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SELECT THE LICENCES TAB

FIND THE COURSE TITLE YOU WISH 
TO ALLOCATE 

CLICK THE BULK ALLOCATE ICON

CLICK THE NAMES OF THE MEMBERS 
YOU WISH TO ALLOCATE TO

ONCE ALL MEMBERS ARE SELECTED, 
CLICK ALLOCATE

EASY!

 Always add your Members 
BEFORE trying to allocate 

licences to them.
Check out our Beginner's Guide 

to Adding Members

Top Tip


