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How to view completed enrolments on a session 
For Event Facilitator/ Content 

Administrator 

Last Updated June 2015 (Version 1.1) 

Menu Manage Learning  – Manage Sessions 

Department DCCSDS, DATSIP, DPC, NPSR, EHP 

You can view a learners completed enrolments and corresponding notes via the ‘Manage Learning --> Manage 

Sessions’ menu.  

1 
From the menu button ‘☰’  select ‘Manage 

Learning‘. 

1 

Click the ‘Completed’ tab.  

4 

Click  ‘Search for Learning Event Session’ type 

in word or phrase.  Click ‘Search’. 

3 

Select ‘Manage Sessions’ from the left menu. 

This should be the default selection. 

2 

You can refine your search by typing in 

Learning Event Name and Location/ Venue, ie 

Location ‘WACOL’. 

TIPS 

3 

2 

4 
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Click ‘Mark’ to display the list of learners 

who have completed the session and 

any notes. 

5 

5 
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The names, status and notes associated with 

Learners will be displayed. 

6 

Click ‘Edit Session’ to make changes to the 

session.   

Note:  The notes column will not be visible on 

the ‘Manage Session’ screen. 

TIPS 

6 


