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Navigate back to your Facilitator Dashboard to View & Manage Trainings, 
your upcoming and completed trainings 

 Select Manage for one of your trainings. 
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On this page, you can Update Training Information, Manage Registrations, 
Reschedule, or Cancel Training. Please select the Manage Registrants. 

This is where you can view participants that have registered for your upcoming training, as well 
as mark participants as attended after your training is complete. Additionally, you can add 
registrants if they did not register prior to attending your training. 
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Once you have added in the registrant’s information, please select Add Registrant 

The page might need to be REFRESHED to have the participant appear. You may also upload a CSV 
file. Please keep it simple and only have the participant's name and email address on the CSV.

Navigate back to View & Manage Trainings. Select Manage for one of your previous trainings. Next, 
please select on COMPLETE EVENT REPORT. This will take you to the web page to input the "Number 
of People Trained". This is a very important step. 

©2020 Darkness to Light
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Please add in the number of participants trained. This is the section that 
updates your "Total Trained", located on your dashboard's homepage. 

You do not need to upload the CSV here. Please select No in the "Do you want to 
upload a sign in sheet?" field.

To add participants to your training, for our record purposes, please view page 
7. For any additional questions or concerns, you may email
FacilitatorSupport@D2L.org.

If you have urgent issues when utilizing this functionality, please email 
FacilitatorSupport@D2L.org.  
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