To enroll yourself or others that already have an ESAMS account into a BI2F training classes.  

Note: you must have ESAMS Level 2 (aka Motorcycle Safety Supervisor) access to enroll others.  Those you are enrolling must also already have an existing ESAMS account.

Classroom Training Schedule 

To enroll personnel in a class that has already been created, users may employ the “Classroom Training Schedule” link. This link is located on the main ESAMS page under the “My Links” section. Selecting this option opens a window to a list of available scheduled classes for the current day and for the current month. Users may search for classes in future months by selecting the proper month at the top of the list of shown classes. Classes are listed in order of the day that they are being conducted on and then alphabetically. 

Once the user has found the appropriate class, the user may enroll by selecting the “Enroll Me” or “Enroll Other” link (depending on whether user us enrolling self or other command members) located next to each available class on the far right of the page. Selecting the “Enroll Others” link opens a search screen that allows users to find personnel that they can enroll.**  The user may search by filling in any or all fields available in the search window. Once the search criteria have been filled in, users must click the “Search” button. This opens a window that displays the personnel found by the search. Personnel can be enrolled by selecting the box next to their name(s) and then clicking either “Enroll” button. All personnel in the window can be enrolled in the class by choosing the “Select All” box and the clicking the “Enroll” button. After the “Enroll” button is selected, the user is taken back to the Scheduled Classes page. Note: Once the “Enroll” button has been selected, the user will not be able to disenroll any personnel. This may only be done by the BI2F class administrators or by the personnel themselves.

[bookmark: _GoBack]**The scope of personnel that can be enrolled by the user is based upon the scope of Personnel Administration (PA) access that the user has (i.e., a user with Command PA can enroll any personnel within his command). Note: This function is not available to users with PA Enterprise Access.

