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Unlicensed Assistive Personnel Online Curriculum 
Moodle Version 3.5 

 
How to Manually Enroll Users (students)  

 
Option One: 
Log in to your UAP site. 
From the Administration block open the Course administration dropdown (by clicking on the 
triangle to the left of the title) if it is not already open.   
Open the Users dropdown (in the same manner as you opened Course administration). 
Choose Enrolled users.  
 
The screen will look like this: 
 

 
 
Next choose either of the Enroll users button on the right of the screen.  There is a button at the 
top and also at the bottom of the screen.  The screen below will display: 
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Click on the Show more option.  It will enlarge the screen.  See below: 
 

 
 
Be sure that Student is selected in the Assign role option.  Then click on the down arrow in the 
Selected users option where Search is indicated.  A list of all names (accounts) in the site will 
display: 
 

 
Click the box next to each student’s name that you want to enroll.  Use the scroll bar to see the 
complete list of student names.  Make sure you do not manually enroll a student that has already 
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enrolled themselves!  The names you select will be listed at the top of the screen.  See example 
below: 
 

 
 
Review the list of students you have selected.  If you have made a mistake, click the X beside the 
name and they will be removed from the list.  Once you are satisfied with the accuracy of the list 
select the Enroll users button. 
 
The selected students have been successfully enrolled in the course.  A screen shot of the list of 
students is on the next page: 
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Option 2: 
 
Log in to your UAP site. 
From the Administration block open the Course administration dropdown (by clicking on the 
triangle to the left of the title) if it is not already open.   
Open the Users dropdown (in the same manner as you opened Course administration). 
Choose Enrollment methods.  The following screen will display:  
 

 
 
From this screen select the people icon from the Manual enrollments row.  The following screen 
will display: 
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Be sure that Student is selected in the Assign role option.  Highlight the student names in the 
column on the right that you want to enroll.  Be sure you do not enroll students manually that 
have already self-enrolled!  Window key commands may be used in Moodle.  (Click plus the 
shift key and click plus the Ctrl key.) 
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Once all of the students have been highlighted, selected the Add button to enroll the students.  
You may highlight and add students one at a time. 
 
See example below: 
 

 
All of the students highlighted from the column on the right have been moved to the left column 
of Enrolled users.  Note:  There were three names already in the left column.  The total enrolled 
is now 11. 
 
To double check that the students are correctly enrolled click on the Enrolled users option from 
the left Course administration block and you will be taken to the list of students enrolled in the 
course.  See screen shot below: 
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The same screen can be viewed by choosing the Participants link in the People block. 
 
 
 


