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Self-Enrolling in an E-learning Lesson
You can enroll yourself in E-learning lessons if supported by your organization. You can also remove any incomplete E-learning lessons that you self-enrolled in from your lesson plan as needed. 
Note: The “Self-Enroll – Classes” and “Self Enroll – E-Learning” links are not visible if there are no self enrollment lessons or events available. 

Steps to Self-Enroll in an E-learning Lesson:
1. Click E-learning – Self Enrollment.
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The ‘My E-learning Lessons’ page opens at the ‘Self Enroll’ tab.
2. To see lessons available for self enrollment you need to select the level (e.g., your department) of your organization that you want to add the module from. Select one of the following tabs: ‘Your entire organization’, ‘Your facility’, ‘Your department’, ‘Your group’ or ‘Only you’. As you make a selection, the screen refreshes with available self-enrollment lessons. 
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Note: You may need to scroll-down the page to see the modules available to you. Each module lists how many lessons it contains and how many lessons you have enrolled in using this feature. 
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Tip: Typically most selections are available at either the entire organization or department level. 
3. Click the Enroll Now button to the left of a module. 
Note: If one or more lessons in the module are the same as lessons already in your lesson plan, they will not be added again. 

4. A page opens to list the lessons in the module. From this page you can either select ‘All Lessons’ or individually select the lessons you want to self-enroll.
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5. Click the Add Lessons button at the bottom of the page.
The message “Assignment process is completed” displays. You have the choice to either self-enroll into additional lessons or to return to your lesson plan. 
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Removing a Self-Enrolled E-learning Lesson

You can remove any incomplete E-learning lessons that you self-enrolled in from your lesson plan as needed. Self-enrolled lessons display a circle with a red minus sign on the left. You can use this icon to remove the lesson from your lesson plan if needed. 

Steps to Remove Self-Enrolled E-learning Lessons:
1. From your ‘Personal Page’, click the View button to the right of ‘My E-learning Lessons’. 
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2. From your assignments, click either the E-learning Not Completed, E-learning All My Lessons, E-learning By Program or E-learning by Module tab.
3. Find the name of the lesson you want to remove from your lesson plan. It should display an icon of a white circle with a red minus sign in the middle.
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4. Click the icon ([image: image8.bmp] ) to the left of the name of the self-enrolled lesson you want to remove. 
5. Click OK.
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