
Update learners’ program status manually in V9.0 
 

(1) Go to Administer Program Roster page [Enterprise Learning>Learner 
Tasks>Administer Program Rosters]. Search the program, and click Roster button. 
 

 
 
(2) Click Search Option link 

 



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

 



(4) You could either mark learner’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 at one 
time by performing Group Action. This is a new feature in version 9. 
 

 
 

o Select the check box for learners you want to update the status. 
o On Group Action drop down list, select the status you want to change to. 
o Click “Go” button. 
o Then follow the screen to confirm the updates. 
o Don’t forget to save the page 

 
 

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


