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Add or remove a competency to an existing Catalogue Item For Content Administrator 

Last Updated August 2016 (Version 1.2) 

Menu Manage Learning – Manage Catalogue- 
Edit Catalogue Item 

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 

to be edited.  

4 
4 

1 

From the Catalogue Manager screen, 

click the ‘Search for Catalogue Items’ 

enter keyword or phrase in the search 

box.  Click ‘Search’. 

3 

3 

2 
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Click ‘Actions’ and select ‘Edit 

Catalogue item’ from the menu. 

5 5 

Adding a Competency 
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Click ‘Competencies’ to expand the screen.  

6 

Click the drop down menu and select the 

Competency.  Click the ‘Plus’ sign. 

6 

7 

7 
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More competencies can be added to the 

catalogue item if required. 

TIPS 

Click ‘Save Catalogue Item’ to save your 

changes.  

8 

8 

If there are more than one competency you can 

change the order by clicking and dragging the 

cross. 

TIPS 

To remove competency to Step 9 on page 6 of 

this guide. 

TIPS 



How to add or remove a competency to an existing Catalogue Item Add or remove a competency to an existing Catalogue Item  Page 6 

Removing a Competency 

Click the ‘Red Stop sign’ to remove the 

Competency.  

A pop up box will appear.  Click ‘OK’ to confirm. 

9 

Click ‘Save Catalogue Item’ to save your changes.  

10 
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