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ARef-04 - Administrator Reference Sheet - How to Administer Education Provider Details.

Steps Action What it looks like
1.
cﬂ: Users
Click on the Administer
Education Providers link in the Sgarch for Users
. filter the users list enter a search criteria below and click the "Search’” button
S|de bar = Administer
: i‘Ellﬂﬂ;;iZT;'lT;‘em Fields Fiter
This navigates to the Education CLdmneer e
Providers page.
= Administer Shift
Categories
» Administer Disciplines
+ Administer Users 11317 Results
= Administer Locations
2. The Education Providers screen
shows a list of all currently active i i
. . Education Providers
Education Providers.
To navigate to the:
1' LISt Of Currentlynon-aCtlve ACU Australian Catholic University ewen
Education Providers, click the R
. . . xample Education Provider Manage
View Archived Education _
Providers button.
2. Create Education Provider o o )
. aut Queensland University of Technology Manage
screen, click the Create new
Education Provider button ua University of Queensland B
3. Education Provider Details
screen, click the Manage button.
3. In the Education Provider Details
screen you can edit the Institution’s Education Provider
Name and Abbreviation. You can
also decommission the Education
Provider by clicking on the Seta
Decommission button. N
Curl’enﬂy decommISSIoned MName University of Queensland
Education Providers will have a
Recommission button in place of
the Decommission button.
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4, In the Education Provider Details
screen you can edit the locations
that Users assigned with this Decommission
Education Provider in permissions
will be able to request to send
placements. Tick the relevant

Education Provider

Details

Abbreviation | Test Uni

locations and save at the bottom of Name | TestUn
the screen. ) Allows Allocations
Location All ﬁ ﬂ
Note —when a new Education o ouptal Brasane ©
Provider is created the default

Iater Private Hospital

locations are set to all.
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