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SLA System Updates - 6th Feb 2020 
This details the main improvements that have been made to the SLA admin system (http://nccslaadmin) since 
last year. There are a few major new features, so it is important to read this document. If you discover any 
bugs or issues with the system please report them to us as soon as possible so they can be addressed. The 
customer shop has also undergone a lot of development, and the new “Shop Preview” function detailed below 
will allow you to see the shop as customers do. 
 
The original documentation hasn’t been updated to reflect these changes yet, but is still relevant as the main 
source of help, and can be found here:  

● Documentation for SLA managers 
● Documentation for customers (schools) 
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Choosing which SLA to work with 
Last year’s SLA was called “Services to Schools 2019-2020”. This has been closed and a new SLA called 
“Services to Schools 2020-2021” has been created from it. In this new SLA, each customer’s “shopping list” 
has been updated to prompt them to buy into SLAs that they bought in 2019, multi-year contract SLAs have 
been rolled forward a year etc. 
 
When you go into the admin system you will be looking at, and working with, the new SLA (2020-2021). To 
view a closed SLA, there is an icon at the top right which allows you to switch SLAs. 

 
 
This shows a list of the SLAs and allows you to select the one you want to work with by clicking the magnifying 
glass next to it. The SLA you are currently working with is highlighted in green in the list, and is also always in 
the named in the banner at the top of every page. 
 

 
Note: It is important to note that the system remembers the SLA you choose to work with, even if you log out 
or shut down. So you will be working with that SLA indefinitely until you change it to another SLA. 
 
If you choose the 2019-2020 SLA, which is end-dated, the system shows the name of the SLA in red to 
indicate you are looking at a non-current SLA. Some features of the system will not be available as the SLA is 
effectively closed. The ability to look at the previous SLA is provided mainly to see the history. 
 

 

http://nccslaadmin/
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Shop Preview 
There is now a “Shop Preview” capability, that allows you to view the shop as any school would see it. 
 
 

 

In the admin system, the last icon in the menu is called “Shop 
Preview” 
 
Clicking this icon will open a new browser tab/window, where 
you can choose any customer, and then click “Preview Shop” 
 
This will show you the shop as that customer sees it. So if you 
have set up a specific price override for a Package for that 
customer, you should see that price quoted to them.  
 
Most buttons are disabled, so you won’t be able to do things 
like buy a package on behalf of the customer. It is purely a 
“read only” view of the shop from their perspective. 
 
This will be useful for seeing if content and packages you have 
created appear correctly. When you have finished previewing 
the shop, you can just close that browser tab/window. 
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Legal Text 
Last year, legal text was typed in as text, at the bottom of the “content” for SLA Items. This meant that there 
was no way to ensure all the legal details were completed, and no way to display the legal text in a consistent 
way in the shop 
 
We were given a fixed template by Legal which needs to be applied to all SLA Items. So we have removed the 
legal text from the “content” of Items in the new SLA, and each item needs to have their legal text re-entered 
for the new SLA. This is something that will need to be done every year as the legal text has dates in it specific 
to the year.  
 
Note: The schools will not be able to purchase your SLA if this is not done. 
 
If you are an SLA owner, the legal text can be configured by going into the “SLA Designer”, then finding the 
Items and clicking the pencil to edit the item. Eg 
 

 
 
You will then see the legal text, with the parts that need to be configured in red. Clicking each of these parts 
allows you to enter the appropriate value. When the legal text is configured, then click “Save”. If you don’t have 
permission to edit the legal text but think you should have, please contact us as permissions have undergone 
changes since last year. 
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Multi-Year Packages 

Defining a Multi-Year Package 
SLA Packages can now have contracts spanning multiple years. These are configured in the SLA Designer as 
part of the Package definition. If you create a new Package, the following contract details can be specified: 
 

 
 
Contract Years 

● How many years does the contract span 
Contract Type 

● “Fixed”, where the contract runs for fixed periods, eg 3 years from 2017 to 2020, then 2020-2023 etc 
● “Rolling”, where the contract runs for so many years from when the customer buys into it. 

Contract Fixed Start Date 
● The start of the contract if it is “Fixed” 

Contract Current Year 
● The current year a contract is in if it is “Fixed”. Eg you might have a contract that runs from 2019 to 

2022. If you are adding the package to the SLA System for the first time and it’s 2020, then the contract 
has already been underway for a year, so the Current Year would be 2 

 
NOTE: Calculations for multi-year packages are for the entire duration of the contract. Eg. if the contract 
duration is 3 years and you intend to charge £2000 a year, then the calculation needs to produce £6000. 
 
Every year, when the roll-over job creates the new SLA, it will correctly deal with multi-year contracts. So it will 
create new customer package records for the customer (as “confirmed” packages) if they are entering another 
year that they have already previously signed up to. If they were in their last year of a contract, it will add the 
package to their shopping list so they are prompted to buy into the SLA again. 
 
In the “Customer Packages” section of the system, if you create an override price for a customer, you will be 
asked to fill in the price for every year of the contract. If you view/edit a package that a customer has 
calculated, added to their basket, or bought, you will see the price for all years of the contract. In the following 
example, the customer bought into a 3 year contract in the last year of that contract: 
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If for any reason you need to adjust the price of a contract that has already been bought, please see the 
“Adjustments” section of this document 
 
We intend to create a report that details the multi year charges in a better way in the future. 

Terminating a Multi-Year package 
There is a cog icon in the list of Customer Packages.  
 

 
This allows you to terminate a multi-year package if it is not in its first year. If it is the first year of purchase 
then the purchase can be cancelled. To terminate a multi-year package, supply a termination date and reason. 
This will stop the remaining years of the contract being charged in future SLAs. This year’s Customer Package 
will remain, but the price can be changed using “Adjustments”. 
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Adjustments 
The ability to apply an adjustment to the price of an already confirmed purchase was created primarily for 
multi-year packages, but it is a facility that can be used with any SLA.  
 
The packages of multi-year SLAs that are not in their first year of purchase, cannot have the packages 
“unconfirmed” as the contract was agreed in a previous year. So adjustments were created in instances where 
the price has to be changed (eg school becomes an academy in the second year of a contract)  
 
For single year SLAs or multi-year SLAs in their first year, the price can be changed by unconfirming the 
purchase and canceling it, then creating a new override and getting the school to buy back in. This is the best 
approach. But creating adjustments is also an option if you need to record a price change, along with the date 
and reason.  
 
Note: Adjustments should not be used to implement “pay as you go”, as this is different. 
 
In the “Customer Packages”, you will see extra columns for adjustments. Below, the “Core Package Price” is 
the price paid for the SLA, then the “Adjustments” column shows how many adjustments (and their total) have 
been made to the package for that customer, and then the “Total Package Price” is the core price + 
adjustments 
 

 
 
Clicking the green arrow icon next to the number of adjustments shows you the adjustments, and allows you to 
create new ones.  

Creating / Editing an Adjustment 
If you click “Add Adjustment” or edit an existing adjustment, it is a 2 stage process. Firstly, you will be asked 
for the adjustment date, price and reason. You can put in a negative price to reduce the price of the SLA 
 

 
 
Once you have entered these details and click “Create”, then you need to specify the customer(s) who should 
be asked to confirm the adjustment. You can select up to 3 contacts for the particular customer. This is shown 
below: 
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The selected customers will be sent an email that details the package price and the adjustment, and asked to 
click a button to confirm the adjustment. Once the adjustment is confirmed you will be sent an email to tell you 
they have confirmed. Viewing the adjustments for that customer will then show the fact it was confirmed, as in 
the example below 
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Customer Type / Classification 
Customers now have a “type” and a “classification” 

● The type defines the type of school, eg maintained, academy etc.  
● The classification defines the age range of pupil the school caters for, eg primary, high etc 

Customers changing type 
The system also now has the ability to change the type of a school mid-way through the year. So if a school 
changes to an academy for example, this change can be made.  
 
When a school does change type, the old school will be archived and a new school created. This will have 
minimal impact from the customer’s perspective, as they will be able to log into the shop with their existing 
credentials (with the new school reference number if applicable) and their order history will show all the details 
of SLAs that were purchased by them as the previous school. 
 
When a school changes type, there will need to be manual intervention by SLA managers to appropriately 
remove/adjust SLA packages that the customer has bought into. This may involve cancelling purchases and 
creating new overrides and asking the new school to buy in again, or setting up adjustments etc. 
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Reports 
New reports have been added to the “reports” section of the admin site. You will find them via the “Reports” 
menu item. 
 
Some of the reports are service specific so you may not see all those listed in the screen-shot below: 
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Other Enhancements 

Customer Packages 
When viewing customer packages, there are additional filter options. This helps if you just want to see 
packages in one or more statuses. The example below is just showing Packages where there are Customer 
Packages that have been purchased and/or confirmed 
 

 
 


