
How to update learners Activity Status from Activity Roster page?  
 

(1) Go to Activity Roster  page, On the Enrollment Status Tab, find the learner and 
click on the “Details” button.  

 
 
(2) On detail page, we can see the Attendance is “Unknown” and Grade is “Not 

Grade”. Change Attendance to “Attended” and Change the Grade to “Pass”. 

 
 
(3) Click “Save” button to save the page. Click on “Return To Previous Page” link. 



 
 
(3) We are coming back to previous page. Click on “Save” button. 
 

 
 
 



How to update program status manually? 
(1) To Make Program Complete, go to program Roster page. Search the program, and 
click Roster button. 
 

 
 
(2) Click Search Option link 

 
 



(3) Select Program Status “In Progress” and put the Program Registration From Date 
as 02/01/2008 or whenever the program started registration. Click on Search button. 
 

 
(4) You could either mark Aihua’s status to “Complete”. Then click “Save” 
button.

 



 
After you click the Save and Submit button, you have the confirmation page below. 
Then click on “Return to Program Roster” link to go back. 

 



(5) Or you might select multiple learners and mark them to “Completed” all together 
by performing Group Action. This is a new feature in version 9. 
 

 
 

I think Group Action will be the best way for admin to change the learner’s program 
status if something goes wrong or the program status needs to be updated manually. 
 
Please make sure to save each page after make any changes. 


