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1. To access Enrolment Manager click the Administration tab 

 

2. Click Section Search to find course to enrol on 

3. Enter course title in the Value field 

 

4. Click Run Query button 

 

 

PLEASE NOTE: 

YOU MUST NOT ADD YOURSELF OR ANY COLLEAGUE AS SECTION 

DESIGNER/INSTRUCTOR TO ANY MODULE OR COURSE THAT DOES NOT HAVE 
A RECOGNISABLE STAFF ID ALREADY ENROLLED!! 
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5. Click course title i.e. TLTC WebLearn Workshops 

 

6. Select Role(s) required i.e Student 

 

7.  Click Find User to Enroll button 
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8. Enter staff or student username in the Specify a user to enroll field  

 

9. Click Enroll button 

10.A confirmation window displays 

 

11.Click OK to continue 


