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LMS USER GUIDE  
How to allocate training 

 

 

Section Admin Procedure Section Admin Dashboard >  

Organisation Admin Procedure Organisation Admin Dashboard >  

Organisation Admin Basic Procedure Organisation Admin Dashboard > 
 

ALLOCATING TRAINING VIA THE LEARNER RECORD 

 

1) Select Users 
from under the 
users quicklinks 
 

 
 
 
 

 

2) Select Courses 
from under the 
training quicklinks 
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3) Scroll down or 
type the course 
title in the search 
field to find the 
course you want to 
allocate 

 
 

 

 

4) Select the 
course then select 
the cheveron 
pointing to the right  

 
 
 
 

 
 

 
 

 
5) Select Submit 
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6) Select 
Continue 

 
 

 

 



 

16 February 2016 4 

 
 
 

8) The course is 
now on the users 
profile 
 
 
 

 

 


