
 

i   
June 25 2013 

 

The unionlearn Central Database is a catch-all contract management system to help unions in receipt 
of funding coordinate their recording and reporting of project activity.  

This introductory guide is divided into 2 main sections 

i. Overview and basics 
ii. Maintaining an existing project 

Section one deals with simple processes and concepts such as logging and the options presented to 
you once you do, as well as describing how the systems fits together. Section two will be useful 
particularly to those unions that have had their Round 15 projects moved onto the uCD from the old 
ULF Database, as it will cover financial, outcomes and narrative reporting and the tools you can use to 
assist your project team.  
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Overview & Basics 
What is the uCD?  

The uCD is a contract management tool for sharing funds with third parties to deliver projects, and to 
collect evidence on expenditure and contractual outputs delivered with that funding.  

Supporting the contract management tools are a number of data tables, most usefully those for 
Learners, Employers, Learning Agreements, Providers, Courses and Qualifications.  

The uCD allows unionlearn to create the parameters for a funding round – amount available, key 
targets, eligible dates etc – then create EOIs and Application forms, approve applications, create 
contracts, monitor project profiles and achievement against them, log project reports, report on 
finance and outcomes and supply key data for audits. It can log evidence collected, demographic 
information on learners recruited, information on employers engaged and the locations of learning 
delivered.  

Why is it “central”?  

Historically, unionlearn has shared public funds with unions through a variety of sources, with 
European Social Funding (ESF), Skills Funding Agency money and the ULF all contributing to union-led 
learning projects. As well as ULF, the uCD can manage these funds too, keeping all our projects 
records and evidence of achievement in one place.  

This means that staff from both unionlearn and unions will only ever have to learn one system, as well 
as making the task of demonstrating our successes to funders that much easier.  

uCD and ULF 

The uCD has been designed to replicate and in some cases expand on the functions of the old ULF 
database. It does not always work the same way, but the goal is the same.  
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Logging In 

Firstly you will need a username and password. 
In many cases this will have been already 
generated for you by the ULF team. In some 
cases, however, you will need to register. Here’s 
how you do this: 

Following the URL for the database 
(www.unionlearningfund.org.uk/ddulf)  

You will be taken directly to the login page (see above right). Clicking on the registration link shown 
brings you to your first sight of one of the uCD’s many forms.  

  

Enter the details requested: fields marked with an asterisk* are compulsory. Your user name can be 
anything that has not already been taken, but your password ought to be a combination of letters, 

TIP! The uCD will remember 
the case you entered, so 
make sure you capitalise 

your name or it will look odd 
whenever you log in! 

http://www.unionlearningfund.org.uk/ddulf
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numbers and mixed case: the system will reject a password it considers too ‘weak’ and request you 
use a tougher one.    

Your union should be amongst those listed in the dropdown menu (between Last name and Email 
Address): if it is not, please contact your ULF representative.  

Once you have completed all necessary fields, click ‘Register’ in the bottom right corner and your 
request will be logged with uCD administrators. If you are in a hurry to start work again you may like to 
contact your ULF representative and alert them to your registration.  

Once the administrators have approved your registration, you are ready to login. Enter your username 
and password into the boxes on the login screen and click ‘log in’.  

The Welcome Screen  

Once logged in, you are shown a screen with links to the areas of the uCD most useful to you. .  

  

TIP! The menu on the top 
left remains in view at all 

times – get used to using it, 
it’s your short cut to other 

functions 
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The menu on the top left contains all the links. The grey menu in the centre offers fewer options but 
also gives you more information about your choices, such as the number of open ULF Rounds (or 
other possible funding, known on the uCD as “Calls”) or contracts being run.  

I have numbered the links on the screen to show where the links lead to the same place.  

1. Calls 

“Calls for Applications” covers any kind of funding available to be shared via the uCD. The name 
Rounds is not used to allow other projects to use the system without conflicting terminology, but for 
the purposes of ULF “Call” = “Round”.  

This is where you would go if you were starting the process of making a new application or EOI. 

2. Applications 

Once you start an application it will appear for editing via this link. This link will remain the route to 
working with your application until unionlearn have approved your contract. 

3. Contracts  

This link takes you through to your list of active contracts. There will probably only be one contract at 
this stage in the life of the uCD, but completed contracts will also be available to view on this page.  

Clicking on the link for your live project(s) takes you to the Contract Page (see over) where every 
aspect of your contract can be managed and maintained.  

4. Personal Files  

This is a file storage facility for users in the event that they might want access to documents that are 
not project specific.  

5. Personal Contacts 

A simple contacts directory for users. 

6. Profile 

A function you will need to use, as this is where your own details are kept.  
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Contracts 

Once you have selected 
your contract from the list 
(if there is one), you are 
taken to the Contract Page. 
As well as allowing you to 
review all the information 
around your contract, the 
Contract page allows you 
to do the following:  

1. Report on finances, 
outcomes, E&D data and 
provide narrative reports 

2. Generate project reports 

3. Add co-applicants and 
create a listing for your 
project team 

4. View pdf copies of 
application forms, profiles 
and contracts 

5. Upload files to support 
your contract 

6. Request variations (in 
cooperation with the ULF 
team).  

7. Review your project 
parameters 
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1. Reporting on finances, outcomes, E&D data and provide narrative reports 

1a.Reporting Finances.    

The very first action most ULF projects take this year will be to report on their Quarter 1 Finances for 
2013-14.  

The table (1) towards the foot of the contract page helps the user manage all necessary reporting. The 
types of report are titled in the grey bar running horizontally, with the sequence of reporting periods 
running vertically on the left.  

Reports than can be completed are hyperlinked via the underlined “Not Started” (if there’s no 
underlining, users cannot start the report), or if some changes have been made “In Progress”. Once a 
report is “submitted”, the link will remain but will lead you instead to a snap shot PDF of the report 
that has just been sent to unionlearn.  

Clicking a “Not started” or “In progress” link under the Finances header takes you to the main 
reporting screen for your project expenditure. The financial headings used in your final application 
forms and on your project profiles (carried forward from the old ULF database) run down the left hand 
side, next to the profiled values for each heading.  

Put simply (and there’s not much more to it than this), users should enter the actual values for each 
heading in the empty boxes running down the right hand side of the screen. The total in the bottom 
right updates whenever you move onto a new box so it’s easy to keep track of how much you’ve 

entered.  

As you enter and move onto the 
next box (the tab key will take 
you to the next box, or you can 
use the cursor to move between 
boxes), you should see the box 
you have just filled turn green. 
You must not leave it blank, 
enter a zero, if you leave it 
blank, or enter anything other 
than a number, the box will turn 
red. If you press the “submit” 
button with any red boxes the 
uCD will prompt you to fill them 
in and you will have to try again.  
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Pressing submit when all boxes are green sends the 
information to the ULF team at unionlearn and takes the user 
back to the Contract Page.  

To review your submission, click the “Submitted” link that will replace the “Not started” or “In 
progress” links. This will bring up a PDF copy.  

If you have made a mistake on your submission, please get in touch with your ULF representative. 
They can ‘unlock’ the report and allow you to make the necessary changes.  

Once your finance submission is made, the option to start work on the next month’s returns should 
become available.  

1b. Reporting Outcomes 

Reporting Outcomes is a very similar process to Finance, but there are some differences. 

Firstly, outcomes are divided into two sections. Firstly there are “Learner Outcomes”, covering any 
activity that relates to individuals – e.g. Level 3, CPD or English & Maths.  

Secondly, there are the Employers/Other outcomes, which covers any achievements that are not 

linked to individual learning e.g. learning centres created and learning agreements.  

As you can see above, the profiled target is still listed down the left hand side, but for entry there are a 
number of columns rather than just the one. There are two reasons for this.  

TIP! If you discover an over-
claim in a previous report, you 
can submit a negative or minus 
figure to balance it out in the 

next report.  
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The “Register” column reflects the functionality of the uCD (not covered here) to process and analyse 
real learner data. Where actual learners’ details have been added via a ‘skills register’, and outcomes 
associated with them, each outcome will appear n the “register column”. However, at this stage 
unions are not being asked to use this function, so you can safely ignore it for the moment.  

The regional columns are a reflection of the current ULF database’s reporting focus.  

When entering outcomes, simply tab or click into the box you wish to update. Just as with the finance 
section, as you tab away from the box it will turn red or green. Only numbers can be entered in the 
boxes, and the report can only be submitted if there are no red boxes. However, although by default 
all the boxes have a pre-entered zero, unlike the finance report cells may remain blank.  

Using the tab between boxes will take you along the list of regions before returning you to the 
National (Nat) box for the next outcomes on your profiled list.  

This table has two “totals”. One total box on the right of each row shows you the total for that 
outcome across all regions. There is also a horizontal row of totals that show the cumulative 
achievements of each region, while the box in the bottom right corner of the table shows the 
combined total of outcomes entered.  

Once you have entered all your information, what happens next depends on how closely your 
outcomes mirror your profiled targets.  

Reporting variances against profile 

If by good management and/or luck you are within 15% of all your targets (or you surpass them by 
any percentage you like) there is 
nothing further for you to do. If, as 
is common, a few of your targets 
aren’t quite on track, you will be 
asked to fill in a variance report.  

The variance report is 
automatically generated on the 
basis of a comparison between 
your submitted figures and your 
profile. The automation is 
triggered by percentage variance 
not number, so you wouldn’t be 
asked to explain getting 43 
learners against a target of 50, but 
you would get asked to explain 
why you had reached only two 
from a target of three.  
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Your explanation does not have to be long, but the ULF team will use that to assess your progress and 
may well contact you for more information if they feel your response is not sufficient.  

Please not that the actual variance is given (e.g. -5 in the picture shown) by the percentage is progress 
against target rather than variance. This is in order to 
make sure a number can always be generated (so it’s 
never infinity, as variance could be if you had 0 against 
a target of 10).   

1c Further Forms 

As well as the learner and finance reports, there are 
two ULF-specific ‘further forms’ that you are required to 
complete on a quarterly basis.  

Although the Further Forms have their own column in 
the Reporting Grid, you can’t actually start working on 
them without going to the “current period” box below 
the grid. If it’s time for your further forms, the box will 
be titled with the third month of your current quarter. Until that’s the case, you can’t submit your 
further forms, but you shouldn’t do so until you’ve submitted your outcomes at any rate.  

Equality & Diversity Data (E&D) 

You can submit your forms in either order, but it makes sense for us to start with the 
first of the two on the list. Your E&D Further Form replaces the EandD form added to 
the old ULF database for Round 15. It has some crucial differences, especially that it 
is not linked to the numbers that you have entered into outcomes. However, it is still 
expected that you enter E&D for *all* your learners (though in view of the difficulty 
in doing this, there is now an “undeclared” field for gender as well as the other 
categories.  

The form is set up in the following way: there is a section for each of the main E&D 
categories – Gender, Age, Ethnicity, Language, Disability and Prior Learning. At the 
bottom of each of these sections is a ‘calculate’ box with a calculate command 
under it (in the guise of a hyperlink). Enter your E&D figures in the appropriate 

boxes, then click the calculate link for each section and it will total up what you’ve entered.   When 
you’ve finished, please check that a) each calculate box is showing the same figure and b) that this 
figure matches what you have entered in your outcomes report.   

Once you finished this process, click the ‘Review before submission’ button in the bottom right corner, 
and return to the list of further forms. You will still be able to edit the content until all further forms are 
submitted.  
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Soft outcomes 

Otherwise known as “Outcomes - project monitoring and review information”, the soft outcomes 
Further Form is a much simpler affair. It’s just a big text box in which you should enter further 
information about the achievements of your project, particularly those things that are hard to quantify 

in figures alone. Once you have entered sufficient detail, click ‘Review before submission’.  

Review Before Submission cues up the further forms ready for submission. Because the uCD allows us 
to create any number of further forms, it corrals them all into one place and then requires the user to 
submit them simultaneously. Until you are permitted to submit the forms (i.e. when all compulsory 
fields have been completed in all forms and the purple progress bars have gone dark) a new Submit 
further forms button will become visible.   If you’re happy with your forms, click the button.  

Once you have submitted both Further Forms, you can now view them in the same reporting grid that 
hosts all your other previous submissions. The only real difference is that when you click on the 
“Submitted” hyperlink, there is one extra menu screen when you get to choose which of your two 
further forms for the selected quarter you wish to view.  

  2. Generating Project Reports.  

Although you can very easily call up a copy of any report you have submitted to the ULF Team, you’ll 
also want an overview of your project’s achievements so far. In the uCD this is very simple to do.  

At the top of the “Contract Page”, you’ll find the Details Box, which gives the basic parameters of your 
project and summarises how well progressed your reporting is. In the bottom right of this box you will 
see a dark grey button “Generate project report.” Click it. 

This will then take you to the report panel where you can select the features of your report (see 
below).  
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1. Quarter Type 

You should normally leave this set to project quarters. The difference is that “Financial Quarters” 
always starts from 1 April, no matter when your project started, but most ULF projects also start on 
April1.   

 

2. Start & End Quarter 

This is the range of information you want for your report. You can run any combination of quarters (or, 
for finances only, months); including quarters you have yet to come so that you can see your future 
profiles.  You can also run a report for a single quarter, though the only advantage this gives you over 
a copy of your own report is the variance figures in the right hand column.  

3. Range 

The form includes a handy highlighting tool to show you how your project is performing at a glance. It 
defaults to 10% in each direction, and if left like this your report will highlight in red any figures that 
are more than 10% at variance with your profiled target, and in green anything that is safely within 
10% (the exception to this is outcomes, where anything better than the -10% will stay green, as there 
is no downside to overachieving on your project outcomes). 

If you want the report to have different parameters, simply type over the default text with 15, 16, 20, 
25% etc. The complicated your outcomes and finance reports are, the more useful this is in keeping 
track of progress.  
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4. Sections 

Reporting uses a lot of information and most of your audiences won’t be interested in all of it. Use 
these radio buttons to choose whether your report features both finances and outcomes, or whether it 
concentrates on just type of report.  

5. Total Columns 

The reports can get big, so we’ve included a feature that allows you to decide what kind of total 
columns you really want. You have a choice of three:  

1. Show Y/D 

This is the “Year to Date” option, where the totals should include the profile and actual amounts 
up until the last submitted period, no matter how many quarters/months you have selected. 

2. Show T/D  

This shows the total to date. If you are in year one of your contract this will be indistinguishable 
from the Y/D, but in the second year will show you the combined expenditure across your entire 
project (whereas as year to Date will only give you the current year).  

3. Show RT 

This final option is the report total. This means that the RT column totals up whatever is in the 
report and excludes anything that is not. Whereas if you reported on Q’s 2 & 3, the Y/D column 
would include Q1, the RT column does not, and will give the combined total (for profile and 
actual) of Q’s 2 & 3 only.  

6. Output 

The final option is to choose the way in which the information is presented to you.  

1. Screen 

Your contract report will appear on screen, generated by and viewed within your web browser. It is 
not editable, but it will include the colour coding from the “range” feature. It is the quickest option 
if you are in a hurry for figures.  

2. CSV (Excel) 

This option exports the data to an Excel spreadsheet. You can then pick and choose your 
information, snipping rows and columns and include in your own reports.  

 

3. PDF 
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As you would guess, this exports the report to a PDF file, complete with colour highlights, allowing 
you to print or save elsewhere a copy of your report.  

Once you have selected your preferred options, simply click Generate report.  

3. Adding Other Staff to Your Project 

The Contract Page also allows you to manage your team’s access to information. If you’re the lead (or 
co-) applicant, you can build a list of staff able to view your project.  

Under “Project team / Contacts” you will see a button to add a contact. If you click it you will be taken 
to one of the uCD standard interface screen – for users and administrators alike, all searches for 
people on the system look a bit like this.  

For a quick search, add a surname and click Search.  

If a user with the right permissions is already on the system, you can choose them from the list. You 
will be offered a chance to update their details (you will have to make sure all compulsory* fields are 
complete) and to choose the appropriate role for them. More of that shortly.  

If you need to enter a new user, you can click on Add another contact and see an entry screen like this 
one. Add in the appropriate details (again remember that * means a compulsory field, and that the 
telephone number must only contain actual numbers) and click Add contact.   

Your new user will now appear in your “project team” box.  

User Roles 

Before either of the above options are of any use, of course, you will need to allocate a user role.  

We have created a number of user roles to meet the needs of projects. These include:  

Lead Applicant: automatically associated with whoever submits the application form, cannot be 
added later. Able to carry out all functions associated with the contract.  

Co-Applicant: can be added via process shown under 3. Also able to carry out all functions associated 
with the contract. 

Document Viewer: only able to view any files uploaded against the contract.  

Union Finance Officer: Able to perform tasks associated with the finance of the contract, including 
reports, contract documents, profiles, finance submission and variations. Unable to view or edit 
Outcomes information.  
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Union Project Administrator: Able to view most of the 
information and upload files but not edit submissions and 
forms or add team members.  

Union Project Manager: Able to carry out all functions 
associated with the contract. 

We realise that you may have colleagues requiring very specific 
access to your contracts. If you feel that the most appropriate user role is not available, please contact 
Stephen Russell at unionlearn via srussell@tuc.org.uk or 020 70796935. 

 

 Contract Variations 

The final feature on the main contract page relates to Contract Variations. The uCD gives the user all 
the tools to 
describe and 
specify 
changes they 
want to make 
to their 
finances and 
outcomes and 
to submit them 
to approval by 
appropriate 
members of the 
ULF team.  

Before you do anything, however, consult your ULF contact – it’s very unlikely that a variation will be 
approved unless you have previously discussed it with the ULF team.  

At the very bottom right of the contract page there is a button marked “Request Variation”. Clicking it 
will take you through the variation panel (see above), where you can describe the reasons for your 
variation, and elected to change outcomes, finances or both. You will also see an option for “new 
duration” – at present no changes to project duration will be accepted.  

Having chosen what kind of variation you wish to make, select the relevant radio button and click 
“Add Variation”.  

 

TIP! For good reasons, the uCD does 
not alert the ULF Team if you have 
raised a contract variation. This is 
because you ought to be including 

your ULF contact in the whole 
process, and therefore an alert is 

not needed.  

mailto:srussell@tuc.org.uk
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1. Clicking “edit details” will take you through to a standard text entry box where you must 
describe the reasons for your contract variation. This explanation will form part of your 
Contract Variation Letter, which in turn is a part of your contract, so please word your 
description carefully.  Once you are happy click “Update Details” and you will be returned to 
the variation panel.  
 

2. If you are re-profiling your finances, click the “Profile finances” (I know, you’d never guess).  
This brings you to a profiling grid, similar in some ways to the reporting screens you will have 
seen. You cannot alter any figures shown in grey, as these represent months for which you 
have already made submissions (re-profiling is all about changing the future). Just delete the 
contents of the cells as they are and 
type in your new figures. The grid has 
its own scrollbars, and tools such as 
your mouse scroll wheel (if you have 
one) can help you but only if you 
have the cursor over the grid.   
 
Once you have replaced your figures, 
click save & continue if you want to 
come back and work more on them, 
or just save if you’re ready to 
proceed. Ignore the warning about 
making changes when you save – you 
can continue to return to your amended profiles right up until you click ‘submit’.  
 
NOTE: the grey coloured “Year 1” column in the above graphic shows the total for each cost 
heading for the whole year. THIS IS A NOT AN AUTOMATED TOTAL. Because you may be re-
profiling from the point of view of annual expenditure (i.e. re-profiling in order to make your 
total staff cost £60,000) or you might be re-profiling month by month (i.e. changing individual 

TIP! If you want to reprofile both 
your outcomes and your 

finances, choose “change in 
finances” from the radio buttons. 

It will allow you to alter both 
outcomes and finance.   
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months to more closely fit expectation) you have to enter a total in both the individual 
quarters/months and the annual total, and ensure they add up. To help you, there is an 
automated Annual Total for cost headings (on the far right of the table). If these two columns 
agree your totals and your month-by-month figures will be in synch. Unfortunately, you will 
have to scroll between them unless you have a very wide screen.  
 
The “Total” column on the left shows you your total contract values across all years – don’t 
use it to check you have entered the right values for a single-year variation.    
 

3. If you are re-profiling outcomes, the process is almost exactly the same.  Again, you cannot 
replace greyed out months. However, there is no need to profile by region so the process is 
potentially quicker than reporting. 

 
NOTE: if you are re-profiling Year Two (in either Outcomes or 
Finance) you will need to be able to navigate between the 
screens for Year One and Year Two. This is done by clicking on 
the >style arrow to the right of the top line (see left). A 
corresponding < on the far left of the Year Two screen will take 
you back again.  

 
4. Once you have saved your finance profile, you will be returned to the main variation box. 

Assuming that you have completed step 1 and one or both of steps 2 & 3, press the submit 
button to finish the process. If you have not completed enough elements of the variation the 
submission will be rejected and you will be asked to complete anything outstanding and try 
again.  
 
Once the system tells you that the variation has been submitted, you should contact Dawn 
Hayward (dhayward@tuc.org.uk)  to tell her that the variation is ready to be considered for 
approval. If you are in any doubt about the content of your varaiation, contact Dawn before  it 
is submitted, as she can view your submission and check it for you.  
 
 

5. If, for any reason, you decide you no longer wish to submit your variation, the remove button 
will cancel it, though it will leave a permanent note on your contract that you began it. You 
cannot remove a variation once it has been submitted.  

The contract page will list the variation as submitted until ULF administrators have approved or 
rejected it. You can monitor this by keeping an eye on the same box where you began the variation. 
Once it is approved, you can still view the changes you made in the variation box, while the profiles in 
“Historical Data” will now show the updated profiles.  
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