
1. Log in to Docebo and open the Admin Menu (click the gear icon at the top right corner of your Docebo
homepage).
From this menu, select Course Management.

This document will review how you, as a Power User, can unenroll users from Courses and Learning Plans. 

**Note: This feature is only to be utilized if you enrolled a user in a course or Learning Plan in err. As Power 
Users, it is important to be aware that users could be in courses that you may not have enrolled them in. There 
are a number of courses that users can enroll themselves in, users may also be apart of another organization or 
agency that requires them to be trained to a certain degree. 
If you believe a user to be in Courses or Learning Plans in err that you did not enroll them in, you may contact 
OCHN LMS Admin, Danielle Watson, at watsond@oaklandchn.org. 

To unenroll users from Courses: 

This will redirect you to a list of courses in
the DSP curriculum. 
To select the course that you would like to 
unenroll your user(s) from, click on the 
COURSE TITLE. 
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Once you select a course, it will redirect to a list of ALL users in the DSP Network who are enrolled in that course. 

This will include users who are not employed by your organization and are managed by other Power Users. It is 
important to be aware of the actions you take for each user as to not mistakenly unenroll other organizations
users from courses. 

Follow the instructions below to learn how to filter onyl users that are a part of your organization.  

Once you select a course title, you will be redirected to a list of ALL users enrolled in that course. 
To view only your users, select  

This will open a list 
of possible filters 
that you can apply 
to your search. 

You will want to select
the 'Assigned Branch' 
filter. 

Once you select 'Assigned 
Branch', a box will appear on 
the right side of your screen. 

Once you select the small arrow 
next to the Direct Support
Professional, a list of organizations/
agencies that you are the assigned 
Power User for will appear. 

Select the organization/agency 
that you are trying to manage. 

**Note: you can ensure that 
you have selected the agency
by checking that the small 
folder icon next to the agencies 
name appears 'open' as seen 
in the screen shot to the right. 

Be sure, at the end, to select 
'Confirm' to save this filter. 
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2. To unenroll users, select the Actions Ion (appears as 3 dots) the the right of the users name. This will open a
user management menu. Select 'Unenroll'. A pop up will appear to confirm the unenrollment of the user. Be sure
to select 'Unenroll' on this pop up as well to ensure the users unenrollment.

With this filter applied, you should be able to more easily manage your users unenrollment. 

3. To unenroll more than one user at a time, select the check box to the left of all of the users names that you 
would like to unenroll. Once more than one user is selected, a green Actions box will appear at the bottom right 
of your screen that reads 'Choose Action'. Click the green icon and select 'Unenroll' from the menu to unenroll 
all of the users that you have selected.  
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How to unenroll users from a Learning Plan: 

Log in to Docebo and open the Admin Menu (click on the gear icon at the top right of your Docebo homepage).
From this menu, select Learning Plans. This will redirect you to a list of the Learning Plans that are a part of the 
DSP curriculum. 
Select the User icon next to the Learning Plan that you are trying to unenroll your user from. 

This will open a list of ALL users in the DSP Network that are enrolled in that Learning Plan. 
**NOTE: Management of users Learning PLans should be done on an individual basis as the unenrollment from 
a Learning Plan effects the record of many courses. Please do not try to batch enroll or unenroll users from
courses. This is how mistakes are made and could negatively effect the users record of courses completion.  

Search the user, by username, that you are trying to unenroll from the Learning Plan. Once the user appears, 
select the small 'x' next to the users name. 

This will generate a pop up window asking you to confirm the 
unenrollment of this user from this Learning Plan. 
**Note: selecting the first box will unenroll the users from the 
entire Learning Plan, which also unenrolls them from each 
course in the Learning Plan. 
If you would like the courses that the user has already 
completed in the Learning plan to appear complete, check the 
second box. 
Select 'Confirm' to save your changes.
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