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When%you%have%created%and%saved%your%course%you%are%ready%to%start%adding%people%to%it.%%%
%

1.% Click%the%Select%button%
%

2.% Enter%the%name%of%the%staff%member%you%wish%to%add%and%click%on%the%Search%button.%%To%add%the%
person%click%on%the%correct%name%
%

3.% You%will%also%need%to%set%the%‘Status’%of%the%person%on%the%course.%%This%is%to%show%whether%someone%
has%requested%a%place,%has%attended%a%course,%has%not%shown%up%for%a%course%etc.%%This%information%
will%be%seen%by%the%staff%member%in%Sussex%Direct.%%Use%the%dropMdown%arrows%to%set%the%correct%
status.%
%

4.% Click%the%Save%button.%
%
It%is%possible%to%change%the%status%of%participants%on%a%course%and%the%status%of%the%course%as%well.%  
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This%is%what%staff%will%be%able%to%see%in%Sussex%Direct%for%their%existing%Staff%Development%Activity%

 

 
 
 
This%is%what%you%can%view%through%the%University%Cnetral%database%for%your%staff%
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