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Menu Manage Learning- Manage Catalogue- 
Edit Learning Event 

Department DCCSDS, DATSIP, DPC, NPSR, EHP 

From the menu button ‘☰’  select 

‘Manage Learning‘. 

1 

In the left hand menu click on ‘Manage 

Catalogue’.  This should be the default 

selection 

2 

1 

Click the ‘Search for Catalogue Items’, 

enter keyword or phrase in the search 

box.  Click ‘Search’. 
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The default tab is ‘Available in 

Catalogue’. 

Click on the ‘Draft’ tab and click on the 

Catalogue item you wish to edit. 

4 

4 

Click on ‘Publish’ or ‘Change’ to change 

the status from Draft to published. 

TIPS 

TIPS 
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From the Catalogue Item page click on 

the ‘Edit Learning Event’. 

5 

Edit the Overview using ‘Edit Learning Event’ Selection 

Click in the box and add the overview 

information for the Learning Event. 

6 

Click ‘Save Learning Event’ to save the 

changes. 

7 

To edit the ‘Learning Event Settings, 

Who is facilitating this event, etc. click 

on the title to view the editable 

information. 

TIPS 
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