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Bulk Enrollment 
 
To access the bulk enrollment tool in iLearnOregon you need to complete the following steps: 
 
1. Click Administration.  
2. Click Custom Tools.  A new window will open.  
 
 
 
 
 
 
 
 
 
 
3. From the Custom Tools page, select Admin Tools. 
4. From the Admin Tools drop down menu, select Bulk Enrollment. 
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5. The search page will display.  Click on Search Courses.  A new window will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Enter in the title of the course.   
7. If you want to search for courses that occurred in the past then select Include sections in the past. 
8. Select Search. 
 
 
 
 
 
 
 
 
9. The search results will display. 
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10. To select the course that you want to enroll people into, select the green plus sign. 
 
 
 
 
 
 
 
 
 
 
 
11. After selecting the green plus sign close out of the search window. 
12. On the Bulk Enrollment screen you will see that the course has been added. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13. To enroll people into the course you have selected, click on Search Users.  A new window will display. 
14. Enter in the search criteria for the user you are looking for and click on Search.   
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15. Your search results will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
16. To select the user that you want to enroll into the course, select the green plus sign. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
17. Repeat steps 14-16 until you have added all of the users you want to bulk enroll into the course.  Once 

you are done close out of the search for user window. 
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18. On the Bulk Enrollment screen you will see all of the users that you want to enroll in the course. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
19. To process the enrollments select Process Enrollments.  You will receive a confirmation at the top of 

the screen once it is complete. 
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Managing Organizations 
 
To access the organizations tool in iLearnOregon you need to complete the following steps: 
 
1. Click Administration.  
2. Click Custom Tools.  A new window will open.  
 
 
 
 
 
 
 
 
 
 
3. From the Custom Tools page, select Admin Tools. 
4. From the Admin Tools drop down menu, select Organizations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. The Organization Edit page displays.  From the drop down menu select an organization you want to 

manage and then click on Select Org. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Created: 6/16/10 DAS – HRSD Page 6 of 15 
Last Update: 12/01/10  



ILEARNOREGON 
CUSTOM TOOLS 

 
6. You will now be able to add, edit, delete, or move an organization and add or delete users from an 

organization. 
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To add an organization, complete the following steps: 
1. Select Add Org.  This will take you to the add organization page. 
2. Add the name of the organization and description. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Add New. 
 
3. Select Add New to create the new organization. 
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To edit an organization, complete the following steps: 
1. Select Edit Org.  This will take you to the edit organization page. 
2. You can edit the organization name, description, and add/remove managers. 
3. Make your edits and then select Update. 
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Resetting Passwords 
 
To reset a user’s password complete the following steps: 
 
1. Click Administration.  
2. Click Custom Tools.  A new window will open.  
 
 
 
 
 
 
 
 
 
 
3. From the Custom Tools page, select Admin Tools. 
4. From the Admin Tools drop down menu, select Password Set. 
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5. The password reset page displays.  Select Search Users to find the user that you need to reset the 

password for.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. A new window will display.  Enter in the search criteria for the user you are looking for and click on 

Search.   
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7. Your search results will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. To select the user that you want, select the green plus sign. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Close the search window. 
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10. The password reset page will display. 
11. Enter in the new password and confirm the password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
12. Select Change Password. 
 
NOTE:  The user will not receive automatic notification that their password has been changed.  You will 
need to either let them know via phone or email. 
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Custom Reports 
 
To view the 3 custom reports complete the following steps: 
 
1. Click Administration.  
2. Click Custom Tools.  A new window will open.  
 
 
 
 
 
 
 
3. From the Custom Tools page, select Reporting.   
 
There are 3 reports available:   

• Training Progress by User: The Official Transcript report displays a user’s training progress by 
each course they have completed.  The report also displays the total number of hours for each 
course and the total number of training hours that the user has completed.  Note:  Only the user 
has access to this report unless an administrator proxy logs into the users account. 

• Instructor Credit:  The Instructor Credit report displays the number of hours an instructor taught 
by course and overall training hours.  

• All iLearn Courses:  The All iLearn Courses report displays all the active and inactive courses in 
the system.  The report also displays who the owner is and their contract information. 

 
4. From the Reporting drop down menu, select the report you want to view. 
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5. You can export the report into pdf or Excel.  Click on the Select a format drop down menu. 
6. Select either Excel or Acrobat (PDF) file from the drop down. 
7. Click on Export. 
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