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Searching for a course 
 

Use the Search for Learning box on the top left of the My Learning page. This is the 
easiest and quickest way of searching, particularly when you’re looking for a specific 
offer. 
 

 
 
Type in the keyword search or full title in the search field. Suggested Results will show 
the course options for that search in bold.  
 
You can check all the keywords for HIAS training courses on our current HIAS training 
offer Moodle page, or on the courses information pages of the individual subject Moodle 
sites.   

 
 

 
 

Select the course from the Suggested Results drop-down menu to open it in a new tab, 
where you can view the full course details and upcoming classes. 

 
 

https://hias-moodle.mylearningapp.com/course/view.php?id=104
https://hias-moodle.mylearningapp.com/course/view.php?id=104
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• Scroll down and click on Upcoming Classes, then click on the date tile to take 
you to the booking screen with the Register button. 

• DO NOT CLICK on Assign to Me, Assign to Others or Recommend as these will 
not make a confirmed booking and you will not be registered on the course.  

 

 
 

 

 
 

• For courses with multiple date options, click on the title and view the dates 
available via the See All Classes tab at the top of the screen or the View 
Available Classes link under Upcoming Classes.  
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Booking yourself on a course 

 
Once you have identified your chosen training, click the Upcoming Classes tile for the 
location/date you would like to book and use the Register button to make the booking.  
 

DO NOT CLICK on Assign to Me, Assign to Others or Recommend as these will not 
make a confirmed booking and you will not be registered on the course.  
 
Single session courses  
 

 
 

 

The price displayed includes all 

adjustments relating to HIAS 

Training and / or HIAS SLA 

subscriptions relevant to your 

school.   

DO NOT click on these to make a booking. 

You need to click register under upcoming classes to book 
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This will open a new screen 

 

 

 

 

 

 

 

 

Cancellation policy 

 

 

 

Account code: required field.  

Auto populates with the cost 

centre associated with your 

school but can be changed. 

 

Please indicate any special 

requests including dietary 

and accessibility 

Please select if you are using 

your schools HIAS SLA (if 

applicable) 

 

Tick the box to acknowledge 

you have read the 

cancellation policy 
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Review your registration and complete 

 

For Hampshire Maintained schools, all bookings require Line Manager’s approval. After 
you have clicked the Complete button, you will see the following message. 
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The item will then appear on your self-
assigned Learning tile as Class Approval 
Pending until your line manager approves the 
booking. 

Your place will not be confirmed until your 
manager approves the request.  

 

 

 

 

 

 

 

Once approved your will receive confirmation 
by email and your status will update to 
Registration Approved on your self-assigned 
Learning tile 

 

 

 

 

 

 

 

Booking a course on behalf of another 

member of staff or a headteacher 

 

Delegated Managers  

If you are acting as a Delegated Manager, you will have the option to Register Other 
Members and add the relevant employee from an available list of staff in your school. 
From here, the booking process is as above.  

 

Headteachers 

Due to the organisation structure in SAP, it is not possible for a Delegated Manager to 
make a booking on behalf of a Headteacher.  The Headteacher will need to book 
themselves on courses/training.  Generally, the Approval process has been removed for 
training that is for Headteachers only. 


