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Purpose 

 This job aid is for users who have a special security role that allows them to register their direct reports and 
other viewable users to specific learning activities. 

Requirements 

 • Access to Manager Mode 
• Security role permissions to be able to register others for training 

Procedure 
 1. Log into the Learning Hub.  
 2. Click the Administrator icon then PRODUCT ADMINISTRATION>LEARNING ACTIVITIES 
 

 
 3. Search for course.  

Click in the Search box on the top left of the Learning Activities.  There you will type something unique 
such as Epic ADT 101, ORCA Training, Sexual Harrassment, etc.  like this to search for your particular 
course offering.  This will narrow the search to just show you the course offering you are looking for. 
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 4. Once class to register someone for it found, click the arrow next to the EDIT button and then Manage 

Roster on the dropdown menu. 
 
 
 
 
 
 
 
 

 
  

  

 5. You will be taken to a Batch Registration page.  If you are registering someone for an in person class you will 
have the option here to select the class for them to register for.  For an online training their will only be that 
single option. 
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 6. Scroll down and click continue 

 

 
 7. Scroll down a bit.  In Available Users Box click Add button 

 

 
 8. A pop up window will open. 

If you have it,  put the users AMC/Email address in the box and click “Next” 
The search should find 1 record that matches the user.  Click Select All and they will be ready to be 
registered. 
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 If you do not have an AMC/Email, Select Viewable Users. Click Next.  In search box type last name and click Go.  

Hopefully you choices will be limited, Click radio box next to name.   Click OK and they will be ready to be 
registered. 

 

 
 Selecting  users will put them into the Available Users part of the screen.  If there are problems with their 

regsitration such as having already been registered for the class, a Yellow indicator will apear next to their 
name.  You can click on it for details, and then either choice to register them or not for the training by deslecting 
their record if needed. 
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 9. Once you have searched and found your user(s).  Click Arrow in middle of the screen to move users from 

Available Users to Registration.  

 

 
 

 
 10. When done, click Submit to add them to the class.   
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