
To book an e-learning course 

From your Learner Dashboard, click on the Requested Learning tab 

 

 

Then click on Course Request 

 

  

 



Either use the scroll bar to locate it, then click on the Course Request button. (the NAR suffix on the 

course name just indicates that it will be allocated automatically with No Authorisation Required by 

the administrator) 

 

or use the quick search field and start typing the name course you are looking for, then click to 

highlight it green, 

 



The next screen describes who the course is for, and how long the course lasts.  If this is the course 

you need, click on the Request Course button, otherwise return to the directory to search again.

 

On the next screen, you can enter the reasons why you need to attend the course, enter 0 in the 

Course costs box (courses are free), then submit your request (you do not need to complete the 

dates box for e-learning courses)

 

 



E-learning courses are allocated immediately, and will appear on your Active Learning tab on your 

learner dashboard. Click on the arrow in the Action column, and this will take you to a list of 

activities in the course. 

 

Work your way through the course by clicking on the Start link on the first activity. 

 

When you have completed all the activities, only then does the Assessment become available. When 

you have passed the assessment, and completed a short feedback questionnaire, you can print off a 

course completion certificate.  

 

  



If you have any problems in accessing the course, please check the Frequently Asked Questions that 

can be found on the Help and Support link at the top of the dashboard. If this does not help, use the 

form to email your query, or telephone the Learner Support section on 01943 885095 

 


