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MeLearning User Guide 
 

Welcome to the Trust’s new Learning Management System. This is a system designed to be a central 
port of call for the majority of your training needs. It will: 
 

 List all available training 
 Show all dates available 
 Provide course content and other information available on a flyer 
 Provide a calendar of course dates 
 Allow you to book online for that training 
 Email you confirmations of course bookings 
 Email you Joining Instructions 
 Online evaluations prompted by email 
 Store all your training records and scores 
 Stores certificates 
 Provide hundreds of differing management reports 

 
Logging in 
 
To login, you will need to access the Learning Portal via the following link 
https://slough.melearning.university/user/login 
This should take you to the login screen where you will be prompted for your username and 
password. If you have forgotten your username and/or password then click on the ‘Forgot your 
password?’ button under the blue Login button. The system will then email you your username and 
a new password, which you will be prompted to change when you login. 

 
 

 
 
Should you have any problems with this, then please email training@scstrust.co.uk or telephone on 
01753 875771. 
  

https://slough.melearning.university/user/login
mailto:training@scstrust.co.uk
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Once you have logged in, you will get the Welcome screen. 
 

 
 
This screen gives you an immediate view of courses you are booked on to in the future, courses that 
you may be currently doing and courses you have completed. 
 
If you want to access one of these courses, then simply click on the blue ‘Access course’ button and 
follow the instructions. 
 
The ‘Course library’ button gives you access to all courses that you can do, either as e-learning or 
classroom based. When a course is released for staff to book on, an email from training will be sent 
out advising of this and you will need to go into the Course library to book on to it. 
 
The area under ‘My Courses’ covers all the courses that you have completed and those that you 

have to complete. If you have booked a classroom course, then the status will show ‘In Process’ until 

the course date.  
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How to book 
 
When you click on ‘Course library’, you will get the below screen showing all the courses available to 
you. 
 
Select the one that you want by clicking on the ‘Details’ Button. 
 

 
 
Enrol on to an e-learning course 
 
If the selected course is e-learning then you will see this screen. 
 

 
 
Click on ‘Enrol’ to register for the course. 
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If you now go to the Home screen you should have the chosen course in your list of courses with 
‘Not started’ next to it. 
 

 
 
Click on ‘Access course’ to start. 
 
You will now be presented with a list of all the modules applicable to this course. 
 

 
 
Each module can only be accessed once the previous module is completed. Click on blue ‘Launch’ 
button to start each module. Once the whole section is completed, ensure that the box is ticked next 
to Section complete. 
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Most e-learning courses come with a practice session and a quiz, if this is the case then the pass rate 
is 80%. 
 
There is also an evaluation to complete, until this is done, you have not completed the course and 
the system will not register you have completed the course. 
 
Enrol on to a classroom course 
  
If the selected course is a classroom then you will see this screen. Click on blue ‘View available 
sessions’ to see list of dates, times and locations. 
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You should then see the following: 

 
 

Click on the blue ‘Book’ button against the date required, then fill in any Special requirements on the 

below form and then click on the blue ‘Book onto session’ button. 
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Your Home screen should now look like this, with the course you have booked listed but not started. 

You will now receive a confirmation email. 

 

At this stage there is nothing for you to do except wait for the course. If you click on the blue ‘Access 

course’ button then you will see the course details. 

Assuming you attend the course, then when attendance is marked, an email will go to you 

requesting that you complete the evaluation. Once this is completed, you have passed the course 

and a certificate is produced. 

How to cancel an e-learning enrolment 
 
Please email training@scstrust.co.uk if you want to be removed from an e-learning course. 
 
How to cancel a Classroom enrolment 
 
To cancel a classroom course that you can no longer attend, you should do the following: 
 
Go to My Courses on your home screen 
 
 
Click ‘Access Course’ button next to the course you want to cancel 

 
 

mailto:training@scstrust.co.uk
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Click on the ‘View Booking’ button 

 
 
Then click on the ‘View’ button against the session you want to cancel. 

 
 
You will be taken to the Events Booking system. 
 
Click on Cancel Booking 

 
 
Confirm the cancellation on the next screen. You will receive an email confirmation of the 
cancellation. 
  



     

Page | 10 MeLearning Guide 09/04/2020 
 HR L & D RH 
 

 
To return to the main screen or logout, click on the person icon (top right) and select Logout or Back 
to LMS 

 


