
Best viewed in IE or Adobe PDF Reader.

The high-level steps required to enroll students in bulk via the Bulk Enroll screen are shown here. Each step includes sub-steps.

Note that only Managers, Instructors, and Administrators can use the Bulk Enroll feature. Employees who do not have access 
permissions to enroll individuals other than themselves will not have access to the Bulk Enroll screen.

Bulk Enroll Students

Navigation:
• Use the Page Down key to proceed through the click-thru.
• Use the Page Up key to return to a prior slide.

1. Access the 
Class Profile 

Screen

2. Enroll 
Students

3. Import the 
Class Enrollee 

List

4. Review 
Enrollee List



Click Learning > Learning 
Search.

A

1. Access the Class Profile Screen > Step A and B

Search for the class using the 
Filter function.

B



1. Access the Class Profile Screen > Step C

For classes under Instructor-Led 
course types, click the Class Name, 
then skip to Step 2. Enroll Students.

C



1. Access the Class Profile Screen > Step D

For classes under E-Learning and 
Read & Sign course types, click the 
Course Name.

D



1. Access the Class Profile Screen > Step E

Click Enroll Direct Reports.

E



For classes under Instructor-
Led course types, click 
Enroll Students.

A

2. Enroll Students > Step A



For classes under E-Learning 
and Read & Sign courses, click 
Bulk Enroll.

2. Enroll Students > Step A



If you are uploading for the first time, 
click and download the Bulk Enroll 
Student sample file and use that as a 
template. Please check this link 
regularly to make sure that you are 
using the latest CSV template.

A

After you have created your CSV file, 
click Browse to find the file in your 
computer. Then click Next. 

B

3. Import the Class Enrollee List > Steps A and B



Review the email addresses and edit as 
necessary, especially if you see this error 
message because it indicates that you have 
entered an email address that does not exist in 
the system.

To resolve this, either check the user’s Total 
Talent Profile (TTP) for the correct email address 
or update the TTP with the correct email address.

A

4. Review Enrollee List > Steps A and B

Click Finish.

B



This concludes the 
Bulk Enroll Students Quick Steps.
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