
[bookmark: _Hlk60907849]Line Managers – Reviewing Colleague Bookings

Visit the East Sussex Learning Portal website (https://www.eastsussexlearning.org.uk/)
Select a category from the homepage; a category refers to the area of the workforce you work in/the area of training you are interested in [image: ]
Click ‘Login Here’
[image: ]

N.B. If you are using a device with a smaller screen (like a phone or tablet), the homepage and log in options will differ slightly…
The Home page will look slightly different
[image: ]

Tap on the ‘menu icon’ (three lines)
[image: ] 
Tap ‘Login Here’
[image: ]

Enter username and password then click ‘Log In’
[image: ]
If you belong to multiple establishments, please select the establishment you wish to make your current booking under from the dropdown (…if not please continue to Step 5) 
[image: ]
Click ‘Training & Development’
[image: ]
N.B. If you are using a device with a smaller screen you will find this option by clicking on the menu icon [image: ]
Click  ‘My Profile & Bookings’
[image: ]
Scroll down to ‘Line Manager Tools – Events’[image: ] 
If you belong to multiple establishments, click ‘Set default department’ 
(…if not please continue to Step 8) [image: ]
Select the establishment associated with the staff you wish to review bookings for and click ‘Save’
Your default department choice will be saved for the current session only, therefore you will need to complete this step each time you log in
[image: ]

There are numerous tools available to line managers, including: [image: ]

Events I have booked for colleagues - All events you have booked for your colleagues will be displayed[image: ]

Events colleagues are due to attend - All events your colleagues are due to attend are displayed, along with their current booking status






Click here to view other useful help guides
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