
Finding a course on My View Learn 

You can find all in-person courses available to you on My View, under the section called Learning. All our digital (e-
Learning) courses can be found on Learn Upon.  

The default view shows all future available events. 

 



 

If you wish to view a full course list (including those 
that do not have scheduled events yet), amend the 
search criteria by selecting the button called All and 
remove the start date. 

You can now see all courses. 

Follow the instructions below to see how you can 
book onto an event or be added to a waiting list if 
there no suitable or available events. 

 

  



Booking onto a course event 

When you have found a suitable course event, select it by clicking onto the course title. 

 



 

The course details can be viewed on the next screen. Here 
you can see an overview of the course and any learning 
objectives. 

 

If there is no suitable event, you can add yourself to the 
Waiting list. Your learning and development team will let 
you know when a new event has been scheduled and will 
book you on if it is a suitable date for you. 

 

 

 

If there is a course you wish to attend, select the Book onto 
course button to proceed. 

 

 



 

 

On this page, add the origin of and reason for your request.  

 

 

 

 

Scroll down to the bottom of the page and select Save. 

 

 

 



 

You’ve now booked yourself on the course. You can close this window and return to the main Learning Page. 

 

 

You will receive an email to confirm the booking, which will include any relevant instructions. Your manager will also be 
notified. 

You will also receive a calendar invite for your Outlook calendar. Click on the attachment and select + Add to Calendar 
as shown below. Your Outlook calendar will be updated, and you can delete this email. 

   

 

 



If you are using Outlook classic, selecting the calendar link will open the invitation. Save and close this. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

You can view all your course bookings on the My Activities tab.   

 

Open your course booking at any time to view the overview and objective and access the joining instructions. 

You can contact your Learning and Development team at StaƯDevelopment@worc.ac.uk if you need any support with 
your course bookings or learning needs. 


