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You have the ability through the WLC to enroll your Users into both individual courses and 
learning plans. The WLC also gives you the ability to edit drop and unenrollment dates. 
Finally, you can also unenroll your Users from courses and learning plans. 
 
This handout will walk you through:  
 

• Courses – Enroll Users 
o Single Users 
o Multiple Users 
o All Users  

• Courses – Edit Due Dates and Unenrollment Dates  
• Courses – Unenroll Users 
• Learning Plans – Enroll Users  

o Single Users 
o Multiple Users 
o All Users 

• Learning Plans – Edit Due Dates and Unenrollment Dates 
• Learning Plans – Unenroll Users 
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Courses – Enroll Users 
  

1. Click Enrollment. 

 
  

2. Select Enroll Users in Course. 
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3. You’ll be redirected to the Enroll Users in Course page. Use the search field to find the 
course you need. 

 
  

4. Click the silhouette to add Users to the course. 

  
 

5. You can enroll single Users, multiple Users, and all Users.  
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Single Users  
 

A. Click the Enroll button on the User’s row. 

 
  

B. On the new window, select the option to Allow User access to course past Due Date. 
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C. Populate your due date. 

 
  

D. Populate your unenrollment date. 
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E. Click Finish to save your changes. 
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Multiple Users  
 

A. Click the checkboxes next to the desired Users. 

 
 

B. At the bottom of the screen, click the Enroll Selected Users button. 
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C. On the new window, select the option to Allow User access to course past Due Date. 

 
  

D. Populate your due date. 
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E. Populate your unenrollment date. 

 
  

F. Click Finish to save your changes. 
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All Users  
 

A. Select the highest number of results in the Show row. 

  
 

B. Scroll to the bottom of your page and click Select all. 
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C. At the bottom of the screen, click the Enroll Selected Users button. 

  
 

D. On the new window, select the option to Allow User access to course past Due Date. 
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E. Populate your due date. 

  
 

F. Populate your unenrollment date. 
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G. Click Finish to save your changes. 

 
  

H. If needed, repeat steps A through G for all pages until all Users are enrolled.  
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Courses – Edit Due Dates and Unenrollment Dates 
  

1. Click Enrollment. 

 
  

2. Select Enroll Users in Course. 
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3. You’ll be redirected to the Enroll Users in Course page. Use the search field to find the 
course you need. 

 
  

4. Click the silhouette to review course enrollments. 
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5. Find the enrollment you’d like to edit and click the row’s pencil icon. 

 
  

6. You can now edit both the drop and unenrollment dates. 
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7. Click Save to save your changes. 
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Courses – Unenroll Users 
  

 
 
 

1. Click Enrollment. 

 

When a User is unenrolled from a course, their completion will no 
longer display on reports. It’s recommended that reports be run on a 
course to ensure that course completions are retained for a User’s 
report results. If a User is mistakenly unenrolled from a completed 
course, just re-enroll the User and the completion will once again show 
on reports. 
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2. Select Enroll Users in Course. 

 
 

3. You’ll be redirected to the Enroll Users in Course page. Use the search field to find the 
course you need. 
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4. Click the silhouette to review course enrollments. 

 
 

5. Find the enrollment you’d like to remove and click the row’s garbage icon. 
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6. Confirm your actions. 

 
 

7. A Successful banner will appear at the top of the refreshed page letting you know the 
User has been unenrolled. 
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Learning Plans – Enroll Users 
  

1. Click Enrollment. 

 
  

2. Select Learning Plans. 
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3. You’ll be redirected to the View, Edit and Enroll in Learning Plans page. The top half of 
the page shows the WLC learning plans that are available for your use. The bottom half 
of the page shows any learning plans you have created. 

 
  

4. Click the silhouette to add Users to the learning plan. 

  
 

5. You can enroll single Users, multiple Users, and all Users.  
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Single Users  
 

A. Click the Enroll button on the User’s row. 

 
  

B. On the new window, select the option to Allow User access to course past Due Date. 
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C. Populate your due date. 

 
  

D. Populate your unenrollment date. 
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E. Click Finish to save your changes. 
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Multiple Users  
 

A. Click the checkboxes next to the desired Users.  

 
 

B. At the bottom of the screen, click the Enroll Selected Users button. 
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C. On the new window, select the option to Allow User access to course past Due Date.  

 
 

D. Populate your due date. 
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E. Populate your unenrollment date. 

  
 

F. Click Finish to save your changes. 
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All Users  
 

A. Select the highest number of results in the Show row. 

  
 

B. Scroll to the bottom of your page and click Select all. 
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C. At the bottom of the screen, click the Enroll Selected Users button. 

  
 

D. On the new window, select the option to Allow User access to course past Due Date. 
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E. Populate your due date. 

  
 

F. Populate your unenrollment date. 
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G. Click Finish to save your changes. 

  
 

H. If needed, repeat steps A through G for all pages until all Users are enrolled.  
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Learning Plans – Edit Due Dates and Unenrollment Dates 
  

1. Click Enrollment. 

 
  

2. Select Learning Plans. 
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3. You’ll be redirected to the View, Edit and Enroll in Learning Plans page. The top half of 
the page shows the WLC learning plans that are available for your use. The bottom half 
of the page shows any learning plans you have created. 

 
  

4. Click the silhouette to review learning plan enrollments. 

  



 

 

ENROLLMENTS 

CREATED  09/2025 

5. Find the enrollment you’d like to remove and click the row’s trash can icon. 

 
  

6. Click Continue to save your changes. 
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7. Navigate back to the User’s row and click Enroll. 

 
 

8. On the new window, select the option to Allow User access to course past Due Date. 
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9. Populate your due date. 

 
  

10. Populate your unenrollment date. 
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11. Click Finish to save your changes. 
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Learning Plans – Unenroll Users 
 

 
  

 
1. Click Enrollment. 

 
  

When a User is unenrolled from a learning plan’s course, their course 
completion will no longer display on reports. It’s recommended that 
reports be run on a learning plan to ensure that completions are 
retained for a User’s report results. If a User is mistakenly unenrolled 
from a completed learning plan course, just re-enroll the User into the 
learning plan or the course and the completion will once again show 
on reports. 
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2. Select Learning Plans. 

  
 

3. You’ll be redirected to the View, Edit and Enroll in Learning Plans page. The top half of 
the page shows the WLC learning plans that are available for your use. The bottom half 
of the page shows any learning plans you have created. 

 
  



 

 

ENROLLMENTS 

CREATED  09/2025 

4. Click the silhouette to add Users to the learning plan. 

  
 

5. Find the enrollment you’d like to remove and click the row’s trash can icon. 
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6. Click Continue to save your changes. 

 
 

7. A Successful banner will appear at the top of the refreshed page letting you know the 
User has been unenrolled. 

 
 
 


