Guide to creating new course and enroll it  Scribe~
to all student in a department

1 Navigate to
https://learning.com.com.sg/login/?loggedout=true&wp lang=en US

2 Fill the "Username or Email Address" field.

Log

You are now logged out.

Username or Email Address

Password

[JRemember Me

Made with Scribe - https://scribehow.com 1


https://scribehow.com
https://learning.cbm.com.sg/login/?loggedout=true&wp_lang=en_US

3  Click "Log In"

userl

Password

[ITTXT]

[JRemember Me

* Lost your password?

4  Click "Courses"

# Learning Portal 9 + New

Destiboard Dashboard

Media At a Glance LT Quick Draft

Lifterl MS

¥ AW T WordPress Events and News
C : Courses

Memberships Add Course — .

~ Difficulties
as Users

Lessons
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5 Click "Add Course"

# Learning Portal 4 New View Posts

(#) LifterLms

@ Dashboard

07 Media
LifterLMS
Courses
# Courses
All @) | Mine (1) | Published (4) | Trash (7)
Courses :
| Bulk actions ‘ Apply All dates v | Filter ‘
Add Course
() Title Instructors Author jossans
(] New Staff Orientation T teacher T teacher 2 Lessons

via On-line E-Learning

6  Add the title of the course

- 7z « = Launch Course Builder

Training Orientation Course

Add a short description -23"'.. our course visible to -Eii VISITOrS
Course Information

Course Instructor
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7  Delete anything unnecessary by clicking this icon.

‘ L« = Launch Course Builder

Training Orientation Course

le to all visitors...

‘EEE: B I o v ([i]

Course Information

Course Instructor

8 Click "Delete"

Group
Lock ﬂ
Create pattern <<>
Move to user one
. Author
Edit as HTML
lift+Alt+
No access plans found. = Shil (e ee

This course does not have any sections.

Made with Scribe - https://scribehow.com



9  Add description for the course.

7 « = Launch Course Builder

Training Orientation Course

Add a short descriptigh of yaur course visible to all visitors._..

Course Instructor

user one
Author

10 Pressctrl+v

Made with Scribe - https://scribehow.com



11 As follow.

f“)l 2« = Launch Course Builder

e ~. 0 B T ~

T P = B I o

rse

The Training Orientation Course is a comprehensive program designed to onboard new hires
condensed yet impactful course covers essential topics such as company values, mission, anc
interactive modules, participants fwill gain insights into key company policies. communicatior
foster a sense of belonging. equip employees with the necessary knowledge to excel in their |

collaborative work journey.

Course Instructor

s

12 This is the info box of instructor who creates this course. You can delete if you
don't want.

interactive modules, participants will gain insights into key company policies, communication protocols, and to
foster a sense of belonging. equip employees with the necessary knowledge to excel in their positions, and esta

collaborative work journey.

Course Instructor

o)

user one

Author

No access plans found.
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13  Click on and delete any extra things as follow.

user one

Author

No access plans found.

This course does not have a

14 Click this icon.

Course Instructor

user one

Author

= ]

No access plans found.
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15 Click "Delete"

collaborative w

Group
Lock

Course In| &
Create pattern (O
Move to
Edit as HTML
Delete shift+alt+Z

No access plans found.

16  Click "Course"

inizational culture and practices. This
rrview of departmental functions. Through
it are integral to their roles. The course aims to

1 strong foundation for a successful and

Made with Scribe - https://scribehow.com

Save draft

jm] Publish

Course Block

#2  Instructors

Enroliment Visibility

DISPLAY TO

user one

Author

| everyone

s Permissions

Advanced



17  Click the "Training" field or "Department" under Course Categories.

Discussion
Post Attributes
Course Categories

All Course Categories = Most Used
() ingensys
O
() Projects
C] Security
(] solutions
[T)systematic
[:]Training

wsH

50%

18 Click "Set featured image" for the course. (It is recommended to add)

inizational culture and practices. This
rview of departmental functions. Through T
it are integral to their roles. The course aims to

1 strong foundation for a successful and Tracks

Featured image

Setfeatured image

Discussion
Post Attributes
Course Categories

All Course Categories = Most Used

50%
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19 Choose a photo. You can upload if you want.

20 Click "Set featured image"

L 4

Learn how to describe the

purpose of the image. Leave
empty if the image is purely
decorative.

Title | austin-distel-rxpThOwuvt |

Caption ‘
]
Description ‘
)
File URL:

Sef featured image

Made with Scribe - https://scribehow.com 10



21 Click "Publish"

savedraft [ (EEMNEM 4 @ E

Course Block x
Summary ~
s g : < Difficulties ~
inizational culture and practices. This
rview of departmental functions. Through Tags w
it are integral to their roles. The course aims to
1 strong foundation for a successful and Tracks ~
Featured image ~

Click "Publish". New course will be published. However, Do not exist from this
22 b
page because you still need to create lessons for this course.

Are you ready to publish?

Double-check your settings before

publishing.
Learning Portal
inizational culture and practices. This leaming.cher com g
rview of departmental functions. Through
) ) . Visibility: Public ~
it are integral to their roles. The course aims to
1 strong foundation for a successful and Publish: Immediately o
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23 Click "Launch Course Builder". This is a builder that create lessons for this course.

z « = Launch Course Builder

Training Orientation Course

The Training Orientation Course is a comprehensive program designed to onboard new hir
condensed yet impactful course covers essential topics such as company values, mission,
interactive modules, participants will gain insights into key company policies. communical

foster a sense of belonging. equip employees with the necessary knowledge to excel in the

rmey.

-~

Fal

e

Course Instructor

/%

24 Click "Section"

Howdy, user one [l

ADD ELEMENTS

-

Made with Scribe - https://scribehow.com 12



25 Double-click "New Section" to change title.

=_" @ Learning Portal B 4+ New

Training Orientation Course o 7

Section 1: New(Segtion © B @

26 Click "New Lesson" to add new lesson to the section.

Howdy, user one [l

ADD ELEMENTS

Section

0
- New: Lesson

E Existing Lesson

Expand All a Collapse All

OUTLINE

YOUR -
counsr:;ﬂ
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27 Double-click "New Lesson"

# Learning Portal 4+ New

Training Orientation Course o 7

Section 1: Section 1

Lesson 1: New Le|55c|n B ® ® M ID:temp.47
&t ¥ @

28 Change the name.
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29 When you hover the pointer on the lesson, you will see "W" logo on the right.
However, you won't see it something. You may need to wait for 3 to 10 seconds to
see it. Please try hover the pointer again and again until you see it.

'\T}I @ Learning Portal i 4+ New

Training Orientation Course o 7

Section 1: Section 1

Lesson 1: Newllesson @ I @ @ @ $5 @ 1D:2244

o ¥ @

30 Click here. This one will navigate you to the page where you can create a lesson.
You can add Pdf, Video, Link, File and so on.

# Learning Portal 4+ New

Training Orientation Course © 4

Section 1: Section 1
Open WordPress lesson editor

Ea R GRICRERE | ISER

Lesson 1: Lesson1 [ if¥]

Made with Scribe - https://scribehow.com 15



31 Thisis title of the lesson. Click on it and ..

New Lesson

Mark Complete

Back to Course

Training Orientation Course

32 Click " enter" to get space between "Title" and "Mark Complete".

Made with Scribe - https://scribehow.com
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33 Click this icon.

Mark Complete

34 Click the "Search for blocks and patterns" field.

Made with Scribe - https://scribehow.com

bes’ I o]
T = n
Paragraph Image Heading
= = 7
Gallery List Quote

Les:

17



35 Type "pdf" or others

36 Click "PDF Viewer"

Made with Scribe - https://scribehow.com

pdf x

= O

PDF Viewer File

Enro

DISPL

Adv:

Lo
Th

18



37 Click "Upload"

Replace

@ PDF Viewer

Drag a PDF, upload a new one, insert from URL or select a file from your library.

Upload Media Library  Insert from URL

Mark Complete

Back to Course

38 You will see uploaded Pdf as follow. You can add as many as you want for this
lesson

@ i Replace

MNavigate ta http//localhost:B080/learnin.
eBwp lang=en US

2 Qick the "Username or Email Address” field.
F. -\
W)
WY

Mark Complete

Made with Scribe - https://scribehow.com
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39 Click "Update" after finishing. Then, go back to previous page.

T EX]

Lesson Block x
Summary ~
Featured image ~

Set featured image

Excerpt ~
Discussion ~
Post Attributes ~

40 Click "New Lesson" if you want to add new lesson. In this case, I will add quiz.

Howdy, user one [l

ADD ELEMENTS

Section

MNew Lesson

Existing Lesson

Made with Scribe - https://scribehow.com



41 Double-click "New Lesson"

Training Orientation Course ©

Section 1: Section 1

Lesson 1: Lesson 1
& ¥ @

Lesson 2: New Les.|son B ® @ @ D:temp

& ¥ @

42 Type "Quiz enter"

Made with Scribe - https://scribehow.com
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43  Click here to add Quiz. Quiz window will popup on the right.

Training Orientation Course o &

Section 1: Section 1

Lesson 1: Lesson 1
T ¥ @

Add a quiz
Lesson .

T ¥ e

44  Click "Create New Quiz"

Lesson Assignment Quiz

There's no quiz associated with this lesson.

S -
- Create New Quiz

B Add Existing Quiz

Made with Scribe - https://scribehow.com 22



45  You can add description for the Quiz.

Click this number field and update for passing percentage.

B I #= = i= ¢ — = &£ 8 =B

Engage vour mind with our Quick Quiz Challenge! This fast-paced and entertaini
provoking questions across different topics. Whether you're a trivia enthusiast or
vour knowledge, this quiz offers a brief vet exciting experience. Challenge yourse
quick mental workout as you explore a mix of interesting questions. It's the perfe
knowledge to vour dav.

Passing Percentage © Limit Attempts @

65

L1

Show Correct Answers @ Randomize Question C

Question Bank @ Get Lifterl MS Advanced Quizzes

46 Click here to add Limit Attempts.

Vizudil I2AL
o = 2 66— 2 E L RE
vour mind with our Quick Quiz Challenge! This fast-paced and entertaining quiz features a variety of thought- =
ng questions across different topics. Whether you're a trivia enthusiast or just looking for a fun wav to test

owledge, this quiz offers a brief vet exciting experience. Challenge vourself, compete with friends, and enjov a
1ental workout as you explore a mix of interesting questions. It's the perfect way to add a dash of fun and

dge to vour dav.
rcentage @ Limit Attempts @ Time Limit
act Answers © Randomize Question Order @

ank @ Get LifterLMS Advanced Quizzes

Made with Scribe - https://scribehow.com



47 Click this number field.
B 14 = = = B — = = = & F =

ingage vour mind with our Quick Quiz Challenge! This fast-paced and entertaining quiz features a varietv of thought-
rovoking questions across different topics. Whether vou're a trivia enthusiast or just looking for a fun wav to test
our knowledge, this quiz offers a brief vet exciting experience. Challenge vourself, compete with friends, and enjoy a
mick mental workout as you explore a mix of interesting questions. It's the perfect way to add a dash of fun and
mnowledge to your dav.

ising Percentage © Limit Attempts @ @ Timelimit @
! 5 s
w Correct Answers © Randomize Question Order @

estion Bank @ Get LifterLMS Advanced Quizzes

48 Add attempt count.

Made with Scribe - https://scribehow.com
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49 The following is for Time Limit.

we = 2 66— = =E =L RE

vour mind with our Quick Quiz Challenge! This fast-paced and entertaining quiz features a varietv of thought-
ng questions across different topics. Whether yvou're a trivia enthusiast or just looking for a fun wav to test
owledge, this quiz offers a brief vet exciting experience. Challenge vourself, compete with friends, and enjoy a
1ental workout as yvou explore a mix of interesting questions. It's the perfect way to add a dash of fun and

dge to your dayv. =

rcentage @ Limit Attempts @ @ Timelimit © [ @]
10 30

act Answers © Randomize Question Order &

ank @ Get Lifterl MS Advanced Quizzes

50 The following is for showing correct answers.

EINZASE YOUD IINNU WILID OUr QUICK VUL CITAIENEE! 1S 1dsi-PAaced diu ellertding quiz 1IedLures d variely o1 Lowge-
provoking questions across different topics. Whether vou're a trivia enthusiast or just looking for a fun wav to test
vour knowledge, this quiz offers a brief vet exciting experience. Challenge vourself, compete with friends, and enjoy a
quick mental workout as you explore a mix of interesting questions. It's the perfect wayv to add a dash of fun and

knowledge to vour dayv.

Passing Percentage © Limit Attempts @ @ Timelimit @
70 10

Show Correct Answers © Randomize Question Order @

Question Bank @ Get Lifterl MS Advanced Quizzes

Click "Add Question" below to start building your quiz!

Made with Scribe - https://scribehow.com 25



51  This button will randomize the question order.

your mind with our Quick Quiz Challenge! This tast-paced and entertaining quiz teatures a variety ot thought-
ng questions across different topics. Whether yvou're a trivia enthusiast or just looking for a fun wav to test
owledge, this quiz offers a brief vet exciting experience. Challenge vourself, compete with friends, and enjov a
1ental workout as you explore a mix of interesting questions. It's the perfect wayv to add a dash of fun and

dge to vour dav.
rcentage @ Limit Attempts @ @ Timelimit @

10

act Answers © Randomize Question Order &

ank @ Get LifterLMS Advanced Quizzes

Click "Add Question" below to start building your quiz!

52 Let's add new quiz question. Click "Add Question"

xct Answers @ Randomize Question Order & [ @)

ank @ Get Lifterl MS Advanced Quizrzes

Click "Add Question" below to start building your quiz!

]

apse All n Expand All Add Question O |=
3

=

Made with Scribe - https://scribehow.com
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53 Click "Multiple Choice"

Add a Question

Basic Questions

Advanced Questions

n]a]=]

Nthar
54 Click here.
Passing Percentage © Limit Attempts ©
70 10

Show Correct Answers @

Question Bank @ Get LifterLMS Advanced Quizzes

Enter ylour guestion...

Description Image

Choices

Enter a choice.

B Enter a choice.

Result Clarifications

Made with Scribe - https://scribehow.com
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55 Type"t+1=7"

56 Click here.

Show Correct Answers @ Randomize C

Question Bank © Get LifterlMS Advanced Quizzes

B

Description Image

Result Clarifications

57 Type'ans1"

Made with Scribe - https://scribehow.com
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58 Click here.

Show Correct Answers © Randomize

Question Bank @ Get Lifterl MS Advanced Quizzes

Description Image

Choices

Result Clarifications

59 Type'ans2"

Made with Scribe - https://scribehow.com
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60 Click "Add Choice" to add new questions and add answers.

act Answers ©

ank @ Get Lifterl MS Advanced Quizzes

Randomize Question Order ©

G:_} G'r

F1=2 -+ 0D m 1 POINTS
n Image Video

Multiple Correct Choices
rifications

61 ** You will see Green color with the word "A". This indicates that first one is

correct answer. In this case, second one is correct answer. So, we need to click on

second Rounded icon as below.

Made with Scribe - https://scribehow.com

WILESUON BdIE W el LIETLIVIS AUVANLEU WIUILLEY

1+1:?

Description Image

Choices

Result Clarifications

Collapse all B Expand All

30



62 Let's add next question. Click "Add Question"

1=2 > 1 POINTS
Image Video
Multiple Correct Choices
(22
)
=X '(:\:
b=,
fications

L3
N - B S
3

63 Click "Picture Choice"

1d a Question

lasic Questions

v Multiple Choice [a) Picture Choice © True or False

\dvanced Questions

Yhar

Made with Scribe - https://scribehow.com 31



64 Click here.

B

Description Image

Choices

Result Clarifications

Enter youk question...

4

65 Type " Backspace What is CBM logo?"

Made with Scribe - https://scribehow.com 32



66 Click "Add Image"

D 4

Result Clarifications

IEB [ what is CBM logo?

Description Image

Choices

] (& Addimage

o
Tt

B [al AddImage

Result Clarifications

Collapse All n Expand All -
1

67 Click here.

Search

L
=

Dlutior jecurit

3 _BNBNre -

= =1
port- 62xnDrtgVPzm92Nht Tes
export.pdf BgM-2.pdf

7 T iBvmna -
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68 Click "Use this image"

62xnDrtgVPzm92Nht ', Test-Daily-Report- Title | CBM logo
BgM-2.pdf 1.pdf '

Caption

Description

File URL: | https://learning.cbm.com

Copy URL to clipboard

Required fields are marked *
ort- Test-Daily-Report- Test-Daily-Report-
2.pdf 1.pdf Test-Daily-Report.pdf

,Department. T w |

Use this image

69 Click "Add Image"

Result Clarifications

What is CBM logo?

Description Image

Choices

[ X ]
A CBMm
:

Result Clarifications

Py | P S T — e T “ —

Made with Scribe - https://scribehow.com 34



70 Click here.

ataset- email-to-1T-photo-

- |
Test-Daily-Report- 62
size-bigger.pdf 2.pdf export.pdf

= O

port.pdf Test-Daily-Report.pdf

—

Test-Daily-Repaort- T
3.pdf

71  Click "Use this image"

—— r ' ._',1 —
62xnDrtqVPzm92Nht ', g Test-Daily-Report-
BgM-2.pdf 1pdf

= = =

ort- Test-Daily-Report- Test-Daily-Report-
2.pdf 1.pdf

Test-Daily-Report.pdf

Title

Caption

Description

File URL:

L 4

Learn how to describe the

purpose of the image. Leave
empty if the image is purely
decorative.

altumcode-PuxTg4DwUH

https://learning.cbm.com

Copy URL to clipboard

Use this image

Made with Scribe - https://scribehow.com
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72 Click here to choose correct answer.

—

Result Clarifications

What is CBM logo?

Description Image

Choices

Result Clarifications

Collapse all n Expand All l

73  Next question, Click "Add Question"

fications

iat is CBM logo?

i

1 POINTS

Image Video

3M ®0
v ®0

fications

pse All n Expand All

Exit

Made with Scribe - https://scribehow.com
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74  Click "True or False"

ion

estions

d Questions

75 Click here.

Choices

CBM

Result Clarifications

Enter ydur queéstion...

Description Image

Choices

True

B False

Result Clarifications

Made with Scribe - https://scribehow.com
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76  Type "Backspace Java is coffee?"

77 Click here.

Made with Scribe - https://scribehow.com

Result Clarifications

| Java is coffee?

Description Image

Choices

@

B | False

Result Clarifications

Collapse all n Expand All E
4
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78  Click here.

N

Result Clarifications

| Java is coffee?

Description Image

Choices

«  True

. False

Result Clarifications

Collapse all n Expand All E
1

** After adding all quizs questions, Don't forget to open "Published" switch. It is
79 . %, Deis i
located on top right corner of Quiz window.

Made with Scribe - https://scribehow.com
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80 Click "Save changes"

TN

sult Clarifications

Bl Java is coffee? = £ Bahs
scription Image Video

oices

\: True (=
} | False =y | o2

sult Clarifications

Collapse all n Expand All Add Question +

81 Click here. Then, go back to previous page.

Howdy, user one [l

Assignment *
i bix -
)=
fications
iat is CBM logo? = i
Image Video
Multiple Correct Choices
(1

Bm +)(-
Ad e

ficatinns
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82  You will see that your created lessons is added to the course as follow.

Section1

ison1 1of2 Quiz

83 Click "Update". This will created new course together with lessons. However, It is
not enrolled by any students yet. We need to enroll the students. To do that...

- EX]-§

-

Course Block *
summary v
Difficulties ~
Tags ~
Tracks ~
Featured image ~

50%

Made with Scribe - https://scribehow.com
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84  Click this button to go back to dashboard.

rd = Launch Course Builder

View Posts

Course Instructor

85 In Courses page, you will see newly created course. Let's enroll the students to

that course.

VIS LITIErLIMS WEIasay

Courses | Addcourse

All (4) | Mine (2) | Published (4) | Trash (8)

| Bulk actions  w H Apply l ‘ All dates v H Filter ‘
) Title Instructors Author
[] Training Orientation user one user one
Course

Builder | Edit | Quick Edit
Trash | View | Clone
Export

[:] New Staff Orientation T teacher T teacher
via On-line E-Learning

Made with Scribe - https://scribehow.com

Lessons

2 Lessons

2 Lessons

Cou

Trai

Bus
CBh
Eng
Env
HOI
|I19t

Sec
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86 Click "Memberships"

LifterLMS |
Courses | Add Course ‘
= Courses
All (4) | Mine (2) | Published (4} | Trash (8)
Courses : :
| Bulk actions  w H Apply ‘ | All dates v H Filter ‘
Add Course
S (O Title Instructors Author Lessons
(] Training Orientation user one user one 2 Lessons
Course
[] New Staff Orientation T teacher T teacher 2 Lessons

via On-line E-Learning

87 You will see all the department under Membership page. Click on the department

that you want to add the course to.

In this case, I will choose "Training" department. Click on it.

|_J Engineering

[ NEEE

(] CBM Parking

[ ] Business Development

@ ﬁ'rainingi
EditfQuick Edit | Trash | View

() HR

(] Title

Bulk actions v H Apply ‘

Made with Scribe - https://scribehow.com
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88 *** please do not change anything on this page other than instruction. ***

Click "Auto Enrollment". This will auto enroll all the students under selected
departments.

Type / to choose a block

Membership Settings

Sales Page Restrictions Auto Enroliment

Sales Page Content
Customize the content displayed to visitors and students who are not enrolled in the membership.

Display default course content

Access Plans

89 Click on add course section and type the name of the course.

When a student joins this membership they will be automatically enrolled in these courses. Click here for more information.

Course Name

Training_ Crientation Course 2 (ID#3077)

ECC course (ID#3094)

Add Course(s)

Access plans define the payment options and access time-
No access plans exist for your membership, clic

Membership

Made with Scribe - https://scribehow.com
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90 Click "Training Orientation Course (ID# 3239)". It will add to the course to the
department. Next step is very important. If you forget this, student will not be
enrolled to the course.

When a student joins this membership they will be automatically enrolled in these courses. Click here for more information.

Course Name

Training_Crientation Course 2 {(ID#3077)

ECC course (|D#3094)

Add Course(s)

| Select course(s)

Training Orientation Course 2 (ID# 3077)

Access plans define the payment options and access time-
. No access plans exist for your membership, clicl
Membership
9 Click "Enroll All Members". This will enroll all the students under selected

department to the course automatically.

Enroll All Members Remowve course

Discussion

Enroll All Members Remove course
Post Attributes

(Envolt An members ) ([
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92 Click "Update".

** If you want to enroll student from all department, you need to open
department one by one and follow the instruction above. There is no other option.

*%*
o o [~ ¢ 6

-

Membership Block x

‘ Summary ~

0'3) 12 Revisions

Categories w

Tags ~

Featured image ~
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