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ALLOCATING TRAINING TO AN 
INDIVIDUAL MEMBER
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SELECT THE MEMBERS TAB

FIND THE MEMBER YOU WISH TO 
ALLOCATE TRAINING TO

CLICK THE 'ALLOCATE LICENCE' ICON

TYPE OR SCROLL TO FIND THE COURSE 
TITLE YOU WANT TO ALLOCATE

CLICK 'ALLOCATE' 

Only courses for which your
Organisation/ Service has 

licences will show in the list. For 
other courses, please contact 

OPUS.

Top Tip

Select 'Filter' to search  
Members by name, email. 

courses completed, or role.

Top Tip


