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Useful Tip - It is recommended that before adding participants against the various sections, you first check that all your participants already have a Person record in the system (flagging your own record sheet accordingly). Any participants not found need to be added as a Person record before you add your Work Group participants. 

Find a Person and Check their Details 

 

1. Log in to the MH POD system using your given Username and your Password 

2. [image: image14.jpg]From the left-hand navigation menu select Administration>People 

3. Start typing the name of the person you want to check in the Search box 

4. The list of names visible on screen will be ‘filtered’ as you type more letters of their name 

5. Click on the required person record in the reduced list 

6. Check that their General Details are correct (specifically their Email and NCETM User ID) 

7. You can also check their Endorsements details if appropriate 

 
Add a New Person 

8. First check that they are not already in the system completing the process above
9. Click the Add button 
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10. Complete their details including Email and NCETM User ID 

11. Click Save 

12. Find the new person’s record in the system and verify that their details are correct.
Creating an Organisation.
Useful Tip - It is recommended that before adding participant organisations against the various sections, you first check that all your organisations already have a record in the system (flagging your own record sheet accordingly). Any organisations not found, need to be added as a record before you add your Work Group participants. 

Unlike the Person records maintained entirely by the NCETM, most organisation records and their URNs will be provided by the DfE via their Edubase data. You may be familiar with their website https://get-information-schools.service.gov.uk/ 

This system uses the DfE Edubase data to give you the most up to date list of organisations for you to select at the point of entering your data without the need to pre-verify online. 

Find an Organisation and Check their Details 
1. Log in to the MH POD system using your given Username and your Password 

2. From the left-hand navigation menu select Administration>Providers 
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3. Start typing the name of the organisation you want to check in the Search Criteria box 

4. The list of names visible on screen will be ‘filtered’ as you type more letters of the organisation name. 

5. Note the Status of the organisation is displayed to indicate the current URN (Open) and any previous old URNs (Closed). 

6. Click on the required organisation record in the list displayed 

7. View the General Details tab to see a range of details provided by the DfE about your selected organisation. 

8. View the Work Groups tab to see which Work Groups your selected organisation is currently participating in.
Add a New Organisation 

9. First check that it is not already in the system as provided by the DfE Edubase. 

10. Click the Add button. 
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11. Complete the required details. 

12. Click Save 

13. Find the new organisation’s record in the system and verify that its details are correct
 Adding and Editing a Work Group.
Useful tip - It is recommended that you check existing Work Groups which have been created for 18/19 for your hub.
1. Log in to the MH POD system using your given Username and your Password 

2. From the left-hand navigation menu select Programme Delivery>Hub Reporting 
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3. Scroll up and down the screen to identify the budget structure (in the same order as the more familiar RAG spreadsheets) 

4. Identify the pre-defined Work Groups against each budget area 

 

 

Add a New Work Group 

5. Identify the following:
i) which NCP you need to create the new Work Group in 

ii) whether you are adding a new Innovation Work Group 

6. Make a note of the NCP code (or budget title) and the name/number you want to call your Work Group 
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7. Complete the Budget by typing any key word or part of a code for either: 

i) The budget title 

ii) The NCP code 

8. A list of Budget area options to select will be shown on screen 

9. Select the correct budget from the list 
10. A reference code will be automatically generated
11. Add a Description (i.e. the Work Group name) 
12. Please use names which will allow us to identify it centrally. Using workgroup numbers is helpful for this so we can track how many workgroups you have running against each NCP 
12. Click Save 

13. Find the new Work Group and verify that its details are correct on screen and it is part of the correct budget area
Check existing Work Group Participation
1. Log in to the MH POD system using your given Username and your Password 

2. From the left-hand navigation menu select Programme Delivery>Hub Reporting 
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3. Scroll up and down the screen to identify the budget structure (in the same order as the more familiar RAG spreadsheets) 

4. Identify the number of Work Groups against each budget area 

Add New Work Group Participation Details
5. Identify which Work Group you need to add participation details for 

6. Click the Edit button next to the appropriate Work Group 

7. Click the People tab 
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8. Identify the existing participants in your selected Work Group 

9. Click the Add button 
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10. Search for and add a Person record for your new participant
11. Search for and add an Organisation (Provider) for your new participant
12. Select the appropriate Role that your new participant will play within the Work Group 

13. Click the Add button to add them to the list of participants you wish to add to the Work Group 

14. The list of participants you add will grow in the lower part of the screen as you add more using the upper part of the screen 
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15. When you have added all the required participants for the Work Group, check the list in the lower part of the screen
16. If you have made a mistake and added some wrong details, click the Delete button to remove them from the list 

17. Add the correct participant details again if necessary 

18. Once you are happy with the list of new participants for this Work Group, click the Save button in the bottom right hand part of the screen
19. This will have saved all your new participants to the Work Group and they will be visible in the People tab of the Edit Workgroup screen 

Amend Existing Work Group Participation Details
20. Identify which Work Group you need to add participation details for 

21. Click the Edit button next to the appropriate Work Group 

22. Click the People tab 

23. Identify the participant you need to amend 
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24. You are only able to amend the Role a participant is playing within the Work Group 

25. If you need to link them to a different provider you need to Delete this participation record and re-add them with the correct provider/URN record 

26. You can use this screen to RAG the performance of a Work Group school as required 

 

 
Update Financial Forecasts and RAG

1. Log in to the MH POD system using your given Username and your Password 

2. From the left-hand navigation menu select Programme Delivery>Hub Reporting 
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3. Scroll up and down the screen to identify the budget structure (in the same order as the more familiar RAG spreadsheets) 

4. Identify the number of Work Groups against each budget area 

Update Financial Forecasts and RAG 

5. Select a Work Group to update its financial forecast and RAG  

6. Click the Edit button for the selected Work Group 
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7. Update the RAG value 

8. Update the Forecast value if different to that already entered 

9. Click the Save button 

Producing Reports
1. Log in to the MH POD system using your given Username and your Password 

2. From the left-hand navigation menu select Reports>Instant Reports
3. From this screen you will be able to access various reports to monitor your hub activity
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4. Select Hub Summary Expenditure

5. Select your hub from the list (there should only be one available) and click download. Please note: each time you are running a report for the first time that day there may be a delay in the creation of this report. Following reports will be faster to download 
6. This will provide an excel spreadsheet where you will be able to compare planned and actual activity and spend 

Please note: at certain points throughout the year the NCETM will be keeping records of this report and it will form part of your Progress Reporting. We ask that at those key dates, records are as up to date as they can possibly be.
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