Update Completion Status for a Learner
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Procedure
1. Navigate to Administration > Learning Activities > Gradebook.
2. Locate the desired course and learner by using the tabs and search functions.
3. Click Edit.
4. Once you have selected the learner(s) who has completed the course, click the Mark as Complete button or the Mark as Incomplete button.
5. For the Mark as Complete option, you must enter a Completion Date:
6. In the Completion Date text box, type the date and time information into the text field or select information from the calendar and clock icons to reflect when the learner completed the selected course. If the system is passing a completion date in the case of an OLT, it appears here.
7. Click Save.
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