Find the Learning Object from the
Learning Object List - Click on view
under class count

Class Count Delete

£33 View (1)
£33 View (1)
£33 View (1)
This will bring up the Learning Object
Instance List- From the Roster - click Roster Delete
view
View (1) | Print

Click - Actions
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There are just 2 Mandatory Fields
that need to be filled out to put
participant’s in the “enrolled” status.

rosteruploader(2) xls
Completed — 25.5 KB
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Employee ID

REQUIRED - Enter EmployeelD
for Each Employee to enroll

Either the Employee ID,
Session 1D, User ID, or User
Mame is REQUIRED for upload

Status type: In this field you would put
“2" to put the users in the “enrolled”
status.

REQUIRED - Enter the number
4 (equals Completed) for Each
Employee to mark completed.
See Below for other status
options. Mote: Users must
first be enrolled to be able to

cancel, complete, no show or
fail.

Other status Options:
Pending- 1

Enrolled - 2
Completed - 4
Cancelled - 5
Waitlist - 16

Mo Show - 6
Completed Failed - 14

Once you have completed the
spreadsheet, save it. | putit on the
desktop so | can easily find it.

Go back to the “action” button and
select Browse, locate the file and press
select.
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Nofle selcted.

-Select One-

Upload/Update Roster

Cancellations Options

- Select One - v Cancel Enrollments

Roster Options

Print Roster Export Roster Email Enroll In Another Course

2 (revised 8/24)




Once the file is selected, it should
appear in the appropriate field.
Click Upload/Update Roster

Multiple User Upload Browse...

Student Statys Optigns

rosteruploader(1).xls
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