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Using the Availability Function (for employees)

1. Login to your employee profile
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2. Ifyou have forgotten your password, click on ‘l have forgotten my password’.
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3. Click on Availability
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Welcome to your Employee home page. Here you can add new courses using the access code provided by your venue, and also upload qualification details and evidence
required
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4. View at a glance availability/unavailability for the current working week.
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5. Only approved requests will show in the calendar.



