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Remove Course

There are two methods for removing a 
‘Training Course’ from Vault:

Marking the Course ‘Inactive’.

and

Deleting the Course.

In this guide, we’ll look at both of these 
removal methods.

Introduction



Remove Course

Both removal methods are carried out via 
the ‘Training Course’ record in the 
‘Course Register ‘.

This is found under ‘People’ in the ‘Menu 
bar’.

Course Register

‘Course Register’



Remove Course

Marking a ‘Course Inactive’ keeps the 
‘Training Course’ in the ‘Course Register’ 
but means that it cannot be added to a 
Worker’s Training Record or set as a 
required ‘Course’ for any ‘Position’.

An inactive ‘Course’ will not be found in 
the ‘Course Register’ unless the user 
specifically selects to be shown inactive 
‘Training Courses’.

Locate the ‘Training Course’ involved.

To make a ‘Course’ Inactive, click 
‘Actions’, then ‘Edit’ to initiate editing the 
‘Course’ details.

Marking a Course Inactive



Remove Course

Click to untick the ‘Course Active’ check-
box.

Then click ‘Save’.

Marking a Course Inactive cont.



Remove Course

Note that an ‘inactive Course’ cannot be 
found while the ‘Course Register’ is in its 
default mode of displaying ‘Active’
courses only.

‘Inactive courses’ can be located by 
altering the ‘Filters’ options so that 
‘Inactive’ is selected under ‘Record 
Status’.

Finding Inactive Courses



Remove Course

To make an ‘Inactive’ course ‘Active’
again, simply reverse this procedure.

Marking a Course Active



Remove Course

Deleting a course removes it from the 
‘Course Register’ permanently.

It will also delete any scheduled 
instances of the course from the ‘Course 
Scheduling Register’.

Historical training records will be retained 
but there will be no alerts or escalations 
when certifications expire.

To permanently delete a course from the 
‘Course Register’, click ‘Actions’, then 
‘Delete’.

Deleting a Course



Remove Course

Note the warning that appears and click
‘Yes’ if you're sure you want to delete the 
course.

The Course is now permanently deleted 
from the ‘Course Register’.

Confirm Deletion




