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Mass WBT Enrollments  

 

The Mass WBT Enrollments feature allows you to book a large group of employees in the 

same WBT at one time.  Agency staff with the LSO Training Administrator role are able to 

utilize this feature.  

 

Before using this feature, agency training officers must complete the WBT Mass 

Enrollment/ Deployment Request form and send it to OA, LSO Administrator.  We will 

ensure there are no conflicts and approve requests based on a first come, first served 

basis.  If you have any questions during this process, please email OA, LSO Administrator 

so we can answer them before the mass enrollment is executed.   

 

To access/utilize the Mass WBT Enrollments feature: 

1. Click the Training Administrator link from the LSO menu 

2. Click the Participation link 

3. Click the Mass WBT Enrollments link 
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4. Select Course Type in the Object Type field. 

Note: If the WBT already has completions or enrollments select E-Learning.  

 

5. Enter the Course Type Object ID, or use the search option to select it from a list.   

6. Enter your Business Area, or use the search option to select it from a list.   

Optional: You can enter a single organizational unit or a range of units in the 

Organizational Units fields.  If you want to search for an org unit first, type an 

*0018*.  By using two leading zeros and the Business Area surrounded by 

asterisks when you click the search icon, you limit the results to the only 

Business Area you want.   
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7. Click the Employee Group field to use the Multiple Selection icon to enter groups to 

exclude from this process. 

8. Select the Exclude Single Values Tab and enter C, G, X and R. 

9. Click the Execute Icon to return to the main screen. 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10.Click the Employee Subgroup field  to use the Multiple Selection icon to enter 

Subgroups to exclude from this process.   

11.Select the Exclude Single Values Tab and enter E9 and U9. 

12.Click the Execute Icon to return to the main screen. 
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Additional Exclusion Options 

 Position – You can use this field to include or exclude 1 or more 

positions as long as they have met the entered criteria. 

 Job – You can use this field to limit the selected course to all 

employees who hold a specific job.   

 

13.Select the Test Run check box to confirm the number of records that will be 

generated by the transaction.  The program will run in test mode and provide data 

such as the Selection Criteria entered on the selection screen and Total Employees 

Selected.   

 

Note: Bookings Created Successfully, Booking Errors and Correspondence Errors 

will not be displayed in test mode, and will only show after you run the job. 

 

14. Deselect the Send Correspondence check box if you do not want automatic 

notifications sent to learners. This box defaults as checked and will automatically 

send the standard WBT Notification to learners if no action is taken. 

 

15. Enter the Background Job Name in the appropriate field.   

A unique identifier should be included in this field to identify the job.  A 

suggested naming convention includes the Date, Title of the WBT and initials 

of the person running the job. 

 

16. Enter your email address in the E-Mail to send Spool field  

You must include at least your email to receive a copy of the output report.  

You can include multiple emails by using the multiple selection field.  

   

17.Click the Execute icon in the top left corner of the screen.     
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Results: 

When the program runs in test mode, you will receive the following output document.  

Page 1 provides the Selection Criteria and Total Employees Selected.  Bookings Created 

Successfully, Booking Errors and Correspondence Errors all default to ‘0’ since this is a 

test run.   

 

Use the green back  icon to return to the input screen. 

Uncheck the ‘Test Run’ check box , select the execute  icon to actually process the 

enrollments. 
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Once the job is completed, you will receive a confirmation message at the bottom of the 

screen.  
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All email addresses entered in the E-Mail to send Spool field will receive the notice shown 

below.    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By clicking on the attached spool received in the email notice, you will receive the 

following output document.  Page 1 provides the Selection Criteria along with the Total 

Employees Selected, Bookings Created Successfully, Booking Errors, and Correspondence 

Errors 21. 
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Page 2 shows the employees associated with an error and a description.  The most 

common errors you will see are “There is no Internet Mail address maintained for 

recipient” and “A current booking already exists for this course content”.   

 

 

You can also check the Course Menu and check the booked results to determine the count, 

booking date and names/personnel numbers for the employees who have been booked 

successfully. 

 

 

 

 

If you have any questions about this procedure, or the WBT Mass Enrollments feature, 

please email OA, LSO Administrator for assistance. 
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