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DTU Learning – Register for Virtual/Instructor-Led Classes 

 

Description This document details the process for employees to use when registering 
themselves or their employees in a virtual or instructor-led class in the DTU learning 
system. 

 

Register for 
Class 

Follow the steps below to register for a virtual or instructor-led class. 

Step Action 

1 

Log in to the DTU learning system using your 
Okta/Windows username and password. 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

2 

Click Home > Learning. 
 

 

 
 

 
 

 
 

 

 

3 

1. In the Find Learning section, type 
the name of  the course. 

2. Click the Go button. 
 
 
 
 
 
 
 
 
 
 
 

4 

A page displays listing the course. 
 

 
 

Note: If  the course requires prerequisites and they have not yet been 
completed, you will see a message stating prerequisites are not met. 
 

• To view unmet 
prerequisites, 
click View 
Prerequisites. 

 
• The Prerequisites page will list 

the courses that have not been 
completed, are currently on 
your To Do list, or have been 
completed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Continued on next page 
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Register for 
Class 

 

5 

Click the See Classes link associated with the course.  
 

 
 

 

6 

 
 

• Click the Register 
Now link for the 
class you would 
like to attend.  

 
• If  you would like to 

view more 
information about 
the class prior to 
registering, click 
the class 
date/time link. 

 

7 

If  the class requires approval to register, a message displays stating 
your registration will be pending until approved. 
 
• Click the Yes button to 

proceed with your 
class registration. 

 
• Click the No button to 

cancel and not register 
for the class. 

 
 
 

 

8 

Click the Confirm button to register for the class. 
 

 

 

Continued on next page 
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Register for 
Class 

 

9 

A confirmation page displays showing your registration for the class. 
 

• If  no approval is required, your registration will show Enrolled 
under Registration Status. 

 

• If  approval is required, your registration will show as Pending until 
approved. Once approved, you will receive an email confirmation. 

 

 

 

10 

 
 

The status of your 
class registration can 
be viewed on your To 
Do list by clicking 
Home > Learning.  
 
In the My Learning 
Assignments section, 
click the arrow next to 
your class status to 
view the class details 
or withdraw in no 
longer able to attend. 

 

 

 

Register 
Employee in a 
Class 

Follow the steps below to register your employee in a virtual or instructor-led class. 

Step Action 

1 

Log in to the DTU learning system using your 
Okta/Windows username and password. 
 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 
 

2 

Click Home > Learning. 
 
 

 

 

 
 

 

3 

1. In the Find Learning section, type 
the name of  the course. 

2. Click the Go button. 
 
 
 

 
 
 
 
 
 
 
 

Continued on next page 
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Register 
Employee in a 
Class 

 

4 

A page displays listing the course. Click the See Classes link 
associated with the course.  
 

 
 

5 

• Click the Register 

Others link for the 
class you would 
like the employee 
to attend.  
 

• If  you would like to 

view more 
information about 
the class prior to 
registering, click 
the class date/time link. 

 

6 

Click the + Add option 
next to Employees to 
view a list of your 
employees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7 

1. Click the check box next to the employee you would like to register. 

2. Click the Add button. 
 

 
 

Note: An alert will display 
if  the employee has not 
completed all required 
prerequisites. The 
employee must complete 
all prerequisites before 
he/she can be registered. 

Continued on next page 
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Register 
Employee in a 
Class 

 

8 

Click the Continue 
button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9 

Click the Register 
Employees button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10 

Once the registration has 
been successfully 
completed, click the Close 
button. 

 

 

 

Contact For further assistance, contact DTU_Learning@discounttire.com. 
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