
 
USER MANUAL - COURSE COMMISSIONERS 

 
 
How to enrol your learners 
  
Go to the “Course Registration” tab. 
 
Select the course you want to fill from the drop down menu. 
 
It will tell you how many “User Registrations” you have left (depending on how 
many places you purchased) 
 
Scroll down to near the bottom where it says “enroll new users” 
 
Type first name, last name, email of each person you want on the course.  
 
Click “add users” when you have finished.  
 
Each person will be sent an email telling that they are enrolled with a link to 
follow and their user-name and password.  
 
Getting Started with the e-learning 
  
You will have access to the same modules should you wish to work through them 
yourself: 
 
E-learning can be accessed from your laptop, tablet or phone and it does not 
require any special software. 
  
To work through the courses you need to be on your “Profile” page.  You can click 

on the “Burger” symbol  at the top right at any point to navigate to your 
profile page. 
 
You will see your courses listed under “Registered Courses”. Just click on a 
course to start it. 
You can get out of the course by clicking on Profile again in the top bar. 
  
If you see a course listed called “Post Course Assessment” this is to be completed 
AFTER the face to face workshop. 
  
 
 



If you get lost  
  
If you click on something and you don’t know where you are don’t worry!  

You can click on the “Burger” symbol  at the top right at any point to 
navigate back to your profile page. 
  
To log out you click on your name in the top grey bar. 
  
Loss of passwords or password changes 
 
Each learner is set up with a password when you enrol them on the course. 
Anybody can change their password at any time if they forget it or want to 
change it.  
Simply go to the login area at top right of the page and select the “forgotten 
password” option and follow the instruction to reset it to something of your 
choice. 
 
Receiving important updates 
  
Please make sure that you keep an eye out for future emails from us. Some will 
come in a “Mailchimp” form. Be aware that you might need to check your junk 
folder for these. We will also occasionally send updates and support to learners 
as they move through their e-learning modules towards the live Workshop. 
 
Using your Reports Page 
 
We have created a area for you to where you can check on how your participants 
are progressing with their e-learning: 
 
Go to your “Reports” tab. 
To look at any particular individual you can select them from the “all users” tab. 
For information about a particular course select one from the “all courses” tab. 
 
You will clearly see how far through their modules each person is, so you can 
give out any necessary reminders. 
 
Sending out Group reminders 
 
You can send the same message to all learners in any group. Bear in mind though 
that this will be a very basic system generated email, without your usual 
signatures etc.  
 
 
 
As always, please contact Tori on admin@socialcaretrainingsolutions.com with 
any questions or problems.  
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