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This job aid is intended to illustrate how to approve learners in ELM using Activity Rosters. 

Activity Rosters are online pages used by agency administrators and instructors to manage 

enrollment-related tasks. You may need to approve a learner in the event that the manager is 

unable to do so.  

1. From the left navigation menu in ELM, navigate to Enterprise Learning > Learner Tasks 
> Administer Activity Rosters. 

 

  
 
 

2. The Administer Activity Roster page appears. In order to view a roster, enter your 
search criteria and click Search. 

 

 

 



Approving Learners       

Page 2 of 5  Revision Date: 04/17/2013 
 

 
3. A list of activities meeting the criteria appears. Click the Roster button for the activity. 
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4. The Activity Roster screen appears. To approve a leaner or learners from the Activity, 
click on the New Status drop down and change the status to Approve.  
 

 
  

 

Click the New Status drop down and 

change the status to Approve. 
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5. The Approve Activity screen appears. Click the Continue button.  
 

 
 

6. The Approve Activity screen appears again with the confirmation that you have 
successfully enrolled the learner in the activity. Click the Return to Activity Roster link. 
 

 
  

 

Click the 

Continue 

button. 

 

You will receive this 

confirmation that you 

have successfully enrolled 

the learner. 

Click the 

Return to 

Activity 

Roster link. 
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7. The Activity Roster screen appears with the learners status changed to Enrolled. You 

can continue to make updates to the Activity Roster or click Save to complete the 
process.   
 

 

 

 


