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For Test Administrators:

Enrolling Users in a Course

8 Steps
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STEP 1

Click on Admin Menu

n Active Users: 1755 / 20000 « P é - o

STEP 2

Click on Course Management

Admin Menu

Apps & Features
E-LEARNING

API AND SSO Al
Dashboard Manage M
Users
Power Users

E-SIGNATURE El
Groupe Manage M

LCourse Management ]

Course Catalog
Learning Plans

MICROSOFT TEAMS N
Channels

Manage M

Skills Management
Classroom Locations

Central Repository
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STEP 3

Search for the course you wish to enroll users into
<{ Back My Homepage »> Course Management

Course Management

Manage course details and properties

COURSES ADDITIONAL FIELDS ENROLLMENT ADDITIONAL FIELDS

\

O = m ‘ test X | Q| NCAA »

D CODE \ THUMBNAIL NAME TYI-’E CREATION DATE =

O SSI_ALL_15_.. @ Red Cross Training Sess... ILT (Instructor- 03/30/2022

D @ CPR/First Aid/AED Train... ILT (Instructor- 03/4/2022

O AMA_20_DI_... @ DI Academics Advance... E-Learning 02/17/2022
STEP 4
Click on the three dots next to the course

X | Q  NcAa »
TYPE CREATION DATE = SESSIONS COURSE WAITING LIST SESSION

irce Cent... E-Learning 05/9/2022
s for Apri... E-Learning 04/18/2022
for Supe... E-Learning 03/24/2022
ard of G... E-Learning 02/24/2022
Board of... E-Learning 02/23/2022
somplian... E-Learning 02/11/2022
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STEP 5

Click on Enroll Users

5 an

1422 ‘

1116 aan

1056 2

STEP 6

Search for the users you wish to enroll

| Lesy
O USERNAME

D staff.support

LL L]

Edit

Enroll Users

Reports
Duplicate

Delete

AT R
FIRST NAME

Staff

LAST NAMI

Support
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STEP 7

Select the user(s) you wish to enroll

w Enroll Users

Select a single user or multiple users, enroll them into courses, then select their roles in the courses
o Users Additional Information

USERS BRANCHES GROUPS

test B
= USERNAME FIRST NAME LAST NAME EMAIL
test@d2.edu Test D2 User test@d2.

STEP 8
Click on CONFIRM

«  Enroll Users

Select a single user or multiple users, enroll them into courses, then select their roles in the courses

Qusers ) Additional Information

You are about to enroll 1 users
Choose a level for the users not yet enrolled in the course

Level

Learner -

Enroliment Deadline

Set enroliment deadlines

PREVIOUS CANCEL CONFIRM
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For Test Administrators:

Running a Report on a Single Course

4 Steps
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STEP 1

Click on Admin Menu

Active Users: 2259 / 20000 =
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STEP 2
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Click on New Reports

Learning Plans
Channels

Skills Management
Classroom Locations
Central Repository

Observation Checklists

Reports

| New Reports

.Newsletter

DISCOVER, COACH & SHARE

Discover, Coach & Share Settings

SETTINGS

MICROSOFT TEAMS

Manage
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STEP 3

Under Course Summary, search for course

ing Portal Search content in the platform

Reports

ioperties

ITS & DASHBOARDS CUSTOM REPORTS BUILDER

User Personal Summary
View a user summary report and download

&

Course Summary

View a course summary report and
download it as a PDF.

itas a PDF.
[
o
=

Expert Summary
STEP 4
Click on GENERATE

= Learning Portal Search content in the platform

« Back My Homapage > Reports

New Reports
Manage reports details and propertios.

QUICK SUMMARY REPORTS & DASHBOARDS CUSTOM REPORTS BUILDER

[

User Personal Summary

View & user summary report and download
itas a PDF.

Oy
Expert Summary

View an expert summary report and
download it as a PDF

‘

Asset Summary

&

Course Summary

View a course summary report and
download it as a PDF.,

or Admins for April 18 [[

]
Assel Summary

View the asset summary report

GEMNERATE

n Active Users: 2259 / 200(

Last update of reports’ dai

L}
(1]
Courses Dashboard

View Course Dashboard and download it
as a PDF.

O

Channel Summary

n Active Users: 2259 / 20000 ~ P & - -

@ (o]

Last update of reports’ data: 05/19/2022 03:11:34 am (GMT -04:00)

—
[ ]
Courses Dashboard

Wiew Course Dashboard and downioad it
a5 a PDE

|

Channel Summary

View a channel summary report and
downioad it as a POF
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