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Enrolling Others in a Course

Learning Administrators can effortlessly enroll members into courses. This guide will walk you through

how to enroll someone.

PROCESS

For Learner Registration Admins Only.

1. Afteryou’ve accessed CUES Learning Portal, navigate to the “Course Admin Dashboard”. This will
show you all courses available as a Learning Admin. From here you can search for a course.
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2. Find the course you’d like to enroll others in and click on the title to launch the course.
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Enrolling Others in a Course

PROCESS (cont.)

3. Atthe top right of the course outline f

page, click on the Admin Wrench Icon, &9

'CUES

then click on “User Management”.
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4. You will now be redirected to the User Management page, from here you can enroll members into the

course manually, or bulk using a csv file. To do this, click on “Manage Users” at the top right of the
page and then click on your preferred method.
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