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The enable School Portal has been designed 
to be intuitive, quick and easy to use.

That said we know that there are always  
other features that could make your life easier 
and so we welcome any suggestions that we 
can incorporate into future revisions.

Please send your suggestions to:  
info@learningfoundation.org.uk

Or call us on: 
01344 636 413
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INTRODUCTION

The ‘ENABLE’ Donation Management System ‘SCHOOL PORTAL’ 
is designed to provide schools running a programme with clear 
and informative information that is 100% up to date.

The system provides:
• Details of the contract agreed with the Learning Foundation

• A record of the package offered to parents along  
with the expected take up and the donations.

• Tracking of the donation activity relating to each  
individual student, including any changes they have  
made to their original agreement.

• Up to date tracking of the financial performance  
of each individual Programme

• A quick and easy way of identifying Lapsed and  
Completed donors

• A quick and easy way of identifying the Gift Aid status  
of all donors

• Automatic delivery of the quarterly Learning Foundation 
statements to any nominated team members and access  
to a statement archive

Access to a Shared Google Drive folder where both the 
Learning Foundation and the school can store related 
documents such as the original Financial Illustration,  
the Contract, the Home School Agreement and any other  
useful documents.

WHAT IS A PROGRAMME?

Who it includes:

A Programme is best defined as a set of students that are 
collectively offered an opportunity to contribute to, and 
participate in a technology enabled learning programme 
where every student has an equal opportunity to participate 
regardless. The key criteria for a Programme is that the device 
package offered is identical as is the recommended monthly 
(and/or 1-off) donation amount and the ‘term’ or the number  
of months the Programme runs for.

The profile of the students offered a chance to join the 
Programme, may consist of one or more cohorts, the whole 
school, just one class or perhaps just the staff. The criteria is 
simply that it is defined at the outset and that all those offered 
the chance to participate are agreeing to the same package  
and financial plan.

For many schools this definition also extends to the programme 
being covered under one lease agreement, but what also 
defines a Programme however is that there is only one main 
purchase order placed with the supplier.

How long it runs for:
Each Programme runs for a fixed period, defined in months  
or years. You cannot mix different periods within the same 
Programme. If you wish to offer different Programme lengths 
then each would be setup as a different Programme.
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A Programme can incorporate a REFRESH element, where it  
is set to run for say 5 years but part way through they are issued 
with a new device. This must be incorporated in the plan from 
the outset and there can be no change in the recommended 
donation amount for the full duration.

How it is financed:
A Programme can be financed in two ways, either by a lease  
(the usual method) or directly by the school (or a mix of the two).

The Learning Foundation Contract
Prior to proceeding with the Programme you will have  
discussed its viability with your School Liaison Manager (SLM), 
who will have provided an ‘Illustration’ spreadsheet that sets out 
the anticipated number of participants and the programmes 
projected finances. As this is carried out before launching  
to parents it can only be an estimation based on information 
provided and the experience of the SLM.

Once the decision to go ahead is made, the details of the 
Programme are written into the contract which also carries  
full details of any charges relating to the programme. The key 
details of the Contract are available on the Programme page  
of the SCHOOL PORTAL for reference and a PDF of the full 
contract will be placed on the shared Google Drive.

Each individual Programme has its own contract, which must  
be signed BEFORE the programme can be launched.

SYSTEM OVERVIEW

THE STRUCTURE
The system is built around a fixed hierarchy as shown below. 
The student belongs to a programme while their Parent/
Guardian donates to the Programme on their behalf. This makes 
it easy to maintain clarity when a Parent has more than one 
Student in a school, and perhaps in different programmes.

PROGRAMME STATES
A programme has two states ‘ACTIVE’ and ‘CLOSED’. These 
states are governed by the ‘FIRST COLLECTION DATE’ and 
the ‘LAST COLLECTION DATE’, which represent the first and 
last months we will be collecting donations. Donations from 
late starting, and ‘catch-up’ parents will still be collected after 
the last date, it simply defines the ‘expected’ timeline for 
programme management.

THE PORTALS
There are two modules used by a School, which are referred to 
as PORTALS. The SCHOOL PORTAL, which provides the School 
with their monitoring data and the PARENT PORTAL that offers 
parents the ability to complete a Direct Debit and commit to the 
programme. Once a Programme is closed for new registrations, 
the Direct Debit element of the PARENT PORTAL is closed but 
the portal itself remains open to Parents to provide support 
information and giving them access to Warranty and Insurance 
claim contacts and other documents, such as the Home School 
Agreement (should they have lost their signed copy).
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LAUNCHING A NEW PROGRAMME
There are a number of stages involved prior to actually 
launching a new programme:

1. Discussing and agreeing the structure of the programme  
 with your SLM

2. Deciding on the device and associated package

3. Deciding if an extended warranty and insurance are required

4. Deciding if a lease is required or if the School will fund  
 or part fund the programme

5. Deciding on the application of Pupil Premium funds  
 to support the programme

6. Agreeing the recommended donation amounts

7. Deciding how long the Programme will run for & will there  
 be a refresh part way through

8. Agreeing whether or not Credit Cards are acceptable 
 (with the related additional charges)

9. Deciding how many donations can be missed before  
 a donor is LAPSED

Once all the above stages have been completed the Learning 
Foundation will set up the Programme on both the PARENT 
PORTAL and the SCHOOL PORTALcontract will be placed on 
the shared Google Drive.

Each individual Programme has its own contract, which must  
be signed BEFORE the programme can be launched.

THE PORTALS
Both the PARENT PORTAL and SCHOOL PORTAL are designed 
to provide information in a logical and easily accessible way. 
Everything is tracked and managed by the Learning Foundation 
team, who are also available by email and phone to provide

PARENTAL PORTAL

The PARENT PORTAL is the parent’s gateway into the system.  
It serves three key functions:

 1. It provides the parent with comprehensive information 
  about the Programme and the package that their  
  Student will receive when they sign up.

 2. It provides a Direct Debit form for them to complete  
  in order to confirm commitment to the Programme.

 3. It provides support information and contact details  
  should they need to make changes to the Direct Debit 
  during the run of the programme

After the Sign-up period has passed the portal remains open 
providing parents with access to a range of useful information 
along with Warranty and Insurance claim forms.
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ACCESS & LOGGING IN

SECURITY
The SCHOOL PORTAL contains details of Parents and Students 
along with their contact details and donation history. Because  
of this access is tightly controlled.

Those granted access are personally  
responsible for ensuring the security  

of their login details.

Login details should NEVER be shared with anyone else.  
If the user leaves the school or is no longer involved with 
Programme management it is their (and/or the line manager’s) 
responsibility to ensure that the Learning Foundation  
is informed so that their login can be removed.

If the Learning Foundation has any concerns relating  
to an individual’s access, they reserve the right to suspend  
or terminate an individual’s login without notice.

REQUESTING PORTAL ACCESS
Either the Headteacher or the Project Leader is required  
to approve requests for access and advise the Learning 
Foundation of their details.

An application for a new user should consist of:

• Their title, First & Last name

• Their job title

• Their email address 
 – it must be a personalised school email 
  (not @gmail etc or office@ etc)

Once approved the ENABLE team will activate the person  
who will receive an email that confirms their acceptance and 
provides a link to the Portal along with a temporary password.

LOGGING IN
When you First LOGIN you will be asked to change your 
password. From then on, only you will know what your password 
is. Should it be forgotten there is a facility to re-set it.
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THE DASHBOARD

SECURITY
Once you have logged in the first view is the DASHBOARD.  
Here you will see a message at the top of the screen that 
provides access to this manual along with Learning Foundation 
contact details should they be required.

From time to time, we may use the Dashboard to send you 
important messages or reminders. Please keep an eye on it!

THE MAIN MENU

The Main Menu is located on the left of the screen.  
It provides direct access to the key areas of the SCHOOL 
PORTAL as follows:

• VIEW PARENTS

• VIEW ALL PARENTS

• VIEW PROGRAMMES

• VIEW STATEMENTS

• VIEW FINANCE ACTIVITY

These are explained in detail  
on the following pages.
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VIEW PARENTS

This option is to give you detailed information about a specific 
Parent/Student’s account.

Because it is the Parent that has made the commitment and  
is therefore the person you will want to speak to about anything 
relating to their donations, this page focuses on them rather 
than the Student. You can however, easily search for the Student 
and therefore find their parent’s contact details.

The page consists of three sections:

• Searching

• Search results

• Parent’s detailed record

THE DASHBOARD

SEARCHING

When you first open the page there is no data visible. 
To find a Parent / Student you can:

 1. Select the Programme that you wish to search for  
  the Student (and their Parent). If you don’t know which 
  programme they are associated with then don’t choose 
  one and you will see ALL the Students & Parents.

 2. Go straight to the Parent or Student by either typing  
  in the first or last name in the Parent or Student search  
  box and the matching result(s) will be shown and you 
  simply click on the correct name.

 3. Click on either the Select Parent or Select Student  
  search box the and a list of ALL the names, either  
  in the  Programme you have selected OR, if you didn’t 
  select one, in all programmes in the school will be  
  shown in last name alphabetical order.
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From here, you can select the name you are looking for.

If you have just selected a Programme, all the Parents and  
their associated Students in that programme will be listed.  
The Student name is an active link and clicking on it will open 
both the PARENT DETAIL panel with their contact details and 
the TRANSACTION HISTORY.

The PARENT DETAILS include their Name (followed by their 
system ID number), STATUS and Gift Aid STATUS along with  
the email (which is active) and their mobile number.

The Transaction History provides a comprehensive amount  
of information. Firstly, if the Parent has more than one Student 
in the school you are able to select their other Students simply 
by clicking the arrow alongside the Student’s name (which 
also shows the Student’s system ID number).

The top section shows a summary of the account relating  
to the named Student including: The total amount promised 
when they signed up, how much has been donated so far  
and the balance remaining. Also included are the number  
of successful donations made, if a school code was used  
and the frequency (Monthly/1-off) and the number of months 
they signed up to.

Following this data there is a list of all the transactions, and 
any failed transactions (shown in red). Clicking the Export to 
Excel will download a spreadsheet of all of the transactions.
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VIEW ALL PARENTS

This option is to give you programme level data on all of the 
Parent/Student donors via a comprehensive search facility.

When you first open the page, it shows ALL the donors across 
all of the programmes. The true value of this option is the 
detailed information you can now select as follows:

Firstly select the programme you wish to analyse. This will 
show you ALL donors that have signed up to the programme, 
whether or not they have made any donations. Now you can 
select a subset of these by ticking one or more of the tick boxes 
for ACTIVE, LAPSED or COMPLETE Student records or to list 
the NON Gift Aid Parents.

In addition to this you can define the date range  
you wish to list.

• Leaving both dates blank will list ALL in the system

• Setting just a Start date will list all from that date forward

• Setting just a finish date will list all up to that date

The ‘TOTAL DONATION PROMISED’ and the ‘TOTAL 
DONATION TO DATE’ fields will automatically update  
to reflect the search criteria you have entered – after clicking 
the SEARCH button.

Finally, you can export the search results as an EXCEL file as 
well, providing a complete transaction history to give to the 
parent or for internal use.
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This option is to give you programme level data on all of the
Parent/Student donors via a comprehensive search facility.
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VIEW PROGRAMMES

This option is to give you a detailed picture of each 
programme that includes all of the information relating to the 
initial expectations against the actual performance.

When you first enter this page, you have to select the 
programme that you are interested in.

Once selected, the Programme‘s detail is then presented.  
At the top of the page you will see the PARENT PORTAL URL, 
(the URL is unique to each programme). This will allow you  
to copy the link (and then send it to your parents so they can 
sign up) or, by clicking it, open it on a new browser page.

You can find more information about the PARENT PORTAL,  
and see what it looks like, you will find full details at the end 
of the manual.

Alternatively, you can complete it right up to the last page 
(Your Bank Details). Only at the bottom of this page do you 
‘CONFIRM’ your commitment to the programme.

If you exit before clicking the CONFIRM button, all of the 
information you have entered will be deleted. Be warned 
however, if you do click the CONFIRM button your data will  
be captured in the system. The Direct Debit will of course  
be cancelled.

Below the PARENT PORTAL URL the page is broken down 
into a number of sections.

• Contracted Agreements

• Programme Details

• Codes used

• The Package

• Stats at Launch

• Performance to Date

These are explained in more detail on the following pages.
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CONTRACTED AGREEMENTS
Here you can see the Programme-specific details of the 
contract previously signed. Note that the Credit Card facility 
charge and transaction % are agreed at school level and, if the 
use of Credit Cards has been approved the Credit Card charges 
will automatically be applied to all active programmes.

SHARED GOOGLE DRIVE
At the end of this section you may see a link to a Shared 
Google Drive. This is access to a folder that will contain useful 
documents relating to the programme. This may include:

• A copy of the signed contract

• The original Illustration

• Your Home School Agreement document

• etc.

Both the Learning Foundation and the school can upload 
documents to this folder and both have access to whatever is 
stored in it. It provides a very useful repository for all of the core 
documents in a common location that is very easy for anyone  
to find at any time in the future.

To use the drive, each school user will have to have a Google 
Account that they are signed into at the time.

PROGRAMME DETAILS
Here you can see the core elements of the programme as it was 
agreed in the planning and commissioning stage.

The number of devices will relate to the number originally 
ordered for the programme as stated on the Programme 
Illustration sheet.

The Programme STATUS relates to the life span of the 
programme and shown by one of the following:

• PENDING – the ‘First Collection Date’ 
 has not yet been reached

• ACTIVE – collections are underway

• CLOSED – the ‘Last Collection Date’ has passed and the 
 expected life span of the programme has been completed. 
 Late starting and ‘catch-up’ donations will however continue 
 to be collected until they have fulfilled their agreement.



CODES USED
Although the ‘recommended’ donation amounts are not 
editable on screen, they are DONATIONS and not payments. 
This means that a Parent can change the amount if they feel 
they do not wish or are not able to donate the recommended 
amount. There are a number of very understandable reasons 
why this could occur, such as having multiple Students in the 
programme or their personal financial situation makes it very 
hard for them to find that amount every month.

The SCHOOL CODE system allows the school to make provision 
for this and provide one or more alternative recommended 
donations to provide flexibility to donors while also managing 
the donated amounts. This is known to encourage parents who 
otherwise might not donate at all.

The CODE system works by firstly agreeing with the Learning 
Foundation what the alternatives are, and what the codes are  
to be called. When the link to the direct debit system is 
distributed you can then provide the appropriate code just 
to the parents that you feel should receive it. This makes the 
reduced donation more private and motivates the parent to 
make a donation.

Where a programme is making use of the SCHOOL 
CODE facility, this section shows you the codes set up, 
the recommended donations set against them and, most 
importantly, how many donors have used them.

THE PACKAGE
This section just shows the specifics for the device and case 
used in the programme for historical reference.

STATS AT LAUNCH
This section shows the profile of the ‘expected’ number of 
Parents participating and the ‘expected’ income their donations 
would generate. This data will be drawn from the Illustration 
sheet provided at the the planning and commissioning stage  
of the programme. It will provide an opportunity to compare the 
EXPECTED data with the ACTUAL data, as well as provide help 
when planning the next programme.

PERFORMANCE TO DATE
This final section shows what is happening now, as it happens.  
It is constantly updated, showing the income from donations 
and the associated Gift Aid grant that it attracts from the 
Learning Foundation. It also shows the actual number of Gift 
Aid sign ups along with the current number of Active, Lapsed 
and completed Students.

Direct Debits are collected at 5 day intervals every month: 
1st, 5th, 10th, 15th, 20th and 25th and so you will not usually  
see a change in the donated amount between these days, 
unless a parent makes a direct donation or a donation fails, 
which will usually happen between these dates.
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VIEW STATEMENTS

This option provides access to an archive of all of the PDF 
statements ever sent to the school.

When you first enter you will see a list of all the statements  
in descending date order. 

From here you have three search options:

 1. Select the programme you are interested in  
  – not selecting will show all programmes

 2. Select the Start Date of your search 
  – not selecting will show all years

 3. Select the Quarter that you are interested in –  
  not selecting will show all Quarters

So from here you can focus in on a specific Year & Quarter  
for a specific Programme, or perhaps all of last year’s 
statements for all Programmes, or whatever combination 
you wish.

Alternatively you can simply scroll down the page to find  
the one you want.

Clicking the link will open the PDF statement on your screen 
where you can print it or save it elsewhere as you wish.
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VIEW FINANCIAL ACTIVITY

This option provides access to every donation/failure both 
on screen and as an exported EXCEL file.

When you first enter you see a list of all the donations for all 
programmes in descending date order.

From here you have three search options::

 1. Select the programme you are interested in  
  – not selecting will show all programmes

 2. Select the Start Date of your search 
  –  Not selecting will show them from the earliest 
     recorded

  – Selecting will show all donations from this date 
     forwards

 3. Select the Quarter that you are interested in  
  – not selecting will show all Quarters

So from here you can focus in on a period of time for  
a specific Programme, or perhaps ALL the donations within 
your financial year, or whatever combination you wish.

Clicking the EXPORT TO EXCEL will download an Excel file 
with the data that matches your search criteria.
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The data displayed on screen includes Parent & Student  
names and ID numbers (to aid communication) along with  
the transaction type code and Description.

The codes are as follows:

DD = Direct Debit

DC = Debit Card (via phone)

CC = Credit Card (via phone)

CQ = Cheque (via post)

CA = Cash (via Hand / Post (- it happens!)

The Descriptions mean the following:

Donation = An amount of money received

Refund = An amount of money the Learning Foundation  
has refunded

Catchup = To indicate that the parent has paid an amount  
to cover all or some missed donations

Adjustment = To indicate a random amount that the parent 
has donated against the account. As a result you may also find 
adjustments have been made to the ‘Number of Donations’ 
(Term) and their ‘Last Collection Date’ as a result.

Imported = This is used to represent a bulk donation movement 
from our old system to the new one

When a donation fails the bank send a failure report that  
is imported into the system along with the bank’s description  
of why it failed. Failures are easily identified as they are listed  
in RED and the amount is shown as a negative amount.
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F R O M  T H E  L E A R N I N G  F O U N D AT I O N

THE PARENT PORTAL
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The PARENT PORTAL is primarily the  
online Direct Debit sign up but it also 
provides a source of online information  
for parents.

Each PARENT PORTAL is specifically 
customised to a Programme and it has  
a unique URL (which is available on the 
Programme page of the SCHOOL PORTAL) 
that you can pass on to Parents looking 
to sign up.



When a Parent first enters the Portal they see  
a welcome page, which contains the school logo 
and some welcome text. There is standard text 
available for this page but schools are encouraged 
to write their own version to make it more 
personal. It also gives the opportunity to explain 
any very specific details about the programme  
that are unique to your school.

Beneath the welcome message, and every other 
page of the Parent Portal, you find the contact 
details for the Learning Foundation and three 
support boxes called FAQs, Insurance & Warranty 
and Help guides. These three buttons open up  
text panels that can contain any number of links  
to other sources of help and support.

FAQ – We have an ever-growing list of standard FAQs  
with comprehensive answers but we can include any 
additional ones that are specific to your school/programme 
with direct links to the relevant contacts and documents  
if required.

INSURANCE & WARRANTY – Depending on how the 
Programme is set up we can provide direct links to online 
insurance and warranty claim forms, or just links to the 
person responsible for managing them, whatever is best  
for the  school & Programme.

HELP GUIDES – This should include a link to the School’s 
Home School Agreement and any help and advice on 
homework, how to use technology to help Students learn 
etc.
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The 2nd page provides the parent  
with more information about the package  
they will receive as part of the programme.
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Device Details
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The 3rd page captures all of the parent’s  
details including name, address, email,  
phone numbers along with the Student  
name, gender and year group.

Personal Details



The 4th page is all about the donation they 
wish to make to the Programme. Here they 
select Monthly or a 1-off donation and, if they 
have been provided with a SCHOOL CODE  
they can enter it and see the recommended 
donation amounts change.

They also select a day of the month for the 
Direct Debit collection. This is designed to 
prevent them selecting a date that would 
happen before the legally required ‘cooling  
off period’ has passed.

At this point they also confirm whether or  
not they are UK tax payers and able to sign up 
for Gift Aid as well. If they tick ‘NO’ they will  
see a message encouraging them to say yes  
if they can.
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On the final page they are reminded of the 
donation agreement they have just made  
and asked to provide their bank details.

The final stage is to CONFIRM their 
commitment to the programme and the  
Direct Debit donation.

Clicking the CONFIRM button triggers an 
automatic email to them confirming all of the 
details of their agreement. This also uploads  
all of their data into the system at which point 
it will appear on the School Portal as well.

Until the final CONFIRM button is pressed  
none of the data is captured. If they exit the 
Portal without pressing the button, all of their 
data is deleted and no record of their action 
is made.

Your Bank Details
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