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OFFICIAL 

 

 

Entering Community Developed Learning in Schools Online 

1. In Schools Online, select the ‘Community Learning’ option from the ‘Recognition’ menu to 
open the search screen. 

 

2. Enter the relevant search criteria to find your student(s) 
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3. Select the Organisation from the ‘Organisation’ dropdown list. This will automatically 
populate the “Program” list box with all relevant awards. 

 

 
4. Select the award/program the student(s) completed, ensure the student is selected by 

ticking the checkbox, and then click the ‘Add Students’ button. 
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5. The next screen displays a summary of the details you entered. You will now need to submit 
the entry by clicking on the ‘Submit’ button. If you have entered Community Learning in error, 
you can click on the trash can and delete the application and start again 

 

 
 

6. Please note, for Music awards/programs you will need to enter the type of instrument the 
student used. 
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7. When you click the ‘Submit’ button a confirmation dialogue box will appear. If the student’s 
completed recognised community learning has been verified, click the ‘Yes’ button. The 
recognised community learning will then be successfully entered. 

 

8. You can view a student’s granted community learning on the ‘View Enrolments’ screen. 
From this screen, you can also select the ‘Add Community Learning’ hyperlink to enter 
any recognised community learning for the student. 
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9. You can also check a student’s recognised community learning by generating the 
‘Recognition Application Summary’ report under ‘Student Reports’ in the ‘Reports’ menu. 

 

 


