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Manage delegates for training providers

1 Navigate to Courses.
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2 Search for the course using the filters at the top of the page or from the course
list.

3 Select Manage delegates.
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4 There will be a pop-up with Apty guidance, sharing tips to help.

5 Training providers can assign documents to delegates through this page.

If a training provider does not have enough stock to complete their document
orders for their course, an invoice will be created and sent to the administrator.
Training providers can navigate to the Credit and invoices from the Dashboard to
view and pay for invoices.
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6 Once the course has started, training providers can confirm their delegate's
attendance. They can still edit delegate details at this point as long as it is before
the start date.

Training providers must confirm attendance on the day before the course starts to
allow delegates to receive workbooks on their delegate portal.

7 Training providers can add their delegates results on this page.

Editing delegate information
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8 To amend delegates first and last names, select Edit delegate.

At the moment, training providers can only edit the first and last name of their
delegates. It is in the works that we will extend the editing permission to all fields
including DOB and email.
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9 Amend the first and last name of the delegate.

10 Select Save and continue.


