Moodle Self-Enrollment
This outline provides information on how to self-enroll for your class on Moodle.
Step 1: Sign in to Moodle
Once you sign in to Moodle, notice a block called “Enroll For Spring Courses Here.” That is a new block
that Administration has added just for you to enroll in your course. You will select the program you are
in, either “ADN Spring Courses” or “PN Spring Courses.” Please note that your block may be in a
different location, but it will be somewhere on your Centra Home Page.
Moodle Home Page

Close-up of Enrollment Block:

Once you have selected a course, you will be able to view all of the courses offered that semester.
However, you will only have access to the courses in your cohort. For example, a student in the ADN
program starting this Fall and will graduate in the Spring of 2019 will only be able to enroll in the 100
level courses. If that student clicks on another course above 100, there will not be an enroll option.
Note: Moodle is not a perfect system and may allow students to enroll in previously completed courses.
A student should not enroll in a course he/she has already completed, that would be silly.
Courses Offered Example

Once the student has selected the course he/she wishes to enroll in, the student will be prompted to
enter the Enrollment Key. The enrollment keys for each course level are as follows:





All 100 level courses = ccon100
All 200 level courses = ccon200
All 300 level courses = ccon300
All 400 level courses = ccon400

Students are asked to select the course and time that works best for them.

Enrollment Page:

The student for this example has selected the 201 Medical/Surgical Nursing Section B course (notice the
date and times of the course in the title) and is putting in the 200 level enrollment key in the provided
box.
Note: Once a student has enrolled in a course, a student can un-enroll from a course if necessary. Follow
the directions under “Un-Enrolling from a Course or Lab” further in this document.
Also Note: If a student enrolls in the two sections of the same courses, then Administration will unenroll the student from both courses and the student will have to re-enroll. That student then runs the
risk of losing placement in class and the class filling up before the student can re-enroll.
Once the Enrollment Key is typed in, the student must then select the box labeled “Enroll Me” in order
to be fully enrolled in the course.

A successfully enrolled student will see the course home page with course name, section, instructor,
class days/time and clinical and lab days/times. The student is finished enrolling in that course and can
go back to enroll in other courses by clicking on the “ADN Fall 2017” or “PN Fall 2017” link at the top left
of the screen.

Note: Not all courses will have all detailed information, such as instructors or clinical times. That
information will be posted closer to the start of classes.
If a student tries to select a class outside of his/her cohort, he/she will see the following message “Only
members of….can self-enroll.” Student must go back to previous page and select the correct courses.

Signing Up For Labs
Signing up for labs is similar to the courses above. You simply select the one lab course available, as
shown in the screen shot below:

Once in the course, you will be prompted to select which lab works best for you. Scroll through all of the
options before selecting your desired lab time. All lab times are described in the course title. There are a
total of six (6) labs to choose from.

To enroll for the class, you are put in the lab enrollment key, this is different from the regular
enrollment key. The lab enrollment keys are as follows:

Lab







Key

Lab 1 – cconlab1
Lab 2 – cconlab2
Lab 3 – cconlab3
Lab 4 – cconlab4
Lab 5 – cconlab5
Lab 6 – cconlab6

Once you type in the correct enrollment key, select the “Enroll Me” button on the screen.

Reminder: Only sign up for one class. If Administration finds you have signed up for more than one lab,
you will be removed from both labs and messaged to re-enroll for a lab.

A successful enrollment into the course will result in the viewer seeing the lab course page.

On each lab course, there is a list of the labs and their times for students’ convenience. Students are
asked to please remember which lab they signed up for.
If a class is full, Moodle will not let you sign up for that class and you must select a different one.

Un-Enrolling From a Course or Lab
Students are now able to un-enroll themselves from a class instead of waiting to have CCON staff. If
students finds themselves in the wrong class or in a class that conflicts with a lab, students can the unenroll from the class by following the provided instructions.
Step 1: On your home page, select the course you wish to un-enroll from.

Step 2: Next, find the “Unroll me from [course name here]” button somewhere on the right side of your
screen. For this example, mine is at the top right side of the screen.

Step 3: Once that button is selected, the next screen is a conformation page ensuring that you want to
un-enroll yourself from the course. If you wish to un-enroll from the course, select the “Continue”
button.

Once the “Continue” button is selected, the screen will refresh back to the Moodle Home page and you
will not be enrolled in the selected course.
Note: If you choose to use this feature, you must then re-enroll yourself in another course while
enrollment is still open. Understand that if you choose to leave the course, that spot is then open for
someone else to take. You are taking a risk by un-enrolling yourself from a course. CCON staff cannot
help you if you leave a course willingly and it fills up before you re-enroll. Also, do not enroll yourself in
multiple classes and use the un-enroll feature to save spots for other students or for yourself when you

have the schedule you want. Any duplicate students caught by CCON staff will be un-enrolled from the
selected courses and asked to re-enroll.

