
How To Create a Learner Group 
 
(1) Go to Enterprise Learning> Learner Groups> Maintain Learner Groups.  
 

 
(2) Click “Add Criteria Based Learner Group” link 
 

 
 

 



(3) Type in the Group Name (any meaningful name), Owner (your name) then click “Group 
Criteria” tab on top of the page. 

 

 
 
(4) The following Group Criteria page will be displayed.  
 

 



 
(5) Click drop down list on Criteria Type and select “Department” as the Criteria Type.  
 
 It is recommended for the administrators to use “Department” as the Criteria. 

 
 
(6) Click Magnifying Glass on the right of Criteria Value field will bring up the Department 

Look Up Criteria Value page below. 

 
 
 

(7) Now type in any word you think that could be PART of your department name in 
Organization Name field (please don’t use Department ID). For example, if you type 
in “med” then click yellow “Look Up” button, the search will bring back all 
departments in STARS with the name “begin with” the “med” like below. If you 
change the operator to “contains”, then the Look Up might bring back more 
department names. 



 
 
(8) One more example before we go to next step, if we type in “medi”  AND change the 

operator to “contains”. Then click yellow “Look Up” button, it will search on any part of the 
department names in the system that matches the word “medi” (not case sensitive). So 
the search will bring back all department names that contains “medi” like below. If we can 
not find the department name in the system, we better try to use another word and use 
“contains” operator to “Look Up” again, eventually we will find it.  



 
 
(9) Click on the department name that matches your Org Code, in this example, we choose 

ID 1583 for the Criteria Value, and it is Med/Medicine Operations (WETC). After clicking 
on the link, we will go back to the Group Criteria page and the Criteria Value 1583 will be 
automatically populated in that field, the department name will be filled in as Value 
Description on the page. 



 
 
(10)  Now click “Populate Learner Group” button to populate the group by department ID 1583 

we have selected. We will see 41 learners being populated on the page like below. 
 

 
 
 



 
(11)  Click “Save” button. (clicking the button on top of the page OR on bottom of the page) 

 
 
(12)  We are done with creating the new learner group IAD.  
====================================================================== 
Something we should know about:  

• We will be able to modify the group name later.  
• We will be able to add more learners in to the group later.  
• We will be able to delete learners from the group later.  
• We shall NOT use “Populate Learner Group” button after we delete or add learners 

unless we want to refresh the list. We should click “Save” button. 
====================================================================== 
(13)  Add more learners by clicking “Add Learner” link down below the page. 
 

 
 



(14)  Clicking Magnifying Glass to search a new learner. Or if you know the learner’s EmplID, 
type in the EmplID directly, then click “Save” . 

 

 
 
(15)  To delete a learner, we have to delete one by one. Click the trash can on the right hand 

side of each row, then click “Save”. 
 
You might want to ignore (16) – (19) for “delete learner group” unless you want to 
delete it.  
 
(16) You can delete the learner group by clicking “Delete” button on top of the page if you are 

sure the learner group is not used anywhere in the system. 
 

 
 
 
(17)  You get confirmation page if you try to delete the learner group. 

 
 

(18)  Clicking “Yes” button will delete the learner group IAD from system.  



 
(19)  Clicking “OK” button then select “Cancel” to go back to the Maintain Learner Group 

page. 
 

 
 
 

 



• How to Schedule Mass Enrollment for a Learner Group 
 
After we created a learner group, Enrollment Administrators will be able to register 
the group to a program or enroll the group into an activity. 
 
1.Go to Enterprise Learning> Learner Groups> Maintain Learner Groups.  

 
2. Type in the Learner Group name “XZKU”, then click ”Search” button, we will be able to 
open the learner group page we created before. Clicking the “XZKU” name link to open the 
“Learner Group” page. 
 



 
 

3. On the Learner Group page, clicking “Group Criteria” tab on top of the page to  
open the Group Criteria page. 

 



 
 

4. On the bottom of the Group Criteria page, there is a link called “Proceed to Mass 
Enrollment”. This is the link we will be using to enroll learners. 
 
Note: 
• Clicking “Proceed to Mass Enrollment” link on this page does NOT mean it 

will process the mass enrollment for THIS learner group.  
 
• Administrator will need to choose and assign a learner group (will be able 

to choose any of other learner groups!) in next 2 steps.  
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5. Clicking “Proceed to Mass Enrollment” link will bring up Enroll Learners page. At 
first, we search a program to register learners or search an activity to enroll learners. 
Type in “HIPAA” in the “Title” field on the page then click “Search” button. 
 

 
6. Clicking “Search” button will bring back the result page likes below. Please notice 
that there will be a “Register” button for each certification program, and an “Enroll” 
button for each activity. 
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      7. Clicking “Register” button on right of “HIPAA Awareness Certification” program. 
 

8. Clicking “Register” button will bring up the “Find Learner” page. This is where the 
administrator should use your learner group. For example, type in group name 
“XZKU” in the Learner Group field. Then click “Search” button.  
 
Also you should be able to add learners one by one from the page by providing 
employee ID or learner name then “Search”. 
 
Note: If you forget to provide a learner group on this page, you will 
enroll ALL learners (more than 13,000) in the system! 
 

 
9. The “Group Enrollment – Warning” page will be displayed. We will be getting the 
warning that you have selected 65 learners in XZKU group and 65 learners will be 
enrolled if you click on “Schedule Mass Enrollment” button. 
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10. Before clicking “Schedule Mass Enrollment” button, it is our responsibility to 
double check and make sure the learner group was assigned. You might not seeing 
this warning page due to the recent system configuration changes. If the number of 
learners is less then 200, administrators will be able to enroll them right away, and 
you will get a confirmation page that list everyone with the enrollment status, most of 
them will be “enrolled”, your might get couple of “Alert” status, please click on the 
“Alert” link to check what happened to the learner’s enrollment. 
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5. Select the one you want to associate to the program, you will come back to the Attributes page 
and the selected keyword will be populated in the Keyword field.  
6. Click on “Save” button. 
 
Repeat the same steps from 2 to 6 to associate more keywords to your program. 
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Page Break

Associate keywords to an Item: 
 
1. Open the item, go to Attributes tab.  
2. Click on  Add Keywords link, you will see a blank row in the 
Keywords grid. 
3. Type in “All Keywords” in *Keyword Type field, then tab out from 
the field. 



4. Search for a keyword by clicking on the Magnifying Glass on the 
right of Keyword field, it will return all keywords from that Keyword 
Type. 
5. Select the one you want to associate to the item, you will come 
back to the Attributes page and the selected keyword will be 
populated in the Keyword field.  
6. Click on “Save” button. 
 
Repeat the same steps from 2 to 6 to associate more keywords to 
your item. 
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f you get the error message “can not change current history…”  please click on 
the  Correct History link down below on the page, then you will be able to 
update the data on this page. If you don’t see the Correct History link 
enabled for you, please file a HelpSU ticket 
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