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1. Enroll users in Web Based Training (e-learning) courses 

 

Select the “User Menu” button (top left) 
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Select “My Team”, at the bottom of the menu 
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On the tab of the user that you would like to enroll in an e-learning course, select the ellipsis (…) button 
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Select “Enrol to courses” 
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Type the course version and search for it 
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Select the course (you may select more than one courses at a time) 
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Click “Next” 
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Click “Confirm” 
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You will receive an email confirmation that the user has been placed on the course’s waiting list, and that you 
will receive an RFS from Swiss AviationSoftware. 
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The learner will receive an email notification informing them that they are on the waiting list (until the RFS is 
approved and performed) 
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You may also select more than one user to enroll in one or more courses at the same time 
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Select the green button “Choose Action” (bottom right) 
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Select “Enrol to courses” 
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The user’s enrollment status is also shown on their User Summary Report, accordingly. 
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Swiss AviationSoftware will be notified as well and will issue you an RFS. 

 

 

 

 

 

 

 

 



Page 22 of 25 

2. RFS processing 

Once the RFS has been issued, and until it is approved and performed, the user enrollment status is shown 
as “RFS issued”. 
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3. Enrollment activation 

 

Upon receiving the approved RFS, Swiss AviationSoftware will activate the enrollment.  

The status of the enrollment will change from “RFS issued” to “Enrolled”.  

The enrollment will be valid for 3 months from the date of its activation. 
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An email notification will be sent to the learner and to you too. 
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