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Learning plans are bundled courses in which you can enroll your Users. This feature helps 
speed up the enrollment process. Instead of having to enroll in multiple courses one-by-
one, you can instead build a learning plan and enroll them into that one item.  
 
This handout will walk you through how to:  
 

• Build a Learning Plan from Scratch  
• Add a New Course to an Existing Learning Plan  
• Remove a Course from an Existing Learning Plan 
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Build a Learning Plan from Scratch 
 

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 screen.  

 
 

4. Scroll to the bottom of this screen and click the Add Learning Plans tab. 
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5. Give your learning plan a name. 

 
 

6. Click Submit to save. 
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7. You’ll then be redirected to the Courses tab where you can use the search bar at the 
top of the screen to search for the course. 

 
 

8. Once you find the course(s) you want to add, click the checkbox(es) next to these 
items. 
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9. Scroll to the bottom of the page and click Add Courses. 

 
 

10. Repeat steps 7 through 9 until all the courses have been added to your learning 
plan. 
 

11. After adding all courses to your learning plan, you can click the View/Edit Learning 
Plans tab, scroll to the bottom of the screen, and see your newly created learning 
plan. 
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Add a New Course to an Existing Learning Plan  
 

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 screen.  

 
 

4. Scroll to the bottom of this screen to find the learning plans you’ve created.  
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5. Click the courses icon to edit the courses within the learning plan.  

 
 

6. You’ll then be redirected to the Courses tab where you can search for the courses by 
using the search bar at the top of the screen. 
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7. Once you find the course(s) you want to add, click the checkbox(es) next to these 
items.  

 
 

8. After making your selection, click the Add Courses button and these new courses 
will be added to your learning plan. 
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9. Repeat steps 6 through 8 until all new courses have been added to your learning 
plan. 

 

If you add courses to a learning plan that Users have already been 
enrolled into, you will need to refresh your Users’ enrollments for them 
to see the newly added courses. All you need to do to refresh these 
enrollments is to re-enroll your Users into the learning plan again. 
Doing this will NOT result in duplicate enrollments or lost progress. 
The only result will be that your Users will now see the newly added 
courses.  
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Remove a Course from an Existing Learning Plan  
 

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 screen.  

 
 

4. Scroll to the bottom of this screen to find the learning plans you’ve created. 
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5. Click the courses icon to edit the courses within the learning plan.  

 
 

6. You’ll then be redirected to the Add Courses to (Learning Plan Title) page where you 
will scroll to the bottom of this page to see a list of which courses are currently 
within your learning plan. 
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7. Click the course’s Delete button.  

 
 

8. Confirm your actions and the course will be removed.  
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9. A Deleted successfully banner will appear at the top of your screen. 

 
 

10. Repeat steps 6 through 10 until all courses you no longer need have been removed 
from the learning plan. 

 

 
 
 
 
 
 
 

Removing courses from a learning plan that your Users have already been 
enrolled into will have no impact to their enrollments, but you do have the 
ability to unenroll your Users from the course. It’s recommended that if you 
decide to do this, that only Users with incomplete enrollments be 
unenrolled. Users with completions on the course should not have their 
enrollments altered. It’s recommended that reports be run on a course to 
ensure that course completions are retained for a User’s report results. 
 
BE AWARE: When a User is unenrolled from a course, their completion will 
no longer display on reports. If a User is mistakenly unenrolled from a 
completed course, just re-enroll the User and the completion will once 
again show on reports.  
 


