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The steps below outline how to register or withdraw your employees via the Team View tab.  
 

Register Employees 

1. After logging into Knowledge Link, click the icon, then click on your Team View tab. 

 
 

2. Click the icon, then select Manage Enrollment next to your “Team View” title. 
 

 
 

3. Select Register Employees. 
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4. Click Add, next to Class. 

 

5. Enter the topic or course title in the Keywords search box and press Enter. 
 

 
 

6. A list of available classes will be presented.  
A. Use the calendar to select an exact date. (Optional) 
B. Select the class from the list and then click Select.  
C. Click X to close this screen. 
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7. Next to Employees, click Add to select the User(s). 

 

8. Select desired User(s) you wish to register.  
A. Click to Select All Employees 
B. If desired, use filters to narrow down the list (Employees, Region, Job Code, Supervisor, Organization). 
C. Click checkbox for the users you wish to register. 
D. Click Add. 
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9. To continue: 
A. Click Add to add more users (optional). 
B. Click Continue.  

 

10. Check that the information is correct, then click Register Employees.   
Do not uncheck the Users checkbox. The user(s) will automatically receive a registration email notification. 
Do not check the Instructors, Supervisors, or Others checkboxes. Those notifications are not configured. 
 

  
 

Yen-Wright, Jaime I
Review
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11. Click Close. 
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Withdraw Employees 

1. After logging into Knowledge Link, click the icon, then click on your Team View tab. 

 
 

2. Click the icon, then select Manage Enrollment next to your “Team View” title. 
 

 
 
3. Select Withdraw Employees. 

 
 

4. Click Add. 
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5. Enter the topic or course title in the Keywords search box and press Enter. 
 

 
 
6. A list of available classes will be presented.  

a. Use the calendar to select an exact date. (Optional) 
b. Select the class from the list and then click Select.  

c. Click X to close this screen. 
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7. Check off box next to currently enrolled employee(s) to withdraw, then select Continue.

 
 

8. Click Withdraw Employees. 
NOTE:  To remove item from Learning Plan, check off box next to Remove associated item from Learning Plan. 
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9. Click Close. 
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