How to Enroll a learner in an Instructor-led Class
[bookmark: _GoBack]The Register Learners wizard provides you with an intuitive method to enroll learners in a class within the system. Assignments made here will send the user an enrollment notification that contains an iCal attachment to add the class to their calendar.  Any supervisors associated with this user will also receive a notification.  This class will display on the user's My Courses page. 
1. Click the Administration tab.  
2. Next click on Learning Activities in the left column. 
3. Under Learning Activities click on Class Manager.
4. Notice that the start date is populated for you.  To see classes that occurred more than 90 days ago, adjust the Start Date Between fields.  Or, blank out the dates to search all records.  To change the number of records display click on the number of records to display (10, 25, 50, 100, or 200)

[image: ]
5. Enter the name of the class in the search field and click the search button.
6. Click on the radio button next to the class list and click on the Edit button.
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] You can also click on the Class Name to open the record.
[image: ]
7. Click on the Enroll tab.




8. Click the Enroll Learners button.
9. Enter the user name you want to enroll and click on the search button. 
[image: \\dopfslcy002\users\JanetP\Clipart\Information.png] Search by username, email address or last name.  Use Advanced Search to narrow down your selections. 
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] If a user is not coming up in the search results it could mean that they are already registered in this course for a different date.  If a previous class has not been reconciled, the user cannot be enrolled into a new class date until the previous class has been reconciled.  If they are a new employee, you’ll want to confirm that they have a LMS account.
[image: ]
10.   Select the user that you want to enroll in this class from the results list. Click the Next button.
11.  The Confirm Your Decisions screen allows you to double-check your work before you proceed. Click the Previous button to make changes before saving; otherwise click the Save button to continue. 
12.  After saving you will receive a confirmation that the learner has been successfully added to the roster. 
13.  You have completed this process.
[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png] Important!  If a user is on a waitlist for a class and you wish to enroll them in a different class associated with the same course, you need to drop them from the waitlist before enrolling them in the new class.


[image: ]

image5.png




image6.png
Register Learners

Register Learners Wizard / Find User(s)

©

User Table || Users By Group

This list displays all of the learners who may be registered for this course. If a learner does not appear in this list, then the learner is already enrolled or on the waitlist for this class or another class associated with
this course. To register users, select the appropriate list item(s). Click Next to continue.

lesa.terry@des.wa.gov Q Advanced Search
Displaying 1-6 of 6 records. 10 25 50 100 200

D) Bucket

© Username~v Last First Email Address Status  Groups by Manual Groups
Name  Name by
Rule
o lesat Terry Lesa lesa.terry@des.wa.gov Active  DOR BUSINESS & FINANCIAL SERVICES DIVISION, HCA Central Services Administration, HCA Clinical Quality and Care
(lesat) Transformation, HCA Communications Office, HCA Division of Legal Services, Health Care Authority, Washington State (HCA),

Revenue, Department of (DOR)




image2.png
Class Manager: All Classes (2]

Search Q Advanced Search ‘ ‘ Create Class H Batch Class Import

N

Start Date Between: = 4/18/2019 By And: M/dryyyy i)

All Classes || By Location | Need Resources || OpenSeats || Class Import History

This list displays all of the classes in the system. To manage a record, select the desired item and take the appropriate action.

Displaying 1-10 of 3910 records. 10 25 50 100 200





image3.png




image4.png
All Classes || By Location | Need Resources || OpenSeats || Class Import History

This list displays all of the classes in the system. To manage a record, select the desired item and take the appropriate action.

Displaying 1-10 of 29 records. 10 25 50 100 200

& Edit €2 copy % Cancel & Archive

Select Class Name Private Class Code Course Name Start Date ¥ End Date
©  Lesa OFM test class No 2250648082420171212134618 Lesa's OFM Course-change course 12/4/2020 8:00 AM 12/4/2020 12:00 PM
name test (America/Los_Angeles)  (America/Los_Angeles)

(UTC -07:00) (UTC -07:00)




image7.png
Washington State Department of

Enterprise Services




