
ADD LEARNERSADD LEARNERSADD LEARNERS   
Ensure all who attended are on your
roster (can add individually or in bulk

All must be marked as Attended or Not Attended. Do not
leave participants unmarked.

ATTENDANCE*ATTENDANCE*ATTENDANCE*
This is where you let us know who attended and who did not.

if needed, Adjust point values (mainly for multi-day
sections and participants with partial attendance).

MANAGE MULTIPLE CREDITSMANAGE MULTIPLE CREDITSMANAGE MULTIPLE CREDITS

This can be found in the top column of the section's roster

WHEN ALL ARE MARKED COMPLETE/INCOMPLETE,WHEN ALL ARE MARKED COMPLETE/INCOMPLETE,WHEN ALL ARE MARKED COMPLETE/INCOMPLETE,
CLICK THE BULK LOCK ICON TO LOCK ROSTER DOWNCLICK THE BULK LOCK ICON TO LOCK ROSTER DOWNCLICK THE BULK LOCK ICON TO LOCK ROSTER DOWN

Automatically mark registrants as complete
based on their attendance. 

AUTOCOMPLETE BASED ONAUTOCOMPLETE BASED ONAUTOCOMPLETE BASED ON
ATTENDANCEATTENDANCEATTENDANCE

Requires to set threshold of lowest attendance number. 

if there are participants who are still marked as
"registered", mark them as incomplete (once step 3
is done) OR all statuses can be recorded here
manually.

ROSTER STATUS*ROSTER STATUS*ROSTER STATUS*

Points only appear for those marked as "Complete" regardless of
attendance amount. Do not leave any participant as "Registered".

MAIN INSTRUCTOR STEPS INMAIN INSTRUCTOR STEPS INMAIN INSTRUCTOR STEPS IN
PLMSPLMSPLMS

Keep this guide handy to ensure that you complete all. steps
with "*" are required.


