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Menu Manage Learning- Manage Sessions
Department DCCSDS, DATSIP, DPC, NPSR, EHP
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et | iLearn N

A  tome From the menu button ‘=’ select
. i ‘Manage Learning".
B Manage Learning Manage Sessions [W  Manage Loaming]
B, vy Toos
Enrolments é iLean Support
Assign Learning ] d Select ‘Manage Sessions’ from the left
Approve Leaming Search for Learning Event § L My Account menu. This should be the default
Reports selection.
C Restore your previous sear %  Notifications
el
@ Recently Viewed B My Calendar
Published (1236) Completed (1904) Setup (28977 €] Logout

W Manage Leaming Manage Sessions |
From the Manage Sessions screen, click

Enrolments the ‘Search for Learning Event Sessions’

Assign Leaming Search for Learning Event Sessions H enter a keyword or phrase in the search
Approve Leaming box.

-

You can refine your search by typing in
Search for Location or Venue ; ‘Learning Event name’ and
location/venue ie. Location WACOL.

Click ‘Search’.
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@ Recently Viewed
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W Manage Learning Manage Sessions

Assign Learning

Approve Learning i i
Search for Learning Event Sessions

Reports

@ Recently Viewed O
clouds ®
efrch for Location or Venue @

ﬁ Reset Search

Publighed (3) Completed (1) Setup (0)
Learnigg Event Name Location Start date and time  Attendees Actions
Clouds 111 George Street, 311072014 9:00 Aftended(1), Attendingi(0), Did Not Manage
Brisha... AM Aftend(0) Mark
Clouds 111 George Street, 191172014 9:00 Aftended(0), Attendingi(0), Did Not Manage
Brisha... AM Aftend(0) Mark
:
Clouds CBINAR - Onfine Even  20/1172014 9:00 Attended(0), Attending(0), Did Not  [JllS
B AM Attend(0) Mark Click ‘Manage’ on the Learning Event
Session you wish to reschedule.
4 4 o P 20w  items perpage 1-3ofditems O
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Manage Session: Clouds

For Learning Event Clouds

Add New Session Click ‘Actions’ from the drop down menu

and click ‘Edit Session’.

@ This session still has available places. Edit Session

Mark Session

10

Places available

Time Thursday November 20 2014 from 09:00 AM to 05:00 PM (Brishane UTC+10)
Location at WEBIMAR - Online Event
Event Type Face to face

Edit Learning Event Session:Clouds

Status Fublished v

Time fone (UTC+10:00) Brishane *

Start Date* 20/11/2014 9:00 AN Update the fields with the new date and
time of the Session.

End Date 20/11/2014 5:00 PN

Reqgistration Open C)

Reqgistration Closed
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Edit Learning Event Session:Clouds
Status FPublished v
Time Zone - (UTC+10:00) Brishane n ¥
Check that the details are correct,
Start Date* . . = ensuring that you update all fields that
AroEe 211212014 900 AM were populated in the original set-up.

End Date 2/12/2014 5:00 PM ®
Reqgistration Open 31172014 9:00 AM
Registration Closed 26/11/2014 9:00 AN ®
Duration*® Specify Hours

.:é:. Specify Days

Send email to 0 learnen(s) on the
walitlist

» Extended Information
Additional information about this Learning Event Session.

Click ‘Save Learning Event Session’ to
Save Learning Event Session  [e=lil=]] save your changes.
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Learning Event: Clouds
Endees Waitlisted(1), Attending(0), Attended(3), Interviewed or Rpl(0), Did Mot Attend(1) across 2 venue
1 locations 1 You will then be ported to the main page
(\w for the Learning Event.
Mame Clouds .
[~ Summary of enrolments for the Learning
Identifier clouds Event.
Register Interest Option Mane
Withdraw Option Add learners to event waitlist
Active L
Event Type Face to face
v Learning Event Sessions
Location Y Date v Y Status Y Duration Y Actions
RISBAN - 117Tr R 11 M
BRISBANE CBD - Level aining Room, George 21272014 900 AM  Published 7 Hours anage
Street Mark
s . If you make changes to the session i.e.
BRISBANE CBD - Level 1 Training Room, 111 Geor 18/11/2014 9:00 , Manage .
Skoet v o o8 AN Published 7 Hours A 2 date, times or venue the currently
= = enrolled attendees will not be notified of
the changes. Please notify them outside
1) o v) (% 1-2 012 tems of iLearn.
> Competencies
> Users who have registered interest
> Recent activities
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