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Learning Management System 

manual for Registration/Withdraw 
 

In the “Learning” section you can see your team and monitor details linked to learning.  

 

After clicking „My Team “, you will see an overview of individual team members. You already know this 

functionality from online courses. 
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 Registration of a team member to a course 

You can assign a team member to a course that you find in the library. We will demonstrate the process 

by looking at the First aid training. If the library shows multiple courses with the same name, always 

assign curricula to ensure the course is repeated in the future. If you assign the course to a colleague, 

agree with them on a specific date in the following step. You can register them for a class yourself or 

they can register themselves.  
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You can assign a course by clicking „Assign to others“.  

 

After clicking on “Assign to Others”, you will see details, see screenshot below. Add employees to whom 

you want to assign the course.  
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The selection of team members is done in the “Select Employees” window. Do not forget to confirm by 

clicking „Add“. 
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After adding a team member, a summary of your selection will appear. Click “Continue” to confirm.

 

After clicking „Continue“, a confirmation that the given course has been assigned will appear. 
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Check that the course has been assigned by going to the „Curricula“section. 
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You can assign a course to your team member in an alternative way - through “Manager Links” when 

viewing your team. 

 

Here, click „Assign Learning“. The following process is identical to that described above.  
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Registration of a team member for a specific class 

The description above described how to assign a course to a team member. If you want to register them 

to a specific class yourself, proceed according to the following instructions. The team member can of 

course register for the class date themselves. For registration for a specific class, it is neccessary to 

choose „Register/Withdraw employees“ in section „Manager links“ and choose register employees. 

 

Use the calendar to pick the most suitable date for your team member. The system shows all available 

class dates.  
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When selecting a specific date, select the team member you want to register. In the „Registration 

Status“column, select “Registered on Training” to complete the registration. If the maximum capacity of 

the class date is reached, you can add your team member to a waiting list.  
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After clicking „Continue“, a summary will appear. Check the information and confirm the registration. 

 

During this step, you can register other team members for the class.  

 

You will receive an Outlook meeting including the registered team member and the class date. You will 

receive this meeting even if the registration does not require superior’s approval, i.e. when the 

employee registers themselves. This is to let you know about them taking the class. 
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Withdraw of team member from courses 

If you assigned a course (e.g. MS Excel) to a team member and they no longer need the course for their 

work, you can withdraw them from the course. To do this, in the overview of your team, use the 

“Manager Links” section where you click „Register/Withdraw Employees “. 

 

You will see the same section as when assigning courses. Choose “Remove Assigned Learning”.  
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Choose a course, which you want to remove and select the team member. After checking the 

information, click „Continue“.  
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You can check that a course has been removed by looking at the team member’s learning plan. A 

removed course can no longer be seen.  

 

 

Withdraw of team member form a class 

Did you register a team member for a class and the date is no longer suitable? You can cancel their 

registration. You can use „Register/Withdraw employees“ link in Managers links.  

 

Before cancelling a registration, select the class you want to cancel. 
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When withdrawing, specify the reason for cancelling the registration.  
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After checking the information, confirm the action.  

 

When looking at the team members learning section, you can register them for a more suitable class; see 

the Registering for classroom courses section. 

 


