
Steps to Creating a New 
User in CH-PWLN 
 
 
 
Step #1: Log into PLATO 
 
 
 
Step # 2: Click on Class 
Tools 
 
 
Step # 3: Click on Create a 
User in this Class  
 
 
 
Step #4: Type in a PLATO 
Name 
 
Step # 5: Choose the member 
of group 
 
Step # 6: Role will be 
Learner 
 
Step #7: Type in First Name 
 
Step # 8: Type in last Name 
 
Step # 9: Check Use Group 
Activation Date 
 
 
Step #10: Check Audio 
Preference ON 
 
Step # 11: Create a password 
if you want 
 
Step # 12: Click Send 
 
 
Note: If you want all of the 
students to have the same 
password-create it here 
before doing the next steps 

 

 

 
 



 
 
Step #13: Your new student 
will appear in your class 
 
Step # 14: Choose edit if you 
need to change any of the 
student’s information 
 
 
 
 
 
 
Step # 15: Choose Copy to 
create additional Students 
 
 
 
 
 
Step #16: Change the PLATO 
Name-First Name & Last 
Name for your new student 
 
 
 
 
 
 
 
 
 
 
 
Step # 17: Click send once 
you are finished with this new 
student 
 
 
 
 
 
 

 

 

 
 



 
 
Step # 18: You can create 
more students or log out of 
the system properly if finished 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


