
 

 

 

How to Enroll Students in the UMS 
For Educators 
 
 

Enroll Users 
 
Log in to the UMS (https://access.ja.org). 

• Users will enter their login credentials in the username and password fields.   
 
Educators can view approved classes under the Running Courses 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. 

 
Notes 

• Once users have been enrolled, it may take up to 15 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 enrollment 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. 
 



 
 

Page | 2 
 

Example of Enroll Student screen 

 

Note: If students have a working email address, enter it in here. JASA will send their email address an 
email to complete registration. Students will set their own password and they will use their email 
address as their username. 
 

If student’s email address is not available, 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! 
 

Example of Enroll Student screen if you try to select X and close the window before finishing 
enrollment. 

 

Be sure to select the Finish Enrollment button. 

 

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 .xlsx format only, having a maximum of three columns where the first, second, and third 
columns are First Name, Last Name, and Email*, respectively. Or, you can download the template to fill 
out the Excel file by selecting the link in the pop-up window. 
*Optional for students 
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Example of Import Student (bulk enrollment) screen 

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. 
 

Duplicate Records 
There is an error-handling screen to guide you through duplicate records in the system. If the Error 
screen appears, you can select the radio button for an existing user and select Use Selected or Create 
New.  Select Complete to enter the user. 

 

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. 
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Example of pop-up enrollment window before selecting Export Students button 

Example of downloaded Excel sheet of students’ username credentials 

 
 

Log In to the JA Learning Platform 
1. Open your web browser (latest version of Mozilla Firefox, Google Chrome, or Apple Safari 

recommended) and go to https://learn.ja.org. 
 

A. Enter your username and password and select LOGIN.  
B. Select Forgot Password to reset your password.  

 

 
 

● Enter your email address and select RESET PASSWORD. 

https://learn.ja.org/
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2.  If this is your first time logging in, you will receive an email from Junior Achievement to setup your 
password. 

 
 

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

 

 
 

 
 


