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You will need to log into the system using your learnbyee username and password before 

you can access any information.  Please ensure your username and password are typed in 

excatly the same on your welcome email. 

 

 

 

 

 

 

 

 

 

As the compliance administrator for your organisation, when you log into the eLearning by 

Environmental Essentials learning management system you will have access to all of the 

screens as shown in this document.  

• This is the first screen you will see once you have sucessfully logged into the system.  

You will need to select the course lisences tab to check how many lisences you have 

avaliable before enrolling new users onto the system. 
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• The course licences tab, once selected, will clearly show how many licenses you 

have remaining. 

 

• If you do not have enough licences and need to purchase more you will need to visit 

www.learnbyee.co.uk  

• If you are purchasing bulk licenses of 25 or more please contact the support line on 

0800 0542354 or email admin@learnbyee.co.uk and a member of the team will be 

happy to assist. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.learnbyee.co.uk/
mailto:admin@learnbyee.co.uk
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Stage 1 - Adding users to your organisation 

• The first thing you need to do is add the users for your organisation.  To do this, click 

‘Users’ as highlighted in Red. 

 

 

 

 

 

 

 

 

 

 

• You can either add a single user or choose to add multiple users at the same time.   

 

 

To add a single user click ‘Add single user’ 

 

 

 

 

  

 

 

• You will then be taken to a form where you can enter the details for the new user: 
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The First name, Surname, Email Address and City/Town fields are compulsory and indicated 

with a red asterisk. DO NOT tick welcome email as this will be sent once enrolled
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To add a multiple users click ‘Add multiple users’ 

 

The email that is added here is where the users login details will be sent too.  If you would 

prefer the login details to be sent directly to yourself enter your own email address here. 

• Click on the 'users ' tab at the top of the screen to view all the users who have been 

added to your company.  You will only be able to see the users whose details you 

have previously saved in this screen. 
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Stage 2 - Enrolling users onto a course 

 

• Select the enrolment tab at the top of the page 

 

 

 

 

 

 

 

 

 

 

 

• Tick the box at the end of each individual you would like to enrol and press enroll 

selected.  Alternatively you can select to enroll all at the same time. 
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• Confirm the enrolment of the users by selecting the yes tab 

 

 

 

 

 

 

 

 

 

 

 

Stage 3 - Monitoring progress of users and certificates 

• Once users have been enrolled on the enrolment screen you will be able to view the 

details for when enrolment will run from and to, the completion status of the user and 

when their certificate will expire (this will only show once the course has been 

completed and the exam passed) 
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•  

 

 

• There are a series of different email alerts that the compliance administrator can 

receive from the 'Learnbyee' team to indicate the status of users within their 

organisation. 

 

 

 

 

 

 

 

 

 

 

• Once a user has completed the course you can print off their certificate or view it by looking in 

the enrollments page.  You will need to select the user whose details you would like to view. 

 

 

 

 

 

 

 

 

 

 

 

 

Types of email alerts and 
notifications 

Confirmation Of Enrolment 
 

Course Expires 30 Days 
 

Course Expires 7 days 
 

Failed a course 
 

Forgotten Password  
 

60 Day Renewal  
 

30 Day Renewal 
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• Once you have selected the relevant user their details will appear on the screen below.  Select 

the certificates tab from the top of the page. 

 

 

 

 

 

 

 

 

 

• The users certificate will appear with a red PDF symbol.  If you select it will open up the full 

certificate on a new screen. 

 

 

 

 

 

 

 

• Once the certificate is open it can be printed 
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Stage 4 - Other compliance administrator tasks 

• If a user forgets their username and password you can find their details by going into the user 

tab of the main screen.  You will need to select the edit button for the relevant user. 

• You can also update a users email address using the edit cog 

 

 

 

 

 

 

 

 

 

 

 

 

• Once you have selected the edit button the full profile page for that user will appear 

 

 

 

 

 

 

 

 

 

 

 

•  
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• If a user would like to change their password they will need to go to the login page 

and select forgotten your username or password.  

 

• A new email will be sent to the user . This will allow them to reset their password to 

one of their own choice.  
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Stage 5 - Advanced compliance administrator features 

• Once on the enrolment screen use the filter tool for any required enquiry or use a 

combination.   

 

• You can look at all Enrolled users as shown below 

 

 

 

 

 

 

 

 

 

 

 

 

• Or  certificate details such as valid, in date.  Other options are contained in the drop 

down list for that particular filter 

 

 

 

 

 

 

 

 

•  

•  
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• Main filter page continued.  You can also search for other details such as department 

, town etc 

 

 

 

 

 

 

 

 

 

 

 

 

 

• You can also look at specific details for individual users by applying the relevant 

filters once in the users tab as below 
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• Main filter page for users continued.  You must apply the filter by pressing the add 

filter button at the bottom of the page 

 

 

 

 

 

 

 

 

 

 

 

 

• Once all filters have been applied you will be able to see using our traffic light system 

the status of your users in reference to their enrolment, completion of the course and 

certificate expiry date.  This can be followed using the colour coded key that you will 

be able to see more clearly on the actual system. 

 

 

 

 

 

 

 

 

 


