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To manage enrollments you need to complete the following steps: 
 
1. On the top menu bar you will see a button for My Responsibilities.  Click on the My Responsibilities 

button. 
 
 
 
 
2. Under My Content, click on the name of the course you want to manage enrollments for.   
 
 
 
 
 
 
 
 
 
 
 
3. Select Manage Enrollment.  
 
 
 
 
 
 
 
 
 
4. To enroll users under Actions select Enroll Users. 
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5. Under Users, search for the person you want to enroll into the course. 
 
 
 
 
 
 
 
 
 
 
 
6. Click the check box next to the person’s name and then click on Batch Enroll Users.  The user will be 

enrolled in the course. 
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To cancel a person’s enrollment, complete the following steps: 
 
1. On the top menu bar you will see a button for My Responsibilities.  Click on the My Responsibilities 

button. 
 
 
 
 
2. Under My Content, click on the name of the course you want to cancel a persons enrollment for.   
 
 
 
 
 
 
 
 
 
 
 
3. Select Manage Enrollment.  
 
 
 
 
 
 
 
 
 
 
4. Under Actions select Manage Enrollment. 
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5. The list of names of people enrolled in the course will be displayed.  Select the check box next to the 

name of the person you are going to cancel from the section and select Cancel Enrollment or Waitlist. 
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To email students enrolled in a course, or to print a roster, or to close out a course, complete the following 
steps: 
 
1. On the top menu bar you will see a button for My Responsibilities.  Click on the My Responsibilities 

button. 
 
 
 
 
2. Under Instructor Tools, click on the name of the course.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Created: 4/1/2014  Page 5 of 7 
Last Update: 4/1/2014   
 
 



iLearnOregon 
Manage Students 

 
3. To send an email to all the students, select Email All.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. A pop-up window will appear.  Complete all the required fields and then select Send. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Created: 4/1/2014  Page 6 of 7 
Last Update: 4/1/2014   
 
 



iLearnOregon 
Manage Students 

 
5. To print a roster, click on Export to Excel.  A pop-up window will display where you can save the file or 

print it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Once a course is over you will need to go into Instructor Tools to record attendance.  Click on Record 

Attendance, Status, and Scores. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. The Student Information screen will appear.  For each student, record whether they attended the 

course or not and then click Save. 
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