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Background 
 
 
 
 
The University’s PSRB database collates information on a course by course 
basis for each Professional, Statutory and Regulatory Body link.   
 
The information is linked to QLS student records and as a consequence data 
is input against AOS codes. 
 
The data is input via Citrix and the resultant reports are then made available 
through QLS.   
 
These Guidance Notes have been drafted to provide information on: 

 Inputting data into the database using Citrix 
 The PSRB reports which are available from QLS 
 How the data will feed into the Institutional Report on PSRB 

Engagements 
 
  
 
 
 
 

How to login to Citrix 
 
 
 
 
Please use the following link in your browser to access Citrix: 
 
https://pmicitrix.mmu.ac.uk/Citrix/AccessPlatform/auth/login.aspx 
 
You will need a password and login issued by PMI in order to gain access to 
Citrix. 
 
When you are in Citrix you will be taken through a number of screens as 
shown on the following pages: 
 

https://pmicitrix.mmu.ac.uk/Citrix/AccessPlatform/auth/login.aspx
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Screen 1 
 
Enter your MMU username and password 
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Screen 2 
 
Click on QL Professional and Statutory Bodies 
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Screen 3 
 
Enter your CITRIX username and password 
 
At the database prompt enter: qllive 
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Screen 4 
 
Click on Prog/PSB Details 
 
 
 

 
 
 
You are now finally in the database. 
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Useful keys and formatting information 
 
 
Keys 
 
When you are on any page in the database you can see a list of Keys to use 
by pressing Help and then Keys.  However, the following are used most often: 
 
F7 to Enter a Query 
F8 to Execute a Query 
F9 to see a List of Values 
F10 to Accept (Save) 
 
Some of the fields have been set up with a pre-filled set of values.  When you 
are in such a field you will see ‘List of Values’ at the bottom of the screen.  In 
order to see the list of values press F9.  To insert a value from the list just 
press OK. 
 
If the value you want is not listed then you will need to choose OTHER and 
then provide more details in the following box. 
 
Formatting 
 
As a number of staff will be inputting into the database the following format is 
suggested for consistency: 
 

 As some of the pre-filled information is in CAPITALS and all 
information already input into the database is in CAPITALS it is 
probably best to stick to CAPITALS. 

 
 Staff details already input into the database follows the format:  Title 

Initials Surname eg PROF V K RAMPROGUS 
 

 Dates must be input in the following format: 
DD-MON-YYYY eg 13-JUN-2007 

 
 Academic Sessions must be in the following format: 

YYYY/YY eg 2006/07 
 

However there is also the option to input INDEFINITE in the academic 
session field. 

 
If a date is not available leave the date field blank but try to ensure that 
the academic session field is completed. 
 

 FADC minute references must be input in the following format: 
Academic Year/Minute Reference eg 08-09/10.  Do not type in FADC 
before the date and minute reference. 
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Database sections 
 
 
Front page 
 

 
 
 
The top section of the page which covers Programme Details and Associated 
Programme Details will be viewed when you access any of the pages on 
database and will remain the same for each set of records under a particular 
AOS code ie if a course has links with more than one PSRB (see page 17). 
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 Programme Details section 
 
In order to input details (and view a record already in the database): 
 

1. Click on the first box: course code and press the F7 key.  
 

2. Input the course code, eg 2246. 
 

3. Press the F8 key. 
 

4. The next 5 boxes will be automatically filled in as follows: 
 
 
 

 
 
 
 
Associated Programme Details section 
 
You will need to input the contact details in this section.  If there is more than 
one contact ie if there is more than one PSRB link per AOS code you will 
need to put each contact in this section – eg (1) CONTACT NAME 1           
(2) CONTACT NAME 2.   
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General Tab 
 

1. Input the PSRB code from the list of values (press F9 to bring up the 
list of values). 

 
2. PSRB name will be automatically inserted. 

 
3. Input a summary of nature of the link. 

 
4. Input a description of the link from the list of values which are:  

Accreditation, Exemption, Recognition, Prescription, Validation, 
Licence to Practise or Other (F9). 

 
5. Input in the Other Descriptor Details if appropriate. 
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Approval and Review (a) Tab 
 

1. Input the mechanism for PSRB Engagement - By Visit, Submission of 
Documentation, Both or Other (F9). 

 
2. If there is no Visit go straight to - Outcome of most recent approval. 

 
3. If there was a Visit – insert the relevant details. 

 
4. Insert the outcome of the most recent approval. 

 
5. If approval was unconditional go straight to the next tab – Details of 

good practice. 
 

6. If approval was conditional – insert the relevant details. 
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Approval and Review (b) Tab 
 
This tab is used to gather information on PSRB specific conditions, 
recommendations and good practice and how the programme team has 
addressed these.   
 
The first 5 sections need only be completed if approval was conditional. 
 
This tab also includes two new sections on recommendations and good 
practice highlighted by the PSRB (leave blank if these are not applicable).   
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Approval and Review (c) Tab 
 
This tab includes information on the approval dates.  This information may 
duplicate information already input under Approval and Review (a) Tab if the 
approval dates are the same as visit dates.  However, as this is not always 
the case – the approval dates should also be input under this section.   
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Annual Monitoring and Minor Mods Tab 
 
Information under this section was not included in the previous version of the 
database, so you will need to input information in this section for your 
faculty’s links already held within the database. 
 

1. If the PSRB conducts its own annual monitoring please answer all the 
related questions on this page.  

 
2. If the PSRB does not conduct its own annual monitoring then go 

straight to the last question on this page on Minor Mods. 
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PSRB Contact Tab 
 
Insert all contact details 
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Saving Data and Inserting a New Entry 
 
 
 
Saving data 
 
When you have finished entering all of the data for a PSRB link press F10 to 
save. 
 
 
Your options are then: 
 
Insert another PSRB link under the same course code 
 
To do this go back to the General Tab and click on the blue arrow   →   on 
the toolbar at the top of the screen.  As you will see the top section of the 
page (course and contact details) will remain the same but you can then start 
adding the details of the second (or more) PSRB link, by repeating the 
procedure outlined on page 10 ie F7, course code, F8. 
 
You can check how many records are attached to a record and which record 
you are in at any time by checking the message bottom left hand corner of 
the toolbar ie Record 1/1, Record 1/2. 
 
Insert a new link under a different course code 
 
To do this go back to the Course Code Box and repeat the procedure 
outlined on page 10 ie F7, course code, F8. 
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Deleting a Record  

 
 
 
 
First of all ensure that you are in the record to be deleted (remember you may 
have more than one record attached to a PSRB).   
 
To check if there is more than one record go into the PSRB Code field in the 
General Tab and then use the blue arrows at the top of the screen to switch 
between records. 
 
If there is only one record attached to the PSRB then you will want to delete 
the entire record including contact details so: 

 Place the cursor in a field in the Associated Programme Details  
section  

 Click on the red cross at the top of the screen 
 Place the cursor in the PSRB Code field in the General Tab 
 Click on the red cross at the top of screen 

 
If there is more than one record attached to PSRB you will probably only want 
to delete the details that are included in the Tabs (General to PSRB contacts) 
so: 

 Place the cursor in the PSRB Code field in the General Tab 
 When you are in the record you wish to delete – click on the red 

cross at the top of the screen. 
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Exiting a Record and the Database 
 
 
 
 
To exit a record 
 
To exit the record, click on Action and then Exit.   
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To exit the database 
 
Choose the Exit option 
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Add a new PSRB not already included the list of 
PSRBs 

 
 
 
If you want to add a link with a PSRB that is not already included in the 
database and therefore not included in the drop down list of PSRB name 
options please contact Julie Watson in CASQE.
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QLS Reports 
 
 
 
A number of reports are currently available: 
 
 
 

 
 
QPSB827 All PSRBs linked with a Programme 
 
This provides the option to view: 

 All PSRBs linked will all programmes (by leaving the AOS and 
occurrence codes blank) 

 All PSRBs linked with a particular course (by inputting the AOS code) 
 All PSRBs linked with courses in a specific faculty or department (by 

the use of wildcards) 
 
QPSB1085 All Programme courses linked with PSRB  
 
This provides a dropdown list of PSRBs included in the database and 
provides the option to view: 

 All courses linked to either a specific PSRB or all PSRBs 
 The list ordered alphabetically by course name or PSRB name order. 
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QPSB1137  Link Summary 
 
This report provides a summary of information relating to contact details at the 
PSRB and in MMU and  approval and review details. 
 
QPSB818 List of Useful PSRB External Websites 
 
This report provides a link to the PSRB websites – any requests for 
amendments or additions to the list should be submitted to Julie Watson 
providing the website address. 
 
QPSB 1136  Outcomes of PSRB Annual Monitoring 
 
This report identifies the links for which the PSRB conducts its own Annual 
Monitoring providing details on the outcome of such engagements.   
 
QPSB1135  Outcomes of PSRB Approval Review 
 
This report extracts information relating to approval and review details in any 
given academic period.  The filter used by the database for this report is 
Approval from (academic session).  In most cases the process of 
approval/review takes place in the preceding academic year.  Therefore if (re-) 
approval is from 2009/10 – the event will have been held in 2008/09. 
 
QPSB830 PSRB Details Report 
 
This report provides general contact details for a specific or all PSRBs 
(address, tel and fax numbers and email address).  Please note that the 
details in this report are not extracted from the information input by faculties 
under course entries – but from a separate part of the database maintained by 
CASQE.  Any errors, omissions etc should be notified to Julie Watson. 
 
QPSB 1091   PSRB Report: Overview of PSRB links 
 
This report provides an overview of all of the information input against each 
AOS. 
 
QPSB831  PSRB Review Schedule 
 
This report provides details of the PSRB arrangements which are due for 
review in any given academic session, picking up the dates from the PSRB 
Approval granted to (date and academic session) fields in Approval and 
Review (c) Tab of the database. 
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Institutional Report on PSRB Engagements 
 
 
 
The Institutional Code of Practice (ICP) on Engagement with PSRBs is 
currently being revised.  The revised ICP will include the requirement for 
CASQE to draft an Institutional Report on PSRB Engagements which will be 
considered by the Plenary Meeting of ADC/sub committee during the spring 
term. 
 
The Institutional Report will draw upon data included in the database as 
follows:  
 
Approval and Review Data (report QPSB 1135) 
 
The database query will pick up any courses which have received PSRB (re-) 
approval during the session covered by the AME.  So for the Institutional 
Report on PSRBs which will be considered as part of the 2009/2010 AME 
(evaluating provision from 2008/2009) the report will extract data for those 
courses which have in the Approval granted from academic session field – 
2009/2010 (as in most cases the (re-)approval takes place in the preceding 
year 2008/2009) .   
 
Other information will include: 
Outcome of the approval. 
Any conditions set by the PSRB and the programme team’s response. 
Any recommendations made by the PSRB and the programme team’s 
response. 
Any good practice highlighted by the PSRB and how the programme team has 
used this to enhance the student experience. 
 
PSRB Annual Monitoring Data (report QPSB 1136) 
 
For those arrangements where the PSRB conducts its own annual monitoring 
the database query will extract information relating to the most recent 
engagement ie for the 2009/2010 AME (evaluating provision from 2008/2009) 
it will pick up engagement taking place in 2008/2009, including: 
 
Outcome of the most recent engagement  
Any conditions set by the PSRB and the programme team’s response. 
Any recommendations made by the PSRB and the programme team’s 
response. 
Any good practice highlighted by the PSRB and how the programme team has 
used good practice to enhance the student experience. 
 

It is essential that all data for an academic session is input by 31st October 
each year in order that all relevant data for the period covered by the report is 
included in the overview report.  It is recognised that in some cases the PSRB 
annual monitoring process may not be complete by this cut off date.  In those 

cases you should update the database as and when further information is 
received. 


