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Menu Manage Learning- Manage Sessions 

Department DCCSDS, DATSIP, DPC, NPSR, EHP 

From the menu button ‘☰’  select 

‘Manage Learning‘. 

1 

Select ‘Manage Sessions’ from the left 

menu.  This should be the default 

selection. 

2 

From the Manage Sessions screen, click 

the ‘Search for Learning Event Sessions’ 

enter a keyword or phrase in the search 

box.   
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3 

Click ‘Search’. 
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You can refine your search by typing in 

‘Learning Event name’ and 

location/venue ie. Location WACOL. 

TIP 

1 

2 

How to cancel a session 

To cancel a session due to insufficient numbers or other contributing events follow these steps.  If a session has 

been created in error change the status to ‘Archived’ (before completing this archive action, ensure there are no 

people enrolled to the session, if there are people enrolled transfer them to another session). 
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Click ‘Manage’ for the session you wish 

to cancel. 
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From the ‘Actions’ drop down menu 

select ‘Edit Session’. 
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From the ‘Status’ drop down menu select 

‘Cancelled’. 
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Click ‘Save Learning Event Session’. 
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Your session has now been cancelled. 
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There is a slight delay in this page 

appearing. 

TIPS 

9 


