How to manage users
and their enrolments



Navigate to administrator dashboard

Users
Use@ e

User Enroliments 4w

From the administration dashboard,
select the users tab from the
navigation bar on the left.




Select user
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First Name ~
Alexander
Al

Cecll
Cherry
Gregg
Hilary
Joe
Joseph
Kelsey
Lynne
Nanette
Nelson
Nona

Penelope

On the users tab, you are presented
with your list of employees.

Selecting one or more employee names
(by ticking the box), will present actions
on the right navigation bar.

Sheena Wilcox

1] Actions

Last Name »
Campbell
Scme»cé]ﬁ
Landry
Hubbard
Francis
Levy
Bloggs
Keller
Arellano
Kirby
Cummings
liata
Hobbs

Shah

Y Username » Y

alexander.campbell
ali.schneider
cecil landry
cherry.hubbard
gregg.francis
hilary.levy

joe bloggs

joseph. keller
kelsey areliano
lynne.kirby
nanette.cummings
nelson mata
nona.hoebbs

penelope.shah

1 item(s) selected

Last Logged In »

2022-03-18 02.31 PM

2022-03-08 02:21 PM
2022-03-08 01:15 PM
2022-03-08 02.36 PM
2022-03-25 04:32 PM
2022-03-28 09:34 AM

2022-03-30 06:16 PM

2022-03-16 02:12 PM
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2022-03-08 02:01 PM
2022-04-01 01:37 PM

2022-03-17 10.08 AM

Enroll User

User Transcript

Impersonate

View Enroliments




Enrol multiple users

Users Enrol users allows you to enrol one or
more employees onto a course.
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Alexander Campbeil alexander.campbell 202203-18 02:31 PM | 1B
All Schneider ali.schneder | W—I
Cecll Landry cecll andry 2022-03-08 0221 PM ‘
Chery Hubbard cherry hubbara 2022-03-08 0115 PM i
Greag Francis gregg.francis 2022-03-08 02:36 PM
Hilary Levy hilary levy 2022-03-25 04:32 PM I
Joe Bloggs joe bloggs 2022-03-28 09:34 AM
Joseph Keller joseph keller 2022-03-30 06:16 PM ‘
Kelsev Arellann kaisev arellana



User transcript

Mentorl_earn ntelligent Assist Sheena Wilcox -

Users

i ] Actions

“ ? Add Filter

0 o e =)
~ = B < @ d Enroll User b A
User transcript allows you to view an
iB First Name = Y LastName» Y (Use , User Transcript D
employee's learner progress and track
Alexander Campbell alex completion of their allocated courses. | Messaq el i
=) Ali Schneider ali
Cecll Landry cecil landry 2022-03-08 02:21 PM
|
Cherry Hubbard cherry.hubbard 2022-03-08 01:15 PM [
I Impersonate o
Gregg Francis gregg.francis 2022-03-08 02:36 PM ‘
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Hilary Levy hilary.levy 2022-03-25 04:32 PM
Joe Bloggs joe.bloggs 2022-03-28 09:34 AM
[
Joseph Keller joseph keller 2022-03-30 0616 PM ‘ ViewActvity Feed &)
Kelsey Arellano kelsey arellano
Lynne Kirby lynne.Kirby 2022-03-16 02:12 PM
~ Deselect @
Nanette Cummings nanette.cummings 2022-03-08 02:01 PM
Neison Mata nelson.mata 2022-04-01 01:37 PM
Nona Hobbs nona.hebbs 2022-03-17 10:08 AM
Penelope Shah penelope.shah



Message user
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Message user allows you to

Alexander Campbell aslexander]  communicate through Mentorlearn, Vol =
. sending direct messages to your m#ﬂ
Ali Schneider ali.schneid
employees.

Cecil Landry cecil landr]
Chermy Hubbard cherry.hubbard 2022-03-08 01:15 PM

i =
Gregg Francis gregg.francis 2022-03-08 02:36 PM ‘
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Hilary Levy hilary.levy 2022-03-25 04:32 PM
Joe Bloggs joe bloggs 2022-03-28 09:34 AM
Joseph Keller joseph keller \ MiswACMy Fesd |, i1

Kelsey Arellano kelsey.arellano

Lynne Kirby lynne kirby 2022-03-16 02:12 PM |
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Nanette Cummings nanette.cummings 2022-03-08 02:01 PM

Neison Mata nelson.mata 2022-04-0101:37 PM

Nona Hobbs nona.hobbs 2022-03-17 10:08 AM

Penelope Shah penelope.shah




Impersonate
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B
Alexander Campbell alexander.campbell 2022-03-18 02:31 PM Message User
0O Ali Schneider ali.schnei
Cecll Landry cecl land Impersonate is useful for
Cheiy s e troubleshoo‘ang and will show you Fhe
user's view as if they were logged in. Irwefsonatsh
Gregg o gr=aa 3l This will help you resolve any issues
) View Enroliments (=]
Hilary Levy hilary. levy they are having.
Joe Bloggs joe blogg
Joseph Keller joseph.keller 2022-03-30 06:16 PM
Kelsey Arellano kelsey arellanc
Lynne Kirby lynne.Kirby 2022-03-16 02:12 PM
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Nanette Cummings nanette.cummings 2022-03-08 02:01 PM
Nelson lata nelson.mata 2022-04-01 01:37 PM
Nona Hobbs nona.hobbs 2022-03-17 10:08 AM
Penelope Shah penelope.shah



Impersonate view
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When you have selected to
impersonate an employee,
you will see a red burger
menu.

Click on the red burger menu
to return to your
administrator view.

Welcome, Alexander Campbell

We are happy you stopped by.

Resume My Courses Catalogue
Nothing to resume yet See courses you ore enrclled in See a complete list of avalloble courses
= Inbox o Frequently Asked Questions
Your priority messages The answers Lo your questions
Resources Calendar
Browse or downlcad resources See your scheduled events



View enrolments
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Last Name »
Campbell
Schneider
Landry
Hubbard

Francis

Bloggs
Keller
Arellano
Kirby
Cummings
lata
Hobbs

Shah
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Username »
alexander.campbell
ali.schneider

cecil landry
cherry.hubbard
gregg.francis
hilary.levy

joe bloggs

joseph keller
kelsey arellano
lynne.kirby
nanette.cummings
nelsen.mata
nona.hebbs

penelope.shah
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1 item(s) selected

Last Logged In »

2022-03-18 02:31 PM

2022-03-08 02:21 PM
2022-03-08 01:15 PM
2022-03-08 02:36 PM
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2022-04-01 01:37 PM
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View enrolments to
check what courses
your employees have
been enrolled on.




View enrolments
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Code of conduct

Cyber security

Fraud preventio
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When you view enrolments, you
can check what courses your
employees have been enrolled on.

You can also enrol them onto
further courses by clicking add
enrolment or view their completed

courses by clicking view historic.
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View activity feed
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Campbell
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Levy
Bloggs
Keller
Arellano
Kirby
Cummings
Mata
Hobbs

Shah

Username »
alexander.campbell
ali.schneider
ceclil landry
cherry. hubbard
grega.francis
hilary.levy

joe bloggs

joseph keller
keisey.arellano
lynne.Kirby
nanette.cummings
nelson.mata
nona.hobbs

penelope.shah

1 item(s) selected

Last Logged In »

2022-03-18 02:31 PM

2022-03-08 02:21 PM
2022-03-08 01:15 PM

2022-03-08 02:36 PM

2022-03-25 04:32 PM

2022-03-28 09:34 AM

2022-03-16 02:12 PM

2022-03-08 02:01 PM

2022-04-01 01:37 PM

2022-03-17 10:08 AM
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Select view activity
feed to see employee
login and course
activity information.
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