How to Mark a Learner’s Course as Complete

1.) Click “Reports” located on the left side of the screen.
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3.) Select the learner you want to mark as complete. In this example, we will
select “Shemin NHFS".
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4.) Select “Courses”
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5.) Hover your cursor over the course you want to mark as complete for the
learner. For this example, let’s select “SEP-104: Safe Transfers.”
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6.) Point your cursor to the right side of the course and click the arrow/return
icon.
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7.) A drawer will appear on the right side of the screen. Select “Complete” on
the right side.
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8.) Once the button changes to “Reset,” a notification will appear stating,
“Success! The unit’'s progress was changed.” This confirms that you have
successfully completed the course for the learner.
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9.) To verify that the course is complete, the learner should have received
their certificate. Click “Certificates.”
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10.) You will see the learner’s certificate here. You can Download, View, or
Delete the certificate.
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