Register a Learner
The Register Learners wizard provides you with an intuitive method to enroll learners in a class within the system. Assignments made here will place this class on the user's My Required Learning page. 
Click the Administration tab.  
Next click on Learning Activities in the left column. 
Under Learning Activities click on Class Manager.
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When browsing through the list of classes you may want to expand your view. Select 200 from the Results per Page drop-down menu and click the Show button. 
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Scroll down the page and select the class.
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[bookmark: _GoBack]Scroll to the bottom of the page and click Edit. 
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Click on the Enroll tab.
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Click the Enroll Learners button.
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To search for a registered learner enter their name and click on the Go button. 
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Select the learner that you want to enroll in this class from the results list. If you do not find your learner then they will need to be added to the system. Click the Next button.
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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. 
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After saving you will receive a confirmation that the learner has been successfully added to the roster. 
[image: ]
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