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In this guide: 

 

• Recommend learning to colleagues – process flow diagram    Page 3 

 

• Recommend learning to colleagues – step by step instructions   Page 4, 5, 6, 7 

 

• Accessing recommended learning        Page 8 

 

 

This guide provides a general overview on how  to recommend learning to colleagues. 

 

Note:  iLearn is customised for your department and therefore the menu and layout of your site may be slightly different to the images in this guide. 
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Recommend learning to colleagues 

Search for the learning you wish to 

recommend using one of the Search 

facilities.   

In this example we have used ‘Browse 

Learning’ from the iLearn home page. 

1 

Click on the learning to be recommended. 

3 

If the learning you wish to recommend is not already on your screen, search the learning item by following steps 1 to 3.   

 

If the learning you wish to recommend is already on the screen skip to Step 4. 

Enter keyword/s in the search field and 

click ‘search’ icon.  

2 

1 

2 

3 
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Scroll down the page and click 

‘Recommend to a colleague’. 

4 

4 
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Click ‘Select Recipient’, then click in the pop up box 

and start typing the name of the recipient.  Click on 

the recipient’s name and they will be automatically 

added to the list.  

5 

The ‘Message’ body is pre-filled.  You may 

personalise the message prior to sending if you 

wish.  

6 6 

You may add more than one recipient by following 

Step 5. 

If you add an incorrect recipient go to Step 7. 

TIPS 

5 
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If you add an incorrect recipient click on the ‘Red 

Stop Sign’ and then click ‘Really?’ to confirm. 

7 

Click ‘Send Email’ to continue. 

8 

7 

8 
A pop-up message appears advising that your email 

was sent. Click ‘Ok’. 

9 

9 
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Lola Citizen 

The email notification contains a direct link 

to the recommended learning in iLearn. 

TIPS 

The recipient receives a recommended 

learning notification.  

Alternatively the recipient can access the 

recommended learning by clicking on 

‘Browse Learning’, then click on 

‘Recommended to me’.  A list of 

recommended learning will appear.  

TIPS 

Your Enrolment Status. 

Recommended learning and the name 

of the person who recommended the 

learning. 

TIPS 

Accessing recommend learning 


