Adding Participants to your Section in the PL Platform

1. Navigate to your section
2. Select Roster fousepem CoPilot TEACH Agent
3. Click the drop down next to BULK ACTIONS ..., SctonDah o Tresch
. . Soctions 1 2
4. (even if you are only adding one person) o ah >
Click SEARCH for LEARNERS [skcacion [ <]

Send Registration Confirmation

Use the drop down to select NAME |
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Search for Learners
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Enter the desired name and
click UPDATE or ENTER
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M Add Using Advanced Method
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Selecta Column
Add Learner by Section

Target Learners Dynamically

Employee ID

Remove Multiple Participants Email

Select the desired participants, then click Add 1 User OR Add 1 AND Search again in lower right of screen

) Update (& Add Filter
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Add 1 User and Search Again

Cancel Add 1 User

Email

fillmore1 @pghschools.org

You can Add Learners by Location

1. Select LOCATION under BULK ACTIONS

2. Select Equal to

3. Start typing your school — select it from
the options that appear

4. You can select ALL

5. Unselect staff you don’t want to add

Location
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In the lower right side you can add all selected at once

Add 23 Users and Search Again Add 23 Users

You can Add Learners with a list of emails

Bulk Actions ‘
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Search for Learners

Add Using Advanced Methﬂe I

Add Learner by Section

Target Learners Dynamically

Remove Multiple Participants

Click Email Address
Click New Line
Copy/ Paste your list
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Add Users Advanced or Search for Users

Paste User Identifiers select the type of identifier:

Employee ID

Username

© Email Address o

Database Person Id

You can paste a list of emails or
usernames here to add multiple
participants at once

Select the type of separator:
© newLine

Comma
Tab

Other

B send Registration confirmation Send Notifications to Inactive Users
B send me an email when all users have been added to the roster

Mark users complete

You can Add Learners from a Roster of a different section

1. Search your Sections Titles
2. Click SELECT for desired Roster

Section Title

) Update €3 Add Filter

Action
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Course Tide

Air(lass on the Cleartouch Board

3. Select participants then click COPY USERS
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