
Non-Learner Batch Enrollment

1 Click "Admin"
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2 Click "Import File"

3 Click the Import As dropdown to select a User Type
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4 Click the non-learner type you'd like to enroll, the Template will update to the
correct one for that User Type

5 Click "Download Template" and fill out the Batch Enroll Template with the correct
information
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6 Click "Select file" or Drag and drop your template

7 Click "Upload File"
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8 Click the "Organization" dropdown and select the organization you'd like to enroll
the non-learner in
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10 Map any fields that need to be mapped
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12 Click "Submit For Validation"

13 Click the checkbox to select the record you'd like to stage for import
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14 Click the Resubmit Record(s) button (checkmark button)

15 Click "Import Pending Records"
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16 Click "Continue"

17 Click "Download Roster..." if you'd like to download the results of your batch enroll
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18 Click "Include password in roster."

19 Click "Download"
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