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How to Enroll Students in the UMS

For Educators

Enroll Users

Log in to the UMS (https://access.ja.org).
e Users will enter their login credentials in the username and password fields.

Educators can view approved classes under the Running Courses section or under the Running Events
section. When you select a class name, you will see a pop-up window with the details.

JA Area Admins and educators can enroll students and view other class details in this window.
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Note:
e Once users have been enrolled, it may take a few minutes before they are able to view the class
in D2L.

Enroll Students

JA Area Admins or educators must enroll their students if they want students to log in and have
direct access to the blended program content.

To enroll students, select a class name, then select the green Enroll - Students button.

You can either enter a single user using the first name, last name, and email address fields on
this interface and then select Enroll, or you can bulk enroll by selecting the Import button. (See
Bulk User Enrollment section in this guide for the process.)

Before closing the pop-up enroliment window, make sure to select the orange Finish Enrollment
button. You can check the drop-down arrows for the class details to see your enrolled users.
Enrollments may take up to 1 hour to appear in the system.



Example of Enroll Student screen
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Delete | First Name = Last Name * No Emeil | Email * User Name:
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Note: If students have a working email address, enter it in here.
If student is unable to receive outside email for any reason, check the No Email box and leave the
Email field blank, before submitting your enrollment. The student’s username will become the system-

generated fake email address. The password is always set to Password123!

Be sure to select the Finish Enrollment button.
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Bulk User Enrollment
JA Area admins and educators can also perform bulk enrollment for students.

On the Enroll screen, select the Import button. Browse and upload your file. The file should either be
in .csv, .xls, or .xIsx format only, having a maximum of three columns where the first, second, and third
columns are First Name, Last Name, and Email, respectively. If student is unable to receive outside
email for any reason, leave the Email field blank, before submitting your enroliment. The student’s
username will become the system-generated fake email address. The password is always set to
Password123! You may also choose to download the template to fill out the Excel file by selecting the
link in the pop-up window.

Example of Import Student (bulk enroliment) screen

Import Student

Browse File

Plaase uplcad 3 fis o sakct studants for anralmaent in this dass. Tha fie should alhar ba In o5y, x5 or dsx format only having maximum af thres celumns whara first, sacand &nd thind column being
Firstars, LagiName ard Email respectivaly.
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Note: If student email addresses are not available due to privacy issues, leave the email address
column blank, and the system will generate generic usernames for those students.

Select the Finish Enrollment button after the user has been entered or the file has been uploaded.

Export User

Once you have enrolled students, you can export a file of the students’ login credentials. This includes
First Name, Last Name, Email (if applicable), User Name, and Area ID.

Go to My Courses — Running Courses and open the individual class. In the pop-up window, select the
green Export user credentials.

Example of pop-up enrollment window before selecting Export Students button
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Example of downloaded Excel sheet of students’ username credentials.

A B C D
1 FirstName LastMame Email Password
2 |Johnny Student 765321 @jastudent.org
3 |lenny Student 765322@jastudent.org
4

Note: You may use this download file to upload the same list of students into another class.

Log In to the JA Learning Platform

1. Open your web browser and go to https://learn.ja.org.

A. Enter your username and password and select LOGIN.
B. Select Create/Reset Password to set your password for the first time, or to reset a forgotten
password.
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LOGIN

Username

Password Q

LOGIN Create/Reset Password

e Enter your email address and select SEND PASSWORD EMAIL.

CREATE/RESET PASSWORD

Email Address

2. You will receive an email from JA_System_Access@ja.org to create/reset your password.

Hello FirstName LastName,

We received a request to create/reset your password. If you did not request this, please contact the JA USA IT Help Desk at helpdesk@ja.org.

Otherwise, please click here to create/reset*

*If the "here" link above does not work, paste this into your web browser:
hitps://jasa.ja.org/Account/ResetPassword?token=CIDJSE4VOKI% 1
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Sincerely,
Junior Achievement

This email is not monitored, please do not reply to this message.

3. On the first login, review the Junior Achievement - Terms of Use and Privacy Policy. Scroll to the
bottom and select the check box to agree and select SAVE.

Other

This Agreement, together with our Privacy Policy, any product disclaimers, and any other terms and conditions referenced or incarporated herein
constitute the entire agreement between you and Junior Achievement regarding the use of the Website. The failure of Junior Achievement to
exercise or enforce any right or provision of this Agreement shall not operate as a waiver of such right or provision. The section titles in this
Agreement are for convenience only and have no legal or contractual effect. This Agreement operates to the fullest extent permissible by law. If
any provision of this Agreement is unlawful, void, or unenforceable, that provision is deemed severable from this Agreement and does not affect
the validity and enforceability of any remaining provisions. Please contact us at: la@ja.org with any questions regarding this Ag

ave read the above Terms and Conditions
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