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This job aid shows you how to view and print a course roster and how 
to complete a roster after the course.     
 
COURSE ROSTER 
 
To view and print a course roster complete the following steps: 
1. Click Administration.  
2. Click the plus sign next to Manage Training.  
3. Click Instructor Tools.  
 
 
 
 
 
 
 
 
 
 
 
4. From the instructor tools page, type a keyword or phrase in the Search Text field. 
5. Click Search to view a list of courses that match your search criteria. 
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6. Select Roster from the Action menu. 
7. Click Go.  The Roster page is displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. The roster will list the students that have registered for the class. 
9. Click Export to Excel to format the roster and to print it for the students to sign-in during the class.  
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STUDENT SCORES 
 
Once the class is over you will need to edit each student’s progress 
status for the class.  To manage student scores, complete the following 
steps: 
1. Click Administration.  
2. Click the plus sign next to Manage Training.  
3. Click Instructor Tools.  
 
 
 
 
 
 
 
 
 
 
 
4. From the course sections search page, you will need to change the section status to a date range since 

the class occurred in the past.   
 
 
 
 
 
 
 5. Change “Section Status” to “Date Range”. 

6. Click on the calendar button to the right of 
“Start Date” and select the start date of 
the event. 

7. Click on the calendar button to the right of 
“End Date” and select the end date of the 
event. 

 
 
 
 
 
 
 
 
8. Click Search to view a list of courses that match your search criteria. 
 
 
 
 
 
 
 
 
 

Created: 8/17/09 DAS – HRSD Page 3 of 5 
Last Update: 8/19/09  Training & Development Services 



ILEARNOREGON 
INSTRUCTOR TOOLS 

 
9. Select Edit Scores from the Action menu. 
10. Click Go.  The Edit Scores page is displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. If everyone enrolled on the roster attended the event; then perform the following steps: 
 
 
 
 
 
 
 
 
 
 
 
 • Click in the box to the right of Attendance. 

• Change “Progress Status” to Completed.  
 
 
 
 
12. Click Apply. 
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13. If attendees require different results, then go to each person and select their progress status from the 

drop down menu.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: As you update the roster, attendee’s will receive an email generated by the system. This email 
provides the user with the information you enter for them and serves as a reminder for the user to log-into 
iLearn and check their transcript. 
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