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This job aid is intended to illustrate how to enroll learners into multiple ELM activity.  

1. From the left navigation menu in ELM, navigate to Enterprise Learning > Learner Tasks > 
Enroll Learners.  

 

   
 

2. The Enroll Learners – Find Requester page appears.  In order to enroll Learners, you will 
have to first enter your name in the Requester’s First Name and Requester’s Last Name 
field and click the Search button.    
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3. Click the Select button next to your name in the search list that appears: 

 

 

 
4. Next, search for the activity you are creating enrollment for on the Enroll Learners – 

Search for Learning page.  Enter the Title of the activity and click the Search button. 
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5. Click the Enroll button next to the Name in the search list that appears: 
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6. On the Enroll Learners – Find Learners page, you can search for a learner by a number of 

types of information, including Name and/or Employee ID (State of Ohio User ID). When 
you have entered your search criteria, click the Search button. 
 

 

 

The learner appears on the on the Enroll Learners – Select Learners page. 
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Click the Select check box next to the 

learner’s name to select it. 

If Approval is Required, 

and you wish to approve, 

click the Approve 

Enrollment Now check 

box. Leave unchecked if 

you would like the manager 

to approve. 
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7. Click the Continue Enrollment button. 
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8. On the Enroll Learners – Payment Details page, click the Submit Enrollment button. 
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9. On the Enroll Learners – Enrollment Confirmation page, it indicates if the enrollment was 

successful and the enrollment status for each learner. In this case the enrollment status is 

Pending Approval. Click Search for Learning to enroll the learner in another activity. 

 

 
 

10. Next, search for the additional activity on the Enroll Learners – Search for Learning page.  
Enter the Title of the activity and click the Search button. 
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11. Click the Enroll button next to the Name in the search list that appears: 

 

 
 

  

 



Enrolling Learners into Multiple Activities  

Page 11 of 13  Revision Date: 09/11/2013 
 

 
12. On the Enroll Learners – Find Learners page click Search to continue enrollment for the 

single learner.  
 

 
  

 

To add enroll additional learners to this 

activity, enter search criteria first and 

then click the Search button.  
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13. Click the Continue Enrollment button. 
 

 
 

14. On the Enroll Learners – Payment Details page, click the Submit Enrollment button. 
 

 
  

 

 
 Ignore the Fees Information section.  
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15. On the Enroll Learners – Enrollment Confirmation page, it indicates if the enrollment was 

successful and the enrollment status for the learner. 

 

 

 

 
 


