How to Manage a Course Roster

Learnsoft system.

Quick links to sections below:

How to Manage a Course Roster
Updating Completion Status and Grades
Actions Menu and Updating Student Status
Complete Course Instance

Print Roster

Export Roster
Email to Users on Roster

Manually Adding Users to the Roster
Canceling Enrollment

Moving a Participant from One Instance to Another

This HelpDoc assists instructors with managing and grading a Credit Hours (formerly Non-Credit) course roster in the

A detailed article on how to manage course rosters can be found HERE.

Additional articles and resources can be found at the Learnsoft Knowledge Base.

From your instructor view:

1. Scroll down to the
Learning Object List

2. Locate the course

Learning Object List

(W E =R My Courses (Instructor) v m n

Student

o 112 Instructor Led Sample Course

(] 224 Instructor test

u] 222 Restricted Demographic Test

[u] 223 Restricted Location Test

(] 195 PD185 test SASA

[u] 213 User Classroom Course creation test

& « |ID Course Number Name Type Class Count  pgete
Count
3. Click on the “View" Link
under the Column titles
" "
Class Count
Learning Object List Displaying mmﬂ
#o D Course Number Name Student Count Type ClassCount  Delete
o 214 Authorizer 3 Blview(d)
u] 210 PD210 Class test 5 — (2 View (1)
o 18 How To Add Course Listing 4 B view(2)

IS

Sl view(s)
Bl view(1)
£23 View (1)

Bl view(1)

w

Elview (1)

F I T I R T I I v

w

£ View(1)

4. Click the "View" Link
under the roster column
for the instance you need
to review or update.

m
‘\

Students Roster

£5 Add {4/0) \rrewﬁ:l | Print
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for:

5.

Locate the gear icon on
the far left of the Roster
table to add or remove
columns on the roster
view. Some of the most
common fields:

ID - Session ID that
correlates the student
to the Instance
Employee ID -
Employee ID for the
enrolled students.
Active - True if the
student has an active
status and False is the
student is inactive in
the LMS.

Department - Primary
department the user is
affiliated with

Start Date - Start Date
of the Course if
applicable

End Date - End Date of
the Course if applicable
Enroll Date - Date and
time the students were
enrolled in the course

Return to Top

Updating Completion Status and Grades

From the Roster, Users can be
marked under the Actions column
with options depending on the

course settings.

A Classroom course will have
completion/attendance options

“No Show" status for
this session. If the
“Allow No Show’ feature
was marked at the
instance level for this
session, the student
will be able to move into
another date for this
classroom course.

Mark user(s) record as
"Complete" for this
classroom course

Session List: Class Test

(x| 15
1 Al

1 Active
[l Session ID Fe
| Department 1
[ Type ke
[ Start Datetime
| End Datetime
[_| Facility

I Enroll Date

| Enrolled By e
"] Atternpted Enroll Date alu
| Due Date

1 Waitlist Standing
| Date Completed
"] Supervisors

| User Address

[_| Participant Type
| CoursePrice

1 User Mame

1 User Email

1 Manual Due Date
I Launched

Apply

alu

alu

Not a graded course option

Session List: Instructor Led Sample Course

ﬁ v Status Actions
_ Complete Mot Graded ) No Show @ Complete ) Skip
|:| Complete Mot Graded ) No Show @ Complete ) Skip
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e The defaulted selection
is Skip, so the status
will not update the
roster for the user,
allowing the instructor
to come back at a later
time and update the
record.

An Online course will have
completion options for:

¢ Incomplete the user
did not complete
course.

e Complete will be
marked automatically
by completion of the
online course
requirements and can
be marked manually to
update the roster.

e The defaulted selection
is Skip so the status
will not update the
roster for the user.

If the course is Pass/Fail

e Pass toindicate has
successfully completed
the requirements.

e Fail to indicate the user
has not successfully
completed the
requirements.

If the course is graded and
requires a passing Score

e Scoreis a text entry
box to enter the score

e Reqis the required
score for passing

If the course grants Credit
Units/Hours/Others

1. Units | Hours |

Others is a text entry
box to enter the credits

2. Reqis the (max)
number of credits as

Session List: Class Test

'ﬂ' « Status Actions

O

O

For Pass/Fail Option

Cancel

(® Passed () Failed C) No Show (® Complete () Skip

Complete
P Evaluation

(®) Passed () Failed () No Show @& Complete () Skip

Complete
P Evaluation

(® Passed () Failed C) No Show (®) Complete () Skip

Complete
P Evaluation

(® Passed () Failed () No Show @) Complete () Skip

Complete
P Evaluation

Students must receive a passing score option
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set on the course
settings

Other options for removing a user
from the roster

e Cancel out of this
instance by clicking
"X Cancel"

e Moved to a new
Instance by clicking
"Move"

e Replaced by another
participant by clicking
"Replace”

Return to Top

There are three key sections to

Session List: Paraeducator Training

L o 2 Status  Actions

O Enroll Hours: 8 Req:8 Score: 100 Req: 70 O Incomplete O Complete O Skip
- X Cancel

a Envoll Hours: 8 Req:8 Score: Req: 70 O Incomplete O Complete O Skip
] "

Actions Menu and Updating Student Status

X Cancel

the Actions menu: [
. I Student Status Options
1. Student Status Options -
2. Cancellation Options Choose File Mo file chosen
3. Roster Options
-Select One - W
Upload/Update Roster
Cancellations Options
- Select One - L4 Cancel Enroliments
I Roster Dptiﬂnsl
Print Roster Export Roster Email Enroll In Another Course
Select the Status Type (no show, (]
cancel, complete) from the drop Student Status Onfi
menu and click [Upload/Update I Haent status ptons
Roster] to save this status for the Browse... No file selected.
selected users.
- 5elect One - «
- Balect One - Upload/Update Roster
Complete
o Show Cancellations Options
= Select One = ") Cancel Cancel Enrollments
Foezet - Enroll
Mevz Roster Options
Print Roster Export Roster Email Enroll In Another Course
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Return to Top

Complete Course Instance

Go Back to step 2 to get to the
Object Instance Level.
Click anywhere on the Instance

|
'n' ID Start Datetime ..

1343 7/1/2023 12:00:00 AM 6/30/2024 12:00:00 AM DOE Facility -...

End Datetime Facility + Instructor

School Principal

Click “Edit”

Change Status from “Scheduled”
to

Completed.

Return to Top

Print Roster

Click the [Print Roster] button to
open a print friendly version of the
roster. This will include a header
with the course instance details
and then the records for all users
in the Enrolled status.

This is sometimes used as a
physical sign-in sheet.

Return to Top

Export Roster

To Export a spreadsheet view of
the Roster, click the [Export
Roster] button.

iuest Speakers:
Status:®* | Scheduled w
- Select One -
Launch Date: ) n
Pending
Scheduled
Subject Code:

Completed

xpiration Date: | Cancelled By User

- Select One -

N

Student Status Options

Browse... No file selected.

- Select One = w

Upload/Update Roster

Cancellations Options

w Cancel Enroliments

Roster Options

Print Roster  Export Roster  Email  Enroll In Another Course

Student Status Options

= Select One =«

Browse... No file selected.

Upload/Update Roster

Cancellations Options

- Select One - ~ Cancel Enroliments
\ Roster Options
Print Roster  Export Roster  Email  Enwoll In Ancther Course
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Return to Top

Select the user(s) by putting a
check in the box to the left of
their entry.

Email to Users on Roster

¢'  Status Actions Name

Not Graded

) No Show

) Complete Il
() Skip

% Cancel
Not Graded

() No Show

> Complete Wl
0 skip

A Cancel
Not Graded

) No Show

) Complete l__

Enroll

Enroll

Enroll

7 Skip
A Cancel
Not Graded
2 No Show
) Complete W
() Skip
% Cancel
Not Graded
- No Show

] Enroll

(m] Enroll
() Skip
A Cancel

 Complete M| |

Employee ID  Course

Tatiana

Trixy

_Malia

Auroral]

Nikki

Enroll

Department Date Job Position
raper Wt g

District===

e H ETE

M ChapterHawaii

District---
CAKau...

.
Central

Chapter  ryictrict.-- |

r CALei.

M ChapterCentral
[ | I District--- - u

CA Lei... [

Leeward
District---
CAP..

|
Chapter

If you want to email the entire
roster, scroll to the bottom of the
page and click on Select All

M Enrolled | @ Pending | ll Waitlist | Select All | Unselect All | Remove Selected | Remove Unselected

Click [Actions] button to open the
Actions menu, and then click
the [Email] button.

Browse...

- Select One -«

Student Status Options

Mo file selected.

Upload/Update Roster

Cancellations Options

= Select One - w Cancel Enrollments
\ Roster Options
Print Roster  Export Roster  Email  Enwroll In Another Course
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The email defaults to BCC, if you
don’t want to use the BCC function, Email
uncheck the blue check mark next
to “Use BCC”

1. You can manually add
others to the email by

selecting from drop down To (Bus= BCC) t Jthers ”
options. To List newtestingemnall @learmsoft.com
Attachment r Browse... Core Participant Handout.doex
To List will be pre populated with Subject Email Update : Paraeducator Training
the emails for the user that were
Aloha
selected.
Please park along side Kaghumanu Ave
**TIP** You can add additional -
. ) odhy
email addresses to the To List by !

entering a comma after the last
address and then the email
address.

2. Click on the Browse

button to add
attachments
3. Enter the contents in the
Body of the email
When you're ready to send your
email, click on the Send button. Email sz
Return to Top
Manually Adding Users to the Roster
From YOUI’ Lea I’nlng ObJeCt L|St, £} ID Start Datetime End Datetime Facility Instructor Type Status Students Roster
under the Students heading, click | sz 7/1/202493000 7/18/2024103000 Vitial- oy gyrycror o Scheduled =
on the “Add” link for the instance 1510 7/15/20249:0000  7/15/2024120000 DOE Facilty oy a Completed  adator e
. . - AM PM
In WhICh you d Ilke to add a user to 1756 6/18/2024 12:30:00 6/18/2024 3:30:00 DOE Facility OTM Instructor, (T =]
the roster PM PM G.. 2 e (IO View
’ 1434 6/21/2024 9:00:.00  6/25/2024 3:00:00 -DOE Facility OTM Instructor, o Completed add 0/3) View

AM PM Er...
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In the User Lookup screen, enter
the criteria (last name, first name,
employee ID) you'd like to use, and
click on the Search button.

**TIP** Employee ID works the
best

The results of your search will
show up in the User List. Place a
check mark in the box next to the
user that you wish to add to the
roster. Click on the Add
Attendees button to add the user
to the roster.

A system notification will confirm
that the user has been added.

Return to Top

- e - HAWAII |

Search Attendees

User Lookup:

Please select user(s) by checking the checkbox and clicking the "Add" button.

(%)

= e
b Selector
User List @ n
'ﬂ v User ID Name Employee ID Division Active
(m] 21594 (ADMIN) Dikilato, Greg Hawaii DOE Yes
L 21596 (ADMIN) Okazaki, Kevin Hawaii DOE Yes
21597 (ADMIN) Makaimoku-Young, Grace Hawaii DOE Yes
21598 (ADMIN) Yamamoto, Morgan Hawaii DOE Yes
24741 (ADMIN) Ueda, Shelly Hawaii DOE Yes
( 57882 Admin, School Hawaii DOE Yes

H(ADMIN) Ueda, Shelly has been successfully enrolled, Course Name - OTM Roster Training

Canceling Enroliment

Question: Employee has been marked complete on the roster but needs to be removed.

Answer: Technically, you can't remove a user once they are added to a roster.
However, you can cancel their enrollment so that the course is not listed

on their transcript.

From the roster, place a
check next to the
participant’s name.

Hours:

4 Req:
4 Not
Graded
() No Show
(® Complete

) Skip
Hours: 4 (4)

Complete (ADMIN) Olkazaki, Kevin
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Click on the “Action”
Button. Select “Reset-

III

Enrol

Click Upload/Update
Roster

This will put the
participant back in the
“enrolled” status.

Once the participants’
status is reset to Enroll,
place a check next to
their name again and
click on the Actions
button once more

- This time, select the
Cancel option and click
on the Upload/Update
Roster button

The roster will indicate
the participant has been
updated to the canceled

status.
Return to Top

)
Student Status Options
Poushtiphe Ukicr Uplasd Browse... Mo file selected.
- Select One -«
- Select One - Updoad /Update Roster
Complete
Mo Showr Cancellations Options
- Select One - v | | Caneel Cancel Enrollments
Reset - Enroll
Move Roster Options
Print Roster  Export Roster  Email  Enwoll In Another Course
Upload/Update Roster
HOLurs:
4 Req:
4
Not Graded . .
O Enroll B (ADMIN) Okazaki, Kevin
) No Show
) Complete
) Skip
X Cancel
[ x
Student Status Oplons
| Mukiple User Uplcad Browse.. Mo file selected,
- Select One -+ 3
- Select One - Upload /Update Roster
Complete
No Show 1 Cancellations Options
- Select One - w Cancel Enrcliments
Reset - Earoll
Move Roster Options
Print Roster  Export Roster  Emall  Enroll In Another Course
0O Cancel (ADMIN) Okazaki, Kevin
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Moving Participants from One Instance to Another

Take note of the date,

. £3ID  Start Datetime End Datetime Facility Instructor Type . Status Students Roster
tlmel and the InStance 81293 2/11/2025 3:30:00 PM 3/4/2025 5:30:00 PM Virtual - Chexk... Kathigen Grondin, .. F 7 Scheduled £8 Acd 0oy Virw
num be r you wa nt to 81294 2/10/2025 B:00-00AM 2/24/2025 3:00:00 PM Virtual - Chetk...  Kathieen Grondin,.—. o Scheduled  gHASSUOL  View (1) | Print

81292 2/10/2025 B:00:00 AM 2/11/2025 3:00:00 PM Virtual - Check...  Kathleen Grondin,... F=] Scheduled £ Add /D) irw
enl"o“ the pa rticipa nt in, B1295  2/6/2025 330:00 P 2/37/205 5:30:00 PM Wirtual - Check..  Kathbeen Grondin,__ 2 Scheduled DA View () | Print
81072 1/28/2025 8:00:00 AM 1/29/2025 3:00:00 PM Virtual - Chesck... Kathleen Groadin,.. f = Scheduled DA View [4) | Print
81074  1/28/2025 80000 AM 1/29/2025 3:00:00 PM Virtual - Chetk..  Shell Ann Suzuk,.. Frl Scheduled £ Addlo) View
Exam p le: #81225 I 81225  1/23/2025 B:00:00 AM 1/30/2025 3:00:00 PM Vietual - Check...  Andrea Degre, Kat— D Scheduled  BASIMOL  View(4) | Print
( 1 /2 3/2025 8 : 00 AM to 81224 1/14/2025 B:00:00 AM 1/28/2025 3:00:00 PM Virtual - Check...  Andrea Degre, Kat._ o Scheduled  LAMISD)  Viewl(s) | Print
. 81027  12/7/2024 12:00:00 AM 12/20/2024 12:00:00 AM Vitual - Chetk..  Kathleen Grondin,... 2 Scheduled g0 Add 10/11) View
1 /30/2 02 S 3 - 00 PM ) 81043 7/1/2024 8:00:00 AM 6/30/2025 4:00:00 PM Virtual - Check...  Kathbeen Grondin,. i Scheduled £ Addlor) View
81081  7/1/2024 8:00:00 AM 6/30/2025 4:00:00 PM Virtual - Chetk...  Kathbeen Grondin,... F=] Scheduled g5 Addi0/0) View
81026  1/1/2024 8:00:00 AM 7/30/2025 400:00 PM Virtual - Check...  Kathiven Groadin.... F=1 Scheduled £ Addlor) iew

From the roster of the

Learning Object Instance List:

Instance you want to move

LHID  Start Datetime End Datetime Facillity Instructor Type ., Status. Students Roster
froml CIiCk on ”View" under 81293 271177025 3:30:00 PM 37472025 5:30:00 PM Wirtual - Check... Kathieen Grondin,... 2 Scheduled £8 Add 050y WView
the rOSter Column B1294  2/10/2025 B00:00 AM 2/24/2025 300:00 PM Wirtual - Check... Kathieen Grondin.... 2 Scheduled DA (10 View (1] | Print

81292 2710/2025 8:00:00 AM 2/11/2025 3:00:00 PM Wirtual - Check... Kathleen Grondin,... F=] Scheduled  £31 Add 100} Vaew

B1295  2/6/2025 3:30:00 PM 242712025 530:00 PM Virtual - Check... Kathbeer Grondin.... F=] Scheduled £0Add (200} View (2 | Print

B1072 1/28/2025 8:00:00 AM 1/29/2025 3:00:00 PM Virtual - Check.. Kathbeen Grondin,... =] Scheduled Anddiam View (4] | Print

81074 1/28/2025 8:00:00 AM 1/29/2025 300,00 PM Wirtual - Check... Shedl Ann Suzukl,.., F= Scheduled  £3] Add (070 Viw

81225 1/23/7025 8:00:00 AM 1/30/ 2025 300:00 PM Wirtual - Check... Andrea Degre. Kat... 2 Seheduled 18 Add iarn View (4] | Print

I 81224 171472025 B:200:00 AM 1/28/2025 3:00:00 PM Wirtual - Check.... #Andrea Degre. Kat... 2 Scheduled R Asd (50 Wiewe (5] Iﬁin(

81027 12/7/2024 12:00:00 AM 12/20/2024 12:00:00 AM Wirtual - Chck... Kathbeon Grondin,... i Scheduled {3 Add 10/11] View

81043 771/2024 BO0:00 AM 6730/ 2025 4:00:00 PM Wirtual - Check... Kathleen Grondin.... a2 Scheduled £D Add oo WView

B1081  7/1/2024 8:00:00 AM &/30/2025 4:00:00 PM Virtual - Check... Kathbeen Grondin,... =] Scheduled £B A0 WView

81026 171/2024 B:00:00 AM T/30/2025 4:00:00 PM Wirtual - Check... Kathbeen Grondan.... 2 Scheduled £ Add 1000} View

From the roster, place a

check in the box next to

£ » Status Actions Mame Employee ID  Course
the participant’s name and oo MU 20 Rew:20 Not Graded () No Show () Complete () ki I8 WestEc: Acierating Wi for Englsh Learners
M Cancel
go to the action button g Hous: 20 Reg: 20 Not Graded () Mo Show ) Complete ) Skd N WestEc: Accelerating Wiriting for English Learmers

X Camcel

Hours: 20 20 Mot Graded Mo Show | Com) Ski
Req: plete W WestEd: Accelerating Writing for English Learmers

X Cancel
Hours: 20 Req-20 Mot Graded ' Mo Show | Complete ) Ski

Envoll W WestEd: Accelerating Writing for English Learmers
¥ Camecel
Hours: 20 Req-20 Mot Graded ) Mo Show () Comy Skl

Envoll s B WestEd: Accelerating Writing for English Learmers
% Cancel

Cancel WestEd: Accelersting Wiiting for English Learners
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In the first drop-down =
menu, select Move.

Student Status Options
When you do so the box e No e selechad.
will dynamically list the >
other instances for the Mave >
ObjeCt Th|S iS Where the ) 1172025 3:30 PM Te 3/4/2025 5:30 PM, Facility: Virtoal - Check "Notes™ section for details

) ) 2/10/2025 8:00 AM To 2:24/2025 3:00 PAL, Facility: Virmal - Check "Notes” section for details
information from Step #1 2/10/2025 8:00 AM To 2/11/2025 3:00 PM, Facility: Virnsal - Check "Notes® section for details

al
| 1/23/2025 8:00 AM To 1/30/2025 3:00 PM, Facility: Virtual - Check "Notes™ section for details  «

above will be useful 2/6/2025 3:30 PML To 2/27/2025 5:30 PM, Facility: Virtual - Check "Notes" section for details ¥l
S I t th . t 1/28/2025 8:00 AM To 1202025 3:00 PAL Facility: Virtual - Check "Notes” section for details
elec € new Iinstance 2 1/28/2025 8:00 AM To 1292025 3:00 PAL, Facility: Virtual - Check "Notes" section for details al

I 1/23/2025 8:00 AM To 1/30/2025 3:00 PAL Facility- Virmal - Check "Notes” section for details I

Click on the a
Upload/Update Roster

Student Status Options

button [ Muitpie User Upiooa [ No file selected.

Move v 1/2372025 8:00 AM To 1/30/2025 3:00 PM, Facility: Virtual - Check “Notes™ section for details

Upload/Update Roster |

Cancellations Options

- Select One - ~ Cancel Enrollments

Roster Options l

Print Roster  Export Roster  Email  Enroll In Another Course

If done correctly, the
roster should indicate
that the participant has
been moved to another
Instance and appear on
the new instance.

Cancel (Moved to another instance)
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