
Marking Completion for Learners   

Page 1 of 6  Revision Date: 09/11/2013 
 
 

This job aid is intended to illustrate how to mark completion for one or more learners in ELM 

using Activity Rosters. Activity Rosters are online pages used by agency administrators and 

instructors to manage enrollment-related tasks. 

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. Enter the Title or Activity Code and Type for the activity and click 
Search. 

 

 

 

 

 

If instructor name is known, 

enter it here to more quickly 

locate the roster. 

You can also find the 

roster by entering a 

learner’s Employee ID 

(State of Ohio User ID).  
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3. A list of activities meeting the criteria appears. Click the Roster button for the activity. 

 

 
 

4. The Activity Roster screen appears. Click the Activity Component link. 

 

The Enrolled column 

indicates how many 

learners are enrolled. 
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5. The Activity Components section is displayed. Click the Details button.  
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6. This will take you to the Component Roster for that Activity. Click the check box to the 

left of the learner’s name. Select the appropriate option from the Attendance and Grade 
drop down menus.  
 

 

* The Attendance column has the following options in the drop down menu: Enrolled, 
Completed, No Show and Not Completed. 
 
**The Grade column has the following options in the drop down menu: Completed, Not 
Completed, Not Marked, Not Required and Pending. 
 
 

7. Click Save.  
 

  

Click the 

checkbox 

to select 

the 

learner. 
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More than likely you will be marking completions for more than one learner at a time. To do this 

you will follow the same process above until step 6. Follow the steps below to mark completions 

for multiple learners at a time. 

1. The Component Roster page below shows a roster with multiple learners. To mark all 

learners complete, click the Select All link and then in the For Selected Learners box, 

select Completed from the Set Attendance to: drop down and do the same for Set Grade 

to: drop down. Finally, click Go for each.  
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2. All learners for this roster have been marked Completed. Click Save to save your work. 

 

 

 
 

 

  

 

 

 

 

To choose different Attendance and 

Grade options for different employees, 

repeat this process, select different 

employees, until the Attendance and 

Grade columns have been filled for each 

employee on the roster.   

 


