
 

Mark Attendance for a Session 
This reference guide describes how to mark attendance for a session of professional development you are responsible for. Please note that the system will 
automatically generate email notifications, 7, 14 and 21 days after the end date of the event if you have forgotten to complete this very important task. After 28 
days this will be escalated to your supervisor via an email notification. 

 Step 1: Select the hamburger menu in 
the top right hand corner of the 
screen. 

Step 2: Select the Manage Learning 
menu item. 

 

 

 

 

 

 Step 3: Select the Manage Sessions 
menu item. 
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 Step 4: If the session is in a 
Completed state, you will need to 
change it to Published in order to 
make changes. 

Step 5: Select the pencil icon to edit 
the session. 
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 Step 6: Select the drop down arrow 
for the Status field and choose 
Published. 

 

 

 

 

 

 

 

 

 Step 7: Scroll to the bottom of the 
screen and select Save Learning 
Event Session. 
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 Step 8: Select the button Don't notify 
users. 

 Step 9: Locate the session you want 
to update and select its Mark 
Attendance icon. 
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 Step 10: Select the Status drop-down 
list for each user and choose one of 
the attendance options. 

Step 11: Select the select all checkbox 
to make changes to everyone 
enrolled in the session. 

 

 

 

 Step 12: Select the Submit button to 
save changes. 
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 Step 13: You will be asked to confirm 
the changes. Select the Yes button to 
confirm any changes you have made. 
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