
intelligence and reporting, parsing attendee responses by
date, course, location and trainer. Its multi-dimensional
view into results enables training managers to
continuously improve training programmes and processes
for customers and employees.

LMS: sophisticated tracking and reporting and business
analysis tools for your client gives your training company
a major advantage and creates a unique relationship with
your clients to keep them coming back for more.

Course Manager allows clients to book onto courses 24/7 
using the online booking tool .

Simple , fast implementationé
AccessPlanit customer services will guide, train and offer
whatever assistance you need to get you up and running
quickly. Data can be exported from other systems and
AccessPlanit staff will make every endeavour to match
and import it to your new Course Manager system.
Training can be given through the media the suits your
organisation the best, either on the premises, by web
seminar, telephone, etc.

Rapid return on investmenté
Course Manager can be deployed in days 
- not weeks or months like other systems. 
Typically Course Manager customers 
are processing bookings in 
less than a week
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At AccessPlanit weôremore than an automated training
solutions provider. Weôrealso your partner. As your
partner, weôrecommitted to providing solutions that help
you succeed. By remaining abreast of the latest learning
and development issues we can offer timely advice,
cutting-edge technology, and automated tools that
facilitate decision making. And we offer all of this at a
price thatôsright for every budget.

Together weôllhelp your organisation gain the competitive
edge it needs to succeed in todayôsglobal marketplace.
Hereôshow you benefit from our expertise:

Data Management
At the heart of your training system is the candidate
record. Course Manager centralises all candidate records
within one easy to use window, so it's quick to locate,
update and view key candidate details.

Within CourseManager the candidate record provides you
with quick access to key information, including contact
details, training history, upcoming courses and expiring
awards. Although Course Manager contains 100's of
pieces of information it doesn't force you to enter
everything at once, so you can build up the information
that matters to you over time.

AccessPlanit have developed a number of tools that allow
data to be imported from existing applications or files.
There is also potential for seamless integration with
existing applications.

Course Date Management

The system allows you to create a course schedule for
months or years ahead. Course Manager allows you to
easily add dates, change a course órunôstatus, modify or
cancela course date.

If a class is modified or cancelled 
automatic email notifications are 
sent notifying students of the change.

Key resources such as rooms, equipment and tutors can
be allocated and assigned to the relevant course. You
can also define costs for each resource which are used to
generate profitability metrics. The maximum number of
students can be defined to each class and waiting lists
are automatically generated for courses that are over
subscribed. Likewise a minimum classsize can be set with
automatic email notifications warning of under subscribed
course dates.

Course date checklists can be produced that allow you to
keep track of the important tasks for each course.

Booking Management
Your clients can accessyour course schedule through the
Course Manager portal or via your corporate website.
Clients can search or register for courses, request
information or join waiting lists 24 /7. Course manager
will check that candidates meet the pre-requisites for a
particular course and also facilitates group bookings,
online payment and discount schemes.

Administration
Course administration tasks can be completed in
a fraction of the time it takes to produce them manually.
The systemôsprinciple of óenteronce, use many times
means a delegateôsname is only entered once but can be
used to quickly produce personalised joining instructions ,

pre-course questionnaires, course date registers,
evaluation forms, certification, follow-up letters and much
more. These processes can be fully automated, saving
considerable time and effort . Documents can also be sent
via email where appropriate.

Resource Management

The resource management module allows the creation of
an inventory of resources including equipment such as
laptops and projectors, venues, trainers and supplies.
Resources can then be allocated to individual course
dates. Course Manager has an inbuilt conflict resolution
mechanism that detects conflicts of venue, trainer,
equipment and raises alerts and warning emails
accordingly.

Course Manager not only tracks the availability of a
resource but calculates the cost of all resources needed
e.g. trainer, room, hire of projector, catering, etc. From
these costs the system auto-generates the minimum
number of candidates required to óbreakevenô.
Notifications can also be auto generated to warn you of
any upcoming course dates that are running at a loss.

Training 
Administration
made simple
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Reporting
The system features a comprehensive reporting tool.
Standard and predefined reports can be modified and
new reports created using the powerful report designer.
Course Manager allows reports to be generated in a
statistical or graphical format.

Standard reports cover almost every aspect of the
Training Function from financial evaluation to a listing of
courses/awards due for renewal.

Finance
Course Manager enables you to create, print or email
sales invoices. This module enables you to track
payments received against your invoices and keep track
of who has paid their invoices and who hasnôt.

Whilst not in itself a full accounting package,
Course Manager provides all the details needed to
manage any form of transaction, including credit card
payment, on-line or by telephone, PurchaseOrders, etc.
Links to your accounting package can be created so that
invoices are also created in your accounts system
e.g. Sage.

Reports are available that shows cost against income,
outstanding invoices, overall income, etc.

E-commerce facility allows booking and payment direct
from Course Manager or your corporate website.

Feedback and Evaluation
Course Manager allows learners to provide pre and post
course training feedback online. Each submitted
evaluation is permanently stored within Course Manager
and can be accessed or reported on. Reports can be
generated based on submissions linked to specific
courses, trainers and venues .

Marketing and CRM
All organisation details listed in Course Manager can be
accessed to create mailing lists, contact, lists, etc. It is
possible to send a bulk email ómail-shotôto all
organisations/individuals listed from within Course
Manager.

Information you collate through using the system
provides you with clear marketing/sales targets,
e.g. individuals due for refresher training, individuals
who have completed level 1 and have potential to go
for level 2, individuals who have an award that needs
renewing.

Auto Notification
Course Manager proactively works behind the scenes to
keep you fully updated on important events. Course
manager will automatically generate emails to warn you
of event such as course bookings, upcoming course
dates, expiring awards, undersubscribed course dates,
candidates falling behind, resource planning reminders,
etc.

E-learning
Course Manager allows you to set up, manage and
advertise e-learning courses. Clients can register, pay and
access e-learning content 24/7 via the customer portal.
Course manager is compatible with the following e-
learning formats - Scorm 2004, Scorm 1.2, Class Server
IMS+

Website Integration
This module turns your website into a dynamic,
constantly up-to-date site.

Course manager automatically updates your website with
real time course information. Youdonôtneed to know any
html. You simply add new course dates or update the text
like you would in a word processor. The system displays
that information on your website instantly.

The online booking system notifies you as soon as
someone completes the booking form. It also
automatically thanks the delegate for their booking and
updates the back office system. Likewise, when you take
a booking online your website is updated in real-time e.g.
course status changes from available to fully booked.

Customer Portal
Customer specific web portal allows your customers to
view course date availability, enrol on courses and view
training histories. You can upgrade your customer access
to give them a high end Learning Management System
(LMS) that can be used to manage the organisations
complete learning management process including e-
learning.

Training 
Administration
made simple
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Hands On Skills Training , based in Barking, Essex
specialises in training courses for Health and Safety and
Construction skills. Courses are run at their training
centre or at client premises and can be tailored to
meet specific needs.

For several years the company used a system based on a
Microsoft Access database to cover most of their core
business processes for course management, bookings
and certification. The company decided that a new
system was required to provide a solid foundation for the
future. In particular there was a need to improve
performance, extend functionality and provide better
quality information to management. It was essential for
the company to retain all historical information and that
the transition to a new system did not cause any
disruption to the business. HOST chose AccessPlanit .
as the supplier for a complete replacement of its existing
system.

HOST carried out an in-depth examination of the
business requirements and its existing systems. Following
development, testing and training the system was
successfully implemented in June 2008. The changeover
involved transfer of information from tables in the
existing Access database. Microsoft.Net and SQL
database technologies were used to provide a fast,
robust and future-proof environment for the business.

ñWeinvited proposals from several suppliers and .
chose AccessPlanit based on their understanding .
of our needs and their track record for developing,
implementing and supporting business critical .
applications . We have been delighted with the .
friendly and professional manner in which the .
entire process was carried out . The trouble -free .
implementation, ease -of -use of the system and .
the high quality of on -going support services are .
equally impressive . The new system will support .
our continued growth and has enabled us to gain .
benefits of improved performance, pre and post .
sales support, control, traceability and better .
management information .ò

Training Provider, Care Academy based in the North .
West of England, provides training and NVQ .
assessmentsto the Care Industry . They starting using .
Accessplan . five years ago, not only to administrate .
their course booking, recording and monitoring but to .
facilitate a more meaningful interaction with their .
clients. The web. based nature of Accessplan allows .
clients access to the training provider progress records,
new courses, etc, thereby involving both the client .
employer and also . giving access to course material to .
the learner / trainee.

In the second year after starting to use Accessplanthey .
won the industries leading National Award for Best .
Training Provider / AssessmentCentre. The following .
year the same award was won by Care Academyôs.
leading competitor, VOISE NW Training who had also .
just started to use Accessplan. Care Academy was .
heavily involved with the development of Accessplan, .
many training professionals who see Accessplanfor the .
first time comment that the system was obviously .
designed by someone having direct practical knowledge .
of the needs of the industry.

Care Academy provides mainly NVQ training and
assessment, much of it based around the clients
workplace, even using work-based assessors, employed
by the client. This has the potential for being a logistical
nightmare. National figures regarding the number of
NVQ candidates who complete the course are worryingly
low. Using Accessplanhas allowed this training provider
to achieve well over double the National success rate.
Care Academy Administrator, Andrea Brown commented
that, ñAccessplanôsability to set progress targets
which can be viewed by óallôinvolved is a great
help but the really clever thing is that Accessplan
is working away without even been opened,
automatically sending e-mails to alert learners,
employers, trainers to the possibility that the
learner is falling behind their target, failed to
attend a course, remind learners of a course
booking or that an employee has completed an
award ò.

Some Care Academy clients are given access to the full
version of AccessplanLMSand many of these clients use
it as their main learning management, compliance
assurance system. Care Academyôsretention rate is
óvery pleasing ô.

AccessPlanit ôsclose working with Care Academy became
so mutually beneficial that Care Academy is now a
division of AccessPlanit ôsparent company group.

Case Study


