How to create a class and add users to it (for instructors and administrators)
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	Issue Details
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Details

Resolution
Create a class and add users to it (for instructors and administrators): 

1. From the Home page, click Create a Class, or select the Classes mini-app and click Create a Class. 
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2. Select a location from the dropdown list and enter a name for your class (required) and a grade (strongly recommended; if you do not select a grade, the class and its assignments will not appear until you extend the grade filter to included ungraded classes).  You may also enter a description (optional).  
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3. You can add users to the class, either by adding existing learners or instructors or creating new learners, or both.    

To add existing learners or instructors:
1. Click Add Existing Users.  Select the location (school) on the left.  

2. Change the role if necessary (Show Learners appears by default) to Show Instructors or Show All.   

Best Practice:  Always add at least one instructor to the class; otherwise, the class will need to be managed by an administrator.

If there are a large number of learners in the selected location, you may choose to narrow the list.  You can:

3. Change the grade filter if necessary by sliding the grade range selector buttons accordingly or by checking the all box.
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4. Enter text into the enter search term box and the arrow next to it to search for a name or part of a name (see screen shot below).

5. Select First/Last/PLATO Name from the apply a filter dropdown, enter a name or part of a name in the enter filter value fields, then click the arrow next to them to search for a specific first name, last name, or PLATO Name.
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6. To page through the list, use the arrows at the bottom of the list.  The right and left single arrows move forward or back one page; the left and right arrows with the vertical lines move to the first or last page.

7. Check the box next to each user to add.  If you want to see just the users you have selected, click the My Selected Items tab above the list; this is optional.

When you have finished selecting users, click Add users to class at the bottom of the window.
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The Create new Class screen will reappear, along with the message "User(s) added successfully" in green.


4. Create New Learners (if needed):

To create one or more new learners and add them to your class:

1. On the Create a Class screen, click Create New Learners.
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2. A grid will appear with room for ten learners; you can expand it using the Number of Learners dropdown box in the lower right.
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3. Enter each first name and last name in the specified text box.

4. Give each learner a PLATO name, for example, the first name initial plus the last name.

5. Assign the learner a password.  

6. The learner's SIS ID, which is the ID used to identify the learner in school and district records, is optional but strongly recommended.  An administrator can update multiple learners at once using the [batch] Enroll Users feature, but only for learners whose SIS ID has been entered.

7. Finally, select the learner's grade.  

8. Once you have entered all of the new learners, click Done.
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5. The Create a Class screen reappears with a "User(s) added successfully" message in green.  Click Done at the bottom of the page to finish creating the class.
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6. You will see a "Class Created Successfully" message; click Ok.  
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If, instead, you see a message saying that a class already exists with the name you entered, change the class name to a unique name and click Done again.

 

