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This job aid is intended to illustrate various tips and tricks to be used on the Activity Roster 

within ELM. Including, Utilizing the Search Option, Sending Notification to Learners and 

Modifying the Waitlist. 

The following tips and tricks take place within the Activity Roster. Follow these steps to get to 
the Administer Activity Roster page:  
In OAKS ELM, navigate to Enterprise Learning >Learner Tasks > Administer Activity 
Rosters.  
1. Enter search criteria and click the Search button. 
2. Within Learner Activities select the Roster button.  

 
 
UTILIZING THE SEARCH OPTION 

1. Navigate to a roster using steps above. From within the Activity Roster page, click 
the Search Options link.  

2. The Activity Roster page displays.  
 

 
 

Enter the Employee ID 

(State of Ohio User ID), to 

quickly search for a learner. 

Remove the check mark next to 

any statuses that you do not 

want to include in your search.  
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3. Enter desired search criteria and click the Search button.  
4. Search results will be displayed.  

 
SENDING NOTIFICATIONS TO LEARNERS 

1. Navigate to a roster using steps above. From within the Activity Roster page, 
select learners by clicking the checkbox to the left of the name.  
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2. Click the Group Actions drop down arrow and select Send Notification and click 
Go.  

 

  
3. Activity Notifications page displays. Delete **Replace with Notification Details** 

text and enter desired text in the Message Text field.  
 

 
 

4. Select Send Notification button.  
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MODIFYING THE WAITLIST 

1. Navigate to a roster using steps above. The Activity Roster page, identifies 
individuals currently on the waitlist.  

 

 
 

 

To enroll someone who is on 

the waitlist, select the drop 

down arrow and select Enroll.  


