
To assign course TC5550 to members in your department, please follow these steps: 
 
1. Log in to Rascal (www.rascal.columbia.edu) using your UNI. 

 

 
 

 
2. Go to the Training Center. 

 
 
3. Click on “Assign Courses.”  You be taken to this page: 

 
 



4. To assign courses by UNI, enter the UNI of the individual and click “Assign.”  You will then be taken 
to a menu of courses.  Click the box(es) for the course(s) you want to assign and click “Assign.”  The 
course will then be added to the individual’s My Training To-Do List. 
 

 
 
5. To select individuals from a list of everyone in your department, select the department whose 

member(s) you’d like to assign TC5550 to and click Submit.  You’ll then be taken to that 
department’s page, which will show all the department members (the Office of Research 



Compliance and Training serves as an example here).  To select the assignee, click on the blue arrow 
next to the individual’s name. 

 
6. Then, select TC5550, and click “Assign Courses.” 

 
 

 
7. The course will then be added to the department member’s My Training To-Do List in Rascal. 

 
8. To batch-assign TC5550 to more than one individual, go to the Training Center and click on “Batch 

Upload Assign Courses. 
 

 
 
9. Download the CSV file, in which you will input the list of UNIs and the course number (TC5550).  

Save the CSV file and then upload it to Rascal by clicking “Choose File” to find the file on your 
computer, and then “Upload.”  You will then see a confirmation screen that lists everyone to whom 
you’ve just assigned the course. 



 
 
 

  


