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Creating a course and adding participants with Learner Access Passes

In this article:

Creating a course
Adding Participants to your course

o Adding 1 Participant to your course

o Adding multiple participants using the bulk upload feature
Bulk participant upload validation:

o When an email address is incorrect.
o When you have insufficient Learner Access Passes.

o Successful bulk enrolment (without validation errors)
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Creating a course

Navigate to the Instructor Portal and from the “Manage” menu, select "Manage Courses"
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Manage Courses)

Partidqgnt Mafiage...

Mel‘ltal Health Fil’St Aid Instru elearning Vouchers

Welcome back, Algee

EOIs Linked to Courses  EOIs In-house training request  Contact Us

Expressions of Interest (EOI) for course offerings

Course Offering ~ | Instructor v Avallable EOI v Avallable LAP

No course offerings found

The green Learner Access Pass tile shows that you have 8 Learner Access Passes available to
assign to the next 8 participants for your next course.

Click "Create New Course Listing"

Manage Courses

Upcoming Courses Current Courses Complete Courses Course Reports

Click on “Create a new course listing" to bring up the course creation screen. Alternatively, you can choose a course from your complete list and Clone it.
Once you have created a course, refresh the page to view it in your Listed courses.

Leamer Access Pass-MHFAIder

Create New Qourse Listing > Buy Learner Access Passes >>

Create a New Teen Course Listing

Listed Course Offering List

Filter Course

Al v

In this example, we are creating a Standard MHFA for Community Settings course on 23 Feb
2026.

The steps to create a course in the Instructor Portal have not changed.

For the purpose of this article, we’ll skip the steps to create the course.
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Once the course has been created, you can see that the tile in the Manage Courses menu has
changed from green to red.
This is because you need a minimum of 6 Learner Access Passes to create a course.
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Manag€ Course®

Partitipant Managd)..

eLearniMadiosehers

Manage Courses

Upcoming Courses Current Courses complete Courses Course Reports

Click oh "Create a new course listing” to bring up the course creation screen. Alternatively, you can choose a course from your complete list and Clone It
Once you have created a course, refresh the page to view It in your Listed courses.

Create

Buy Leamner Access Passes >> Buy Learner Access Passes >>

Listed Course Offering List

Filter Course:

Al - ‘

This indicates that you have 2 available Learner Access Passes (in addition to
Available: 2 the 6 reserved ones) to use to add participants to a course. You cannot create
a new course until this “Available” number is 6 or more.

This indicates that the 6 Learner Access Passes that you used to create this

Reserved: 6 . .. .
course are reserved for the first 6 participants that you add to this course.

This indicates that you have not assigned any participants to enrolled

Assigned: 0 .
participants to your course.

You will notice that the red tile has also changed from Create New Course Listing to Buy Learner
Access Passes. Selecting this tile while it is red will direct you to the MHFA Shop, where you can
purchase more Leaner Access Passes.

East Asia North America United Kingdom South East Asia South Asia Pacific

Japan « Hong Kong « Taiwan Canada « United States England - Wales « Scotland « Northern Ireland Malaysia « Singapore India Australia « New Zealand
Middle East Europe

Israel » Saudi Arabia « United Arab Emirates Austria « Denmark « Finland « France « Germany - Ireland « Luxembourg « Malta « Netherlands « Slovakia « Sweden « Switzerland

www.mhfa.com.au ABN 57 153 480 436




Adding Participants to your course

4

From the “Manage” menu, select "Participant Management"
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Manage Courses

Upcaming Courses Current Courses Complete Courses Course Reports

Click on "Create a new course listing" to bring up the course creation screen. Alternatively, you can choose a course from your complete list and Clone it.
Once you have created a course, refresh the page to view It in your Listed courses,

Buy Leamer Access Passes > Buy Learner Access Passes > )

Create a New Teen Course Listing

Listed Course Offering List

Filler Course

Al -

Navigate to the course you are working with and select the "View Participants" button

s} HEALTH Dashboards v Manage v Resources License Maintenance Training and
Leaming Course: Delivery Method: Enrolled / Capacity: Course Date: Location: Advertise on Websit:
Standard MHFA for the Blended Online 3/ 20/01/2026 Yes
Waorkplace
View Participar

Standard MHFA for Community Settings Bear 23-2-2026

Leamer Access Pess-MHFAIder - (Avallable LAPs: 8)

Learning Course: Delivery Method: Enrolled / Capacity: Course Date: Location: Advertise on Websit

Standard MHFA fo
CommunitySetlingSh,
4

i)

Blended Online 110 23/02/2026 Yes.

You will notice that you have 8 available Learner Access Passes FOR THIS COURSE to use to add
participants. This is a combination of the 6 reserved and 2 available passes.
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- Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, if they attended both/all sessions. For blended courses, if they have complete
+ Did Not Attend: Participants who did not complete the Instructor-led sessions.

- Withdrawn: Participants who notified you before the course commencement (either eLearning or Instructor-led session) to withdraw their participation in the course.

» Removed: Participants whose detalls have been Incorrectly or accidentally added, and no longer need to be In the system.

- Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to another offering of the same course. Please note, iat you can only transfer participants

delivering.
Standard MHFA for Commun 't;.ltungsr ﬁe@r 23-2-2026
CTTTTI T
Add New Participant 4
Bulk Participant Upload
No Participants Found.
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In this example, we are going to add 1 participant to this course: Testl Userl
Click "Add New Participant"
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- Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, If they attsnded bothvall sessions. For blanded courses, If they have complete

- Did Not Attend: Participants who did not complete the Instructor-led sessions.

« Withdrawn: Participants who notified you before the course commencement (aither el earning or Instructor-lad session) to withdraw their participation in the course.

+ Removed: Participants whose detalls have been Incorrecly or accidentally added, and no lenger need to be In the system.

- Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to anather effering of the same course. Please note, that you can only transfer participants
delivering.

Standard MHFA for Community Settings Bear 23-2-2026

Leamer Accesyf Pass MHFARr - (Avallable LAPs: 8)

Add Ne' Participant

No Participants Found.

Once you have filled in the participant details, click "Add Participant"

delivering.

Standard MHFA for Community Settings Bear 23-2-2026
Add New Participant

“First Name.

Test! 1

“Last Name

Userl ‘

*Email

testuseri@email. com.au ]

Phone

Add Participant

Once the participant has been successfully added, Click "Back to Participant List"

Manage Participants View Past Participants

Definition of Participation Terms

« Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, If they attended both/all sessions. For blended courses. If they have completc

« Did Not Attend: Participants who did not complete the Instructor-led sessions.

- Withdrawn: Participants who notified you before the course commencement (aither el earning or Instructor-led sessian) to withdraw their participation in the course.

+ Removed: Participants whose detalls have been incorrectly or accidentally added, and no longer need to ba in the system.

« Transferred: Participants whe could not complete or attend the course they are enrolled Tn and transferred to another offering of the same course. Please note, that you can only transfer participants
delivering.

Participant has been added.
Back to Palicipant List
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You will notice that you now have 7 available Learner Access Passes FOR THIS COURSE to use to
add participants. This is a combination of the 5 reserved and 2 available passes.

Manage Participants View Past Participants

Definition of Participation Terms

« Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, if they attended both/all sessions. For blended courses, if they have completc
- Did Not Attend: Participants who did not complete the Instructor-led sessions.

- Withdrawn: Participants who notified you before the course commencement (ither el earning or Instructor-led session) to withdraw their participation In the course.

+ Removed: Participants whose details have been incorrectly or accidentally added, and no longer need to be in the system

« Transferred: Participants who coulel not complete or attend the course they are enrolled In and transferred to another offering of the same course. Please note, that you ean only transfer participants

dellvering.
MHFA for C tings Bear 23-2-2026
Py T — N\ J

[ Name Email Phone Enroiment Status ‘eLeaming Status Last Activity Date Survey Resp

[ Testl Usert testuseri@email.com.au Enrolled Voucher not assigned Not Complat

In the Manage Courses screen, your inventory now looks like this:

Upcoming Courses Current Courses Complete Courses Course Reports

Click on "Create a new course listing” to bring up the course creation screen. Alternatively, you can choose a course from your complete list and Clone it.
Once you have created a course, refresh the page to view it in your Listed courses.

o - =Y i~ "
- .
Buy Learner Access Passes >> " 7 Buy Learner Access Passes >>
. y
Create a New Teen Course Listing
Listed Course Offering List
Filter Course
Al v
Standard MHFA for Community Settings Bear 23-2-2026
Learning Course Delivery Method Capacity Course Date Location
Standard MHFA for Blended Online 10 23/02/2026 (=]

This indicates that you have 2 available Learner Access Passes (in addition to
Available: 2 the 5 reserved ones) to use to add participants to a course. You cannot create
a new course until this “Available” number is 6 or more.

This indicates that you now have 5 Learner Access Passes reserved for the next

R :
eserved: 5 5 participants that you add to this course. (from the original 6)

This indicates that you have now assigned the first reserved Learner Access

Assigned: 1 . . .
's Pass to Test1 User 1, who is now enrolled in this course.
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In this example, we will add multiple participants to this course using the bulk upload feature.

From the “Manage” menu, select "Participant Management"
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Manage Courses

Upcoming Courses Current Courses Complete Courses Course Reports

Click on "Create a new course listing" to bring up the course creation screen. Alternatively, you can choose a course from your complete list and Clone it.
Once you have created a course, refresh the page to view It in your Listed courses.

Buy Leamer Access Passes >> Buy Learner Access Passes >> =

Create a New Teen Course Listing

Listed Course Offering List

Filler Course

Al B

Navigate to the course you are working with and select the "View Participants" button

S1anaara MHFA Tor Tneé WOTKpIace Bear ZU-1-ZUZb

Leamer Access Pass-MHFAider - (Available LAPs: 3)

Learning Course Delivery Method: Enrolled / Capacity: Course Date: Location: Advertise on Websit:
Standard MHFA for the Blended Online 3/ 20/01/2026 Yes
Workplace

View Participants

Standard MHFA for Community Settings Bear 23-2-2026

Leamer Access Pass-MHFAider - (Avallable LAPs: 7)

Learning Course: Delivery Method: Enrolled / Capacity: Course Date: Location: Advertise on Websit/
Smﬂd@i}%*‘\'ﬂ#?)\\‘!nl Blended Online 1710 23/02/2026 Yes
Comffiunity Semﬁ_avs

\

Select the "Bulk Participant Upload" button

MENTAL
;:% HERWH, Dashboards v Manage v Resources License Maintenance Training and {

Standard MHFA for Community Settings Bear 23-2-2026
Leamer Access Pass-MHFAIder - (Avallable LAPs: 7)
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Back To Course List
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The bulk upload feature requires you to use a CSV file that must contain the following columns:
A | B C D
FirstName LastName Email Phone

A deviation from this format will result in errors.

To assist, we have provided a template to use. To access the template, click the "Download
Sample CSV" button

« Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, if they attended bothv/all sessions. For blended courses, if they have complet
« Did Not Attend: Participants who did not complete the Instructor-led sessions.

» Withdrawn: Participants who notified you before the course commencement (either eLearning or Instructor-lad session) to withdraw their participation In the course.

+ Removed: Participants whose details have been incorrectly or accidentally added, and no longer need to be in the system.

« Transferred: Participants who could not complete or attend the course they are enrolled In and transferred to another offering of the same course. Please note, that you can only transfer participants

dellvering.

li, Bulk Participant Uploader

*Select CSV File

{ & Upl

Ordropfiles |

&, Diwnload Sample

Back to Participant List

Once you download the sample CSV, keep it on file for future bulk uploads.
Populate the CSV file with your participant’s details. Ensure you SAVE the file as a CSV file.

When you are ready to upload the participants in your file, select the "Upload Files" button. The
system will ask you to upload the file from where you saved it on your system.
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- Attended: Participants wha have completed all required components of a course. For example, for a face-to-face course, if they attended both/all sessions. For blended courses, if they have completc
- Did Not Attend: Participants who did not complete the Instructor-led sessions.

» Withdrawn: Participants who notified you before the course commencement (either eLeamning or Instructor-led session) to withdraw their participation in the course.

- Removed: Participants whose details have been incorrectly or accidentally added, and no longer need to be in the system,

+ Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to another offering of the same course. Plaase note, that you can only transfer participants

delivering.

Iil Bulk Participant Uploader
—

Back to Participant List
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You will notice that the Validate file button is now green.
Select the "Validate File" button to display the list of participants.
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- Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, if they attended both/all sessions. For blended courses. if they have completc
- Did Not Attend: Participants who did not complete the Instructor-led sessions.

+ Withdrawn: Participants who natified you before the course commencement (either eLearning or Instructor-led session) to withdraw their participation in the course.

- Removed: Participants whose details have been incorrectly or accidentally added, and no longer need to be in the system.

« Transferred: Participants who could not complete er attend the course they are enrolled In and transferred to another affering of the same course. Ploase note, that you can only ransfer participants

delivering.

IIJ Bulk Participant Uploader

“Select CSV File

Ordrop files |

ple CSV

File selected: Sample_Template_TEST.cswv. Click Upload File to preview:

Back to Participant List

The Validate file button will check the following:
e |fthere are enough Learner Access Passes available to enrol the list of participants you
are attempting, and
e Check for email address formats to ensure accuracy

Bulk upload validation: When an email address is incorrect.

In this example, we have deliberately left a space in the email address for Test7 User7:
A B C D E

| | | |
~ FirstName LastName Email Phone
Test2 User2 TestUser2@email.com.au
~ Test3 User3 TestUser3@email.com.au
~ Testd Userd TestUserd@email.com.au
~Test5 Userb TestUser5@email.com.au
~ Test6 User6 TestUser6@email.com.au
~ Test7 User7 TestUser7 @email.com.au
_ Test8 User8 TestUser8@email.com.au
~ Test9 User9 TestUser9@email.com.au
|

Click "Bulk Participant Upload"
Click "Upload Files"
Click "Validate File"

Attended: Faricipants wne nave compleled ail requIred components o a course. For example, 1o a 1ace-10-1ace Course:, It ey Attended DOVl SesSIonS. For DIended Courses, If ey Nave complet

- Did Not Attend: Participants wha did not complete the Instructor-led sessians.

- Withdrawn: Participants who netified you before the course c (elther eLeaming or I led session) to withdraw thelr participation In the course.

- Removed: Participants whose detalls have been Incomactly or accidentally added, and no longer need to be In the system

- Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to another offering of the same course. Please note, that you can only transfer participants
delivering.

T, Bulk Participant Uploader

“Select CSV File

& o
Enroll Participants.

File selected: Sample_Template_TEST2.csv. Click Upload File 10 preview.

Back to Participant List

East Asia North America United Kingdom South East Asia South Asia Pacific

Japan « Hong Kong « Taiwan Canada « United States England - Wales « Scotland « Northern Ireland Malaysia « Singapore India Australia « New Zealand
Middle East Europe

Israel » Saudi Arabia « United Arab Emirates Austria « Denmark « Finland « France « Germany - Ireland « Luxembourg « Malta « Netherlands « Slovakia « Sweden « Switzerland

www.mhfa.com.au ABN 57 153 480 436




The validation produces the contents of the CSV into a format that is ready to enrol participants
into this course.

Enroll Participants

B records parsed and ready for enroliment.

L

Participants to Enroll (8):

First Name: v | LastName v Email ~  Phone
Test2 User2 % TesilUser2@email.com.au
Test3 User3 TestUser3gemail.com.au
Testd. Userd ¥ TestUserdgemail.com.au
TestS User5 = TeslUserSaemail.com.au
Tests User6 ¥ TestUsar6@email.com.au
Test? User? ¥ TestUser7 @emall.com.au
Test8 User8 ¥ TestUser@aemail com.au
Userd % TestUserSaemail.com.au

‘sack to Participant List

You can see that the email address for Test7 User7 contains the space.

v LastName v | Email v | Phone v

User2 & TestUser2@email.com.au

User3 TestUser3@email.com.au

Userd & TestUserd@email.com.au

User5 = TestUserSaemail.com atl

User6 [ TestUsen’memil.my(\

User7 & TestUser7 @email. c{vv.au ‘

User8 ™ TestUser8aemail cor

User@ % TestUser9aemail.com.au

Select the "Enroll Participants" button to proceed.

+ Did Not Attend: Participants who did not complete the Instructor-led sessions.

« Withdrawn: Participants who notified you before the course commencement (either el eaming or Instructor-led session) to withdraw their participation in the course.

» Removed: Participants whose detalls have been Incorrectly or accidentally added, and no longer need to be In the system.

- Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to another offering of the same course. Please note, that yau can only transfer participants
delivering.

li, Bulk Participant Uploader

" Select CSV File

Files | Ordropfiles

Validate File

aad Sample CSV ‘

Enroll Particigants

8 pi'and ready for enrollment.

Participants to Enroll (8):

First Name v | LastName v Email ~  Phone
Test2 User2 % TestUsar2aemail com.au
Tost3 User3 TestUser3@email.com.au
Testd Userd ¥ TestUserdmemail.com.au
TestS User5 = TestUserSaemail.comau
Test6 User6 & TestUserégemail.com.au
Test? User? & TestUser7 @emall.com.au
Test8 User8 & TestUser8gemail.com.au
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This creates a Validation Failed error.
The error is described for you.

MENTAL
HEALTH
FIRST AlD"

P

Validation Failed
Enrollment blocked! 1

er7 @email.com.

cord(s) failed v; 3ow 7 (Email: T

dation. Fix the following issues in your CSV file:

+ Attended: Participants who have completed alMem of a course. For example, for a face-to-face course, If they attended bothvall sesslons. For blended courses, If they have completc

+ Did Not Attend: Participants who did not complete the Instructor-led sessions.

- Withdrawn: Participants who notified you before the course commencement (either elearning or Instructor-led session) to withdraw their participation in the course.

+ Removed: Participants whose detalls have been incorrectly or accidentally added, and no longer need to ba in the system.

« Transferred: Participants who could not complete or attend the course they are enrolled In and transferred to another offering of the same course. Please note, that you ean only transfer participants
dellvering.

|11 Bulk Participant Uploader

*Select CSV File

{ 4 Uploa Ordropfiles |

Validate File

&, Download Sample CSV

8 racords parsed and ready for enrollment.

Participants to Enroll (8):

First Name v | LastName ~  Email ~  Phone
Test2 User2 TestUsar2@email comau
Test2 User3 & TestUseramemall.com.au
Testd Userd ¥ TestUsard@email comau

Once you are aware of the error, close the error message pop-up.

To proceed with your bulk enrolment, you will have to correct the error in the CSV file that you
have saved.

Correct the error in your file and ensure you SAVE the file as a CSV file.

a
ordis) failed validation. Fix the following issues in your CSV file: Row 7 (Email: TestUser7 @email com.auf: Invalid Email Forigat : (=]
r a face-to-face course, If they attended both/all sessions. For blended courses, If they have completed thelr eLearning and attended the Instructor-led sessions.
Instructor-led sessien) to withdraw their participation in the course.
need to be in the system
nsferred to another offering of the same course. Please note, that you can only transfer participants to another course you are delivering, not to a course that ancther licensed Instructor will be
hd Email v Phone ~
¥ TestUser2aemail.com.au
& TestUser3gemail. com.au
¥ TestUserdaemail comau
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Bulk upload validation: When you have insufficient Learner Access Passes.

In this example, we will attempt to enrol 8 additional participants when we only have 7 Learner
Access Passes

Click "Bulk Participant Upload"
Click "Upload Files"

Click "Vvalidate File"

Click "Enroll Participants"

« Did Not Attend: Participants who did not complete the Instructor-led sessions.

- Withdrawn: Participants who notified you before the course commencement (aither elearning or Instructor-led session) to withdraw their participation in the course.

- Removed: Participants whose detalls have been incorrectly or accidentally added. and no longer need to be in the system,

- Transferred: Participants whe could not complete or attend the course they are enrolled In and transferred to another offering of the same course. Please note, that you can only transfer participants

delivering.

i, Bulk Participant Uploader

El roll Partcipants

8 records Pegggd gpsfeady for enroliment.

Participants to Enroll (8):

First Name: “ | LastName ~ | Email ~  Phone
Test2 User2 = TestUser2@email com.au
Test3 User3 TestUser3@email com.au
Test4 Userd & TestUserdaemall.com.au
TestS User5 % TestUserSaamail com.au
Test6 User6 & TestUserB@email com.au
Test? User7 % TestUserZaemail.com.au
Tact? Usarg W Tastl learR@amail com i

This creates an Enrolment Blocked error.
"You are attempting to enroll 8 participants, but only 7 Learner Access Passes are available.
Please adjust your upload file or purchase more passes”

@ Enroliment Blocked
You are attempting to enroll & participants, but only 7 Leamer Access Passes ar & Plaasa ddjust your upload file or purchase more passes. (2]

d all required components of a course. For axample, for a face-to-face course, if thay attendad bothiall sessions. FM&QS, if thay have complated their aLeaming and attended the Instructor.led sassions.

ymplete the Instructorled sessions.

efore the course commencement (either eLearning or Instructor-led session) to withdraw their participation in the course.

been incomactly or accidentally added, and no longer need to be in the system.

nplete or attend the course th‘y are enrolled in and transferred to another ulfurmg of the same course. Piease nole, that you can only transfer participants to another course you are defivering, not to a course thal another licensed instructor wil

~ Last Name v Email ~v Phone v

User2 ¥ TestUser2@emall.com.au

User3 = TestUser3@email.comau

Userd = TestUserd@emall.com.au
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Once you are aware of the error, close the error message pop-up.

To proceed with your bulk enrolment, you will have to correct the error in the CSV file that you
have saved.

Correct the error in your file and ensure you SAVE the file as a CSV file.

(

A y
roll 8 participants, but only 7 Learer Access Passes are available. Please adjust your upload file or purchase more pasig / (=]

"

ir a face-to-faca course, if they attended both/all sessions. For blended coursas, if thay have completed their el earning and attended the Instructor-led sessions.

Instructor-led session) to withdraw their participation in the course
need to be in the system
ansferred to another offering of the same course. Please note, that you can only transfer participants io another course you are defivering, nol to a course that anciher licensed instructor will be

In this example, you can either:
e Remove the surplus participant details, OR
e Purchase more Learner Access Passes from the shop before attempting the bulk
enrolment.
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Successful bulk enrolment (without validation errors)

Click "Bulk Participant Upload"
Click "Upload Files"
Click "Vvalidate File"

Notice the message "7 records parsed and ready for enrollment."

+ Remaved: Participants whose details have been incarrectly or accidentally added, and no longer need to be In the system.
- Transferred: Participants who could not complete or attend the coursa they are enrolled in and transferred to anather offering of the same course. Please note, that you can only transfer participants
dellvering.

1, Bulk Participant Uploader

Or drop files

1 &, Download Sample CSV ‘

Enroll Participarts

7 recordsgoarsed and ready for enroliment.

cipants to Enroll (7):

First Name: v | LastName v Email v Phone
Test2 User2 = TestUser2@email.com.au
Test3 Userd i TestUsor3gemail.com.au
Testd Userd % TestUserdaemail com.au
Tests UserS & TestUserSaemail com.au
Testé Useré ¥ TestUseréaemail.com.au
Test? User? & TestUser7@emall.com.au
[ Test8 User8 ¥ TestUser8@email com.au
[

Click "Enroll Participants"
« Did Not Attend: Participants who did not complete the Instructor-led sessions.
+ Withdrawn: Participants who notified you before the course commencement (aither eLearning or Instructor-led session) to withdraw their participation in the course.
» Removed: Participants whose detalls have been Incorrectly or accidentally added, and no longer need to be in the system,
- Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to another offering of the same course. Please note, hal you can only transfer participants

delivering.

II, Bulk Participant Uploader

“Select CSV File

[ 2, UploadFiles | Or drop files

Enroll Participants

ady for enrollment

Participants te Enroll (7):

First Name: L4 Last Name v Email v Phone
Test2 User2 % TestUser2@amail.comau
Test3 User3 % TestUser3@emall.com.au
Testd Userd ¥ TestUserdmemail.com.au
Tests Users ¥ TestUserS@emall.com.au
Test6 User6 = TestUser6@emaill.comau
Test7 User? ¥ TestUser7aemail.com.au
Tests User8 TestUser@temail.com.au
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You will know this worked when you see a “Success” message like this.

MENTAL Success
FIRST AID" Dashboards v Manage |
Ao

g and Upskills Shop

7 participants succesfully created and enrolld!

who have completed all required compenents of a course. For example, for a face-to-face course, if they attended both/all sessions. For blended courses, if they have completed their elLeaming and attended the Instructor-led sessions

pants who did not complete the Instructor-led sessions.

s who notified you before the course commencement {elther eLearning of Instructor-led session) to withdraw their participation in the course.

whose datails have been incorractly or accidentally added. and no longer need to be In the system.

s who could not complete or attend the course they are enrolled in and transferred to another niﬁ:rlng of the same course. Piease note, that you can only transfer participants to another course you are delivering, not to a course that another lic

1munity Settings Bear 23-2-2026

Email Phone Enrolment Status eleamning Status Last Activity Date Survey Response g::’:“'“e"' Compietion
testuserligemail.com.au Enrolled Voucher not assigned Not Completed
testuser2aemail.com.au Enrolled Woucher not assigned Not Completed
testuser3@email.com.au Enrolled Voucher not assigned Not Completed
testuserdaemail.com.au Enrolled Voucher not assigned Not Completed
testuserS@email.com.au Enrolled Woucher not assigned Not Completed
testuserG@emall.com.au Enrolled Voucher not assigned Not Completed
testuser7@email.com.au Enrolled Voucher not assigned Not Completed
Your list of participants are now enrolled in your course.
[ Name Email Phene Enrolment Status eleaming Status Last Activity Date Survey Resp
] Testt Usert testuserl@email com.au Enrolled Voucher nat assigned Not Complet
[ Test2 User2 testuser2@email.com.au Enrolled Voucher not assigned Not Complat
[0 Test3Userz testuser3@email.com.au Enrolled Voucher not assigned Not Complet
[ Test4 Userd testuserd@emall. com.au Enrolled Voucher not assigned Not Complet
] Tests Users testuserb@email.com.au Enrolled Voucher not assigned Not Complet
[ Tests Users testuserb@email.com.au Enrolled Voucher not assigned Not Complet
[ Test? User7 testuser7@email com.au Enrolled Voucher not assigned Not Complet
S8 Userg testusarB@email. com.au Enrolled Voucher not assignad Not Complat

Back To Course List

The available Learner Access Passes for this course have now reduced to 0.

MENTAL
HEALTH, Dashboards v Manage v Resources License Maintenance Training and U

- Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, if they attended both/all sessions. For blended courses, if they have completc

- Did Not Attend: Participants wha did not complete the Instructor-led sessions.

« Withdrawn: Participants who notified you before the ceurse commencement (cither eLearning or Instructor-led session) to withdraw thelr participation in the course.

- Remaved: Participants whose details have been incarrectly or accidentally added, and no langer need to be in the system.

« Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to another offering of the same course. Please nole, thal you can only ransfer participants
delivering.

Standard MHFA for Community Settipg

Leamer Access Pass-MHFAIder - (Avallable Li\Ps: 0)

Bear 28-2-2026
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The "Add New Participant" and “Bulk Participant Upload" buttons are now disabled due to
insufficient Learner Access Passes.
To add more participants to this course, you will need to purchase more Learner Access Passes.

MENTAL
;} L Dashboards v Manage v Resources License Maintenance Training and {

+ Attended: Participants who have completed all required components of a course. For example, for a face-to-face course, if they attandad bothall sessions. For blended coursas, if thay have completc

« Did Not Attend: Participants who did not complata the Instructor-led sessions.

+ Withdrawn: Participants who notified you before the course commencement (either eLearning or Instructor-led session) to withdraw their participation in the course,

- Removed: Participants whose details have been incarrectly or accidentally added, and no longer need to ba in the system,

« Transferred: Participants who could not complete or attend the course they are enrolled in and transferred to ancther offering of the same course. Please note, thal you can only ransfer participants
delivering.

Standard MHFA for Community Settings Bear 23-2-2026

Leamer Access PassAFIFAIIEM(Avallable LAPs: 0)

(] MName Email Phane Enrolment Status eLeaming Status Last Activity Date Survey Resp
[] TestiUsert testuseri@email.com.au Enrolled Voucher not assigned Mot Complet
] Test2 User2 testuser2@email.com.au Enrolled Voucher not assigned Not Complet
[] Test3User3 testuser3@email.com.au Enrolled Voucher not assigned Mot Complet
[ Testd Userd testuserd@email.com.au Enrolled Voucher nat assigned Not Complet
] Tests Users testuserS@email.com.au Enrolled Voucher not assigned Not Complet
] Tests Users testuser@email.com.au Enrolled Voucher not assigned Not Complet
] Test? User7 testuser7@email.com.au Enrolled Voucher not assigned Not Complet
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