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CFISA Enroll Users Into Training Course: 

This guide will help you enroll one or more users into the course you have purchased. 

1) You can enroll employees/students via the www.cfisa.com website or through an email you will receive 

when the purchase is complete. 

Email: 

The email is titled “Enroll student in bulk”. It says “You can enroll yourself as a manager and your 

employees as students in the purchased products here: Enroll Students”. Please click on the link. If you are 

not logged into the site it will request you do so before proceeding (#3) below. 

Web Site: 

Login into the system by selecting Login/Register (#1) or click Manage (#2) and select Enroll Employees. If 

you are not logged into the site it will request you do so before proceeding (#3) below. 

 

Please note: Your password must have at least 8 characters, at least 1 digit(s), at least 1 lower case letter(s), at 

least 1 upper case letter(s), at least 1 non-alphanumeric character(s) such as *, -, or # 

PLEASE NOTE: Employees taking course(s) will receive an email with instructions to login and access your 

course. 

 

 

 

 

https://www.cfisa.com/
http://www.cfisa.com/
https://www.cfisa.com/enroll-students/
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CFISA Enroll Users in Bulk or One at a time: 

 

Once you have logged in you will access the enrollment page. At any time you can select Manage (#2 

above) to access the enrollment page. 

2) From the pull down list (#5) select the course (#6) in which you would like to enroll students. At any 

time you can purchase additional seat licenses by selecting Add Quantity (#7) 

 

 

3) The enrollment page will allow you to enroll one or more users manually or by uploading CSV file. 

IMPORTANT NOTE: We suggest you click on the green “Enroll New User” button (#7) and add yourself to 

the course so you will be assigned the Non Editing Teacher role (#10) allowing you to access and 

download course progress and completion reports.  

 

https://www.cfisa.com/
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4) The enrollment page over view: 

#7 - manually enroll students 

#8 - change the amount of users viewed in the list  

#9 - search for a student 

  

#10 – as noted above: First Student Enrolled has rights to access and download student progress and 

completion reports. (e.g. Administrator) 

#11 - download a sample CSV. This file illustrates the information (First Name, Last Name and Email 

address). You can remove the sample names and replace with your list. Please save file as .CSV format. 

#12 - once you file is ready you can select Browse to locate you list in your computer. 

#13 – Select to Upload CSV (#12) 

#14 - When the file is uploaded into the system you will be prompted to review the list to make any final 

changes. You can scroll the list (#15). Once you have completed review select Enroll User (#16). 

 

https://www.cfisa.com/
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5) When you approve the list you will be able to see  

- How many seats still available (#17) 

- Total enrolled users (#18) 

- Sort the list view by clicking on the list header (#19) 

 

 

6) Your students will be enrolled in the course.  

They will receive an email with a temporary password. 

They must login and click on Manage (#20) and select my account. Then select Account Details from the 

list on the left (#21), Enter temporary password (#22) received in email. Enter new Password (#23) and 

confirm new password (#24) and then select Save Changes (#25) 

 

 

https://www.cfisa.com/

