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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 

Select ‘Manage Catalogue’ from the left 

menu.  This should be the default 

selection. 

2 

Click on the name of the catalogue item.  

4 

4 

Click the ‘Search for Catalogue Items’, 

enter keyword or phrase.  Click ‘Search’. 

3 

1 
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Click ‘Actions’ and select ‘Edit Learning 

Event’ from the menu. 
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Click ‘Learning Event Settings’ to edit.  

6 
6 

This setting is the preferred option.  

Click the arrow to change event type.  

This setting is optional.  

Learning Event Settings screen.  

Select one of the three options. 

NOTE: Option 1 ‘When user withdraws keep them on the 

event waitlist for future sessions’ is the default option.  

Select the option you require to assist you in managing 

your Learning Event and the Learning Event Session. 
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Click the drop down arrow and search for the 

facilitator’s name.  Click the ‘Plus Key’ to add the name.  

NOTE: You can search by typing the name of the person 

in the box at the top of the list or using the scroll bar on 

the right. 

Sessions can be edited or added at this point if 

required.  

- Click ‘Edit’ to bring up the edit session screen   

-  Click ‘Add Session’ if an additional session is to be 

created 

7 
Click ‘Save Learning Event’ to save the changes.  

7 

If the fields are not available click on the relevant 

heading to expand, e.g. ‘Your Session’. 

TIPS 


