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Manually Enrol into Training Event Stage 
 

This section describes how to add participants to any Stage Schedule. There are three steps to this process; these 

are described in this section. 

 

Step 1: Pick Schedule
1. From the LaDIS home page, hover your mouse over the Training Records menu then click at Add Course 

Enrolment. The Add Course Enrolment screen displays. 

2. Click the Stage tab 
3. Click in the Stage Name or Stage Schedule name field and type a key word contained in the name of the 

relevant accreditation. Click the  and select Contains from the menu. Matching Stage Schedules display. 

4. Identify the relevant Stage Schedule and click Select 

 
 

5. The selected stage is highlighted and displays in the Selected Stage section in the top section of the screen. 

6. Click . The process moves to the next step. 
 

 
 

 

 
 

This Quick Reference Guide (QRG) outlines how to add new 
students to existing training stages in laDIS. 
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Step 2: Pick Trainees 
1. The second step is to identify and select the fire role holders you want to enrol into the selected Stage 

Schedule. The following steps outline how to do this. 

2. Click in the Last Name search field and type the last name of a relevant fire role holder. Click the  and 
select Contains from the menu. Matching fire role holders display. 

3. Identify the relevant fire role holder and click  
4. Repeat steps 7 to 8 to add additional fire role holders. 

 

5. Click . The process moves to the next step. 

 
Step 3: Finalise Enrolment 
The third step is to finalise the enrolment of the selected fire role holders into the selected Stage Schedule. The 
following steps outline how to do this. 
1. Click the ‘As the nominator and/or trainee requesting…’ check box 

2. Click the 'The customer understands the terms and conditions' check box. Click  
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3. The selected fire role holders are enrolled into the selected Stage Schedule. 
 

 OOPS! Wrong Person Added 

To remove a participant, click  adjacent to their name in the Selected Trainees list. 

 

To ensure that you have enrolled a student correctly, you can go to their enrolment (TRAINING RECORDS > 

ENROLMENTS > EDIT ICON LOCATED NEXT TO STUDENT ENROLMENT RECORD) and check: 

 

 

If enrolled correctly in an accreditation or re-accreditation, you will see both the Capability Assessment and the 

Validation unit that comprise these particular courses. To learn how to add an assessment once training is 

completed, please see Manage Assessments – Quick Reference Guide 


