
  

Catch-Up Module Completion Guide 

When completing an event catch-up module, please follow the steps outlined to ensure 
your progress is accurately reflected in your engagement percentage.  

 

 When a catch-up module is added to your Steplab it will show in the Learn section:  

 

 

 

 

 

 

 

 Click on the module to start: 
 

 

 



 

 A blue circle indicates a section has been completed.  

 

 

 When you have worked through the final section of a catch-up module, with all blue 
circles showing as completed on the right, click on ‘Back to Learn’.  
 

 

 

 

 

 

 



 

 The final stage to marking a module as complete: Click on ‘Mark course as 
complete’ back in the learn section.  

 

 

 When you mark a course as complete, you will receive this message: 

 

 

 

 

 



 

 

 

If the ‘Mark course as complete’ step is not carried out, the engagement % on your My 
Ambition platform will not increase towards your 90% or above, overall completion target. 

 

 

 

Please note: Any content completed on Steplab will take 24hours to sync with your My 
Ambition platform. 

 


