
Enrolling Users into Learning Plans, Courses, and Sessions
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Learning Plans

2

Learning plans are accessed from the navigation menu 
under.

Content and Delivery menu

Important
• Some courses within a 

learning plan are unable 
to be accessed until a 
prerequisite has been 
completed.

Learning plans serve as crafted learning experiences, 
guiding learners through structured pathways of courses 
and resources.

What to Know

• Learning plans are 
assigned by the 
Power User.

• Learning plans can 
be assigned to 
users, branches, or 
groups.Sample Learning Plan



Learning Plans

There are two ways to enroll a user into a learning plan.

Option 1. You can enroll the user into a learning plan when you add the new user into Docebo under the additional fields page.

1. Choose the applicable Learning 
Plan Type.

2. This will automatically enroll users 
into a learning plan with their 
required training courses.
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Adding Learning Plans to Existing User
Option 2. Under the CONTENT AND DELIVERY MENU, go to Learning plans.

Step 1: Choose the appropriate Learning Plan in the platform by clicking on the title.
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Adding Learning Plans to Existing User

Step 4: Search for the “user(s)”  you want to enroll into the learning plan and check the box 
next to their username.

 

Step 3

Step 2: Click on the ENROLLMENTS tab.

 Step 3: Go to the “Assign/enroll” button in upper right corner and choose “Enroll users”.

Step 5: Click on “NEXT”
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Adding Learning Plans to Existing User

Do not choose “Enable enrollment validity period.

Step 6: Click Confirm

The user has been added to the learning 
plan
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Adding Learning Plans to Existing User



Adding Learning Plans to an Existing User
Step 3: Click on the “Assign/enroll” button in the upper right corner of the page.

 Step 4: Select “Enroll users”, search for the users you want to enroll, and click on the check box.
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Adding Learning Plans to Existing User
Step 5: Search for the user(s) you want to enroll into the learning plan and select the check box.

 Step 6: Click the “NEXT” button.

 Step 7: Click on the “CONFIRM” button.

Step 5

Step 6

Step 7

Do not “Enable enrollment validity period.
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Removing a User from a Learning Plan
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Removing a User From a Learning Plan

1. Choose Unenroll the selected user box.

2. Choose “Do not unenroll users from 
courses they have completed.

3. Choose Unenroll the selected user box.



How to Enroll Users in Courses
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Step 1: Select Courses from the Content and Delivery Menu

 Step 2: Search for the course you would like to enroll the user into

 Step 3: Hover over the end of the row of the course and click the 3-dot ellipsis and choose  “Enroll users”.

Step 1

Step 2



How to Enroll Users in Courses
Step 4: Search for the user(s) you would like to enroll in the course

 Step 5: Click the box next to the username

 Step 6: Click “Next”

TesterStep 4

Step 5

Step 6
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How to Enroll Users in Courses
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How to Un-Enroll a User from a Course
Step 1: Select the Course you want to unenroll the user from the Content and Delivery menu.

Step 2: Search for the user you want to unenroll from the course.

Step 3: Click on the ellipsis menu at the end of row of the user and choose “Archive enrollment”.

Step 2

Step 3

Step 4

Step 4: Choose “Archive and unenroll”
• Do not check Reset the tracking of the course 

training material.

Step 5: Click on ARCHIVE ENROLLMENT.

Step 5



Enrolling Users into a Course Session
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Step 1: Search for the course you are enrolling the user(s) into.

 Step 2: Click on the sessions within the course row.

 Step 3: Click on Manage enrollments and choose “Enroll users”.

 

Step 3

Step 1

Step 2



Enrolling Users into a Course Session
Step 4: Search for the user(s) you are enrolling into the course.

 Step 5: Select the “check box” for user(s) you are enrolling.

 Step 6: Once you have selected the users to enroll click “Next”.

 

Step 5

Step 4

Step 6

Important
• Do not “SELECT ALL”.

What to Know

• You can add 
multiple users by 
searching for each 
user individually 
and then selecting 
the check box.
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Step 7: Select “I want to enroll users to a session”.

 Step 8: Search for the session you are enrolling the user(s) into.

 Step 9: Click “Next”.
Step 7

Step 8

Step 9

Enrolling Users into a Course Session
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Enrolling Users into a Course Session

Verify the number of users you are enrolling into 
the session is correct.

Leave the Level set to “Learner”.

Do not Enable Validity Period.

Click  on 
“CONFIRM”

Final Steps

• Go back to the course 
• Choose the Enrollments tab.
• Search for the user(s) you enrolled to be sure they show 

up as enrolled.
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Enrolling Users into a Course Session
1. After you have added the user(s), it is good practice to go back to the course and choose the ENROLLMENTS 
        tab, and search for the user(s) you added to the session have been added into the correct session.  

2.    Email the user(s) with the session information for their records.
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Unenrolling User(s) from a Session
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Step 1: Go to course you need to 
unenroll a user. Click on the 
ellipsis at the end of the row on 
the right.

Step 2: Choose “Unenroll”

Step 3:  A pop up will as is you 
“Would you like to proceed?

         Click “UNENROLL”

Step 1

Step 2

Step 3



For technical support with 
Docebo fill out the:

 Power User Support Request Form

https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=y41EnvEyH0G8Uq-9k-31uPVDkdQzc-JLixFAk_z4TiNUNVpNVk5QOFlTVU84R0YxNFRIUVQ3QTNRSiQlQCN0PWcu
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