
Quick Guide 

Page 1 of 3 

May-13 

I N A C T I V A T I N G  C O U R S E S  A N D

S E S S I O N S  I N  E N T E R P R I S E  

L E A R N I N G   

This guide shows you how to ‘inactivate’ or close old courses and course sessions. It 

is very important to ‘inactivate’ or close old courses and course sessions otherwise 

they can still appear on course catalogues.  

It is equally important to update student attendance against a particular session for a 

course so that there is proof, for reporting etc., that a student did actually attend and 

complete the course or alternatively to show as ‘no show’ if there are charges related 

to this. 

To update student attendances please refer to Quick Guide_Updating Student 

Attendance in Enterprise Learning. 

To close off a course you first need to close any associated course sessions.  

Main Menu>Enterprise Learning>Define Course/Cost Details>Course Sessions 

1. 
Click the Enterprise Learning link. 

2. 
Click the Define Course/Cost Details link. 

3. 
Click the Course Sessions link. 

4. 
Enter the Course Code to search for all related course sessions 
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5.   
Then select ‘Search’ button 

 

6.  
Select the course session that you want to close or update as ‘Complete’ 

7.   
Update status of ‘Session Status’ by selecting drop down 

box

 

8.   Then select ‘Save’ button 

 

9.   
Once all course sessions have been closed or ‘completed’ you can then close the 

course. 
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Navigation: Main Menu> Enterprise Learning> Define Course/Cost 

Details/Courses 

10.   
Search for the relevant Course you wish to inactivate by selecting the ‘Search’ 

button 

 

11.   
Update ‘Course Status’ by selecting drop down box 

 

12.   
Then select ‘Save’ button. This will then remove course from catalogue. 

13.   
End of Procedure. 
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