Guidance for checking / updating personal details on LearnPro

1) Login to your LearnPro Account here and click on the Profile tab

 (
Check the ‘Location’ details 
commence with
 ‘NHS Scotland > NHS Greater Glasgow & Clyde’ – if not, click on the ‘C
HANGE
’ tab and 
find the 
best 
location 
match (detailed instruction below)
.  This can be repeated for Role and Directorate.
) (
You can update your username by simply overwriting the current entry and then clicking on ‘UPDATE CHANGES’
)[image: ]
 (
Check the ‘I
DENTIFICATION
’ details 
reflect
 your current Payroll Number, starting either ‘G’ or ‘C’ followed by 7 numbers – if not, 
click the ‘C
HANGE
’ tab
. O
n the next screen enter
 or
 
amend 
your payroll n
umber and click 
‘SAVE’.
)[image: ]


2) To change your location, after you have pressed the change tab:
 (
c
) 
Click on ‘SAVE CHANGES’.
) (
c
) 
Click on the + sign beside ‘NHS 
Greater Glasgow and Clyde. Continue in this way until you 
identify the best match 
to
 
you
r place of work.
) (
b
) 
Click on the + sign beside ‘NHS Scotland’
.
) (
a) 
S
croll to the top
.
)[image: ]
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SET LOCATION

Once you have made any changes, please click the Save Changes button at the bottom of the screen.
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EDIT USER PROFILE
You can update your personal details here. It is your responsibilty to keep these defails up to date.
) Once you have made any changes, please click the relevant Update or Save button at the bottom of the panel.
BASIC DETAILS
Email / Username: [test accounf@gge.scot.nhs.uk *]@
First Name: Test
Last Name: Account
0
LOCATION AND ROLE
Location: NHS Scotland > NHS Greater Glasgow and Clyde > West Glasgow ACH > HR Health and e
Safety
Role: Other > Not Specified > Not Specified e
Directorate: Corporate Services > Human Resources cnance
IDENTIFICATION
Identification Number: Go101010 cHANGE
v
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SET IDENTIFICATION NUMBER
Once you have made any changes, please click the Save Changes button at the bottom of the screen. Once a
appear

/alid number has been entered, a green tick will

IDENTIFICATION NUMBER

Please enter your identification number. For existing staff this is your NHSGGC payroll number which can be obtained by checking your payslip or
‘asking your Manager to check SSTS. For New Staff only, please email col nhs uk for a temporary number.

Identification Number: G1234567] @

m CANCEL

If you have difficulty accessing the site please click here to access the Support Site.
For elearning authors, click here for LAB Advanced and Package Manager access.

PostBack('cti00SC:





