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Before You Start: 

IMPORTANT: All registrations, no-shows and cancellations must be 
made on the Scheduled Offering before you record completions. If 
you modify registrations after you record completions, those 
changes do not modify the completions you already recorded. 
Make sure you know the correct Scheduled Offering ID before you 
begin. The ID should be on your Scheduled Offering Worksheet. 
 

1. 
 
 

2. 

 
Select User Management in the 
top menu. 
 
 
 
Select Tools, in the side menu and 
then Learning Event Recorder. 

 

3. 
 

4. 

Select the Scheduled Offering 
radio button. 
 
Click on Next. 

5. 
 

6. 

Enter your Scheduled Offering ID. 
 
 
Click on Next.  
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7. 
 

8. 

The Item, Title, Instructor, Hours 
and Completion Date will default 
from the Scheduled Offering. 
 
 
Select the Completion Status you 
want to record against. 
 
Click on Next. 
 
 
 
Tip: If you have users in the class with 
different completion statuses, you will get to 
change them individually in step 11. Just 
choose the most common status for the 
class at this point. 

 
 
 

9. 

A list of all registered users will 
appear. 
 
Click on Next. 
 
IMPORTANT: You should not be 
Adding or Removing users in this step. 
If you are missing users or someone is 
listed who did not attend, then you 
must go back to the scheduled offering 
and adjust the registrations. The Add 
and Remove functions should never 
be used when recording against a 
scheduled offering. 

 

10. 
Review your list of registrants and 
add any Comments or change the 
completion Status for a user as 
needed then click Next.  

7 

8 

9 

10 

 
2www.learnatf.gov 



 

 
3

Training Records Manager  
Job Aid 
Recording Completions for a  
Scheduled Offering 

Version 1.0
March 1, 2011

www.learnatf.gov 

11. 
Do not make any changes on the 
Edit User Financial Information 
screen. Click Next. 

 

12. 
Review the final screen for 
accuracy. If you need to make 
changes, click on Previous. If 
everything is correct, click on 
Finish. 
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