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Before You Start: 

IMPORTANT:  
1. This Job Aid covers Roll-call completions but can be used to record 

any Item that Training Coordinators have access to record against. 
2. Roll Call completions are to be recorded within 4 weeks of 

assignment.  
3. ONLY RECORD ONE COMPLETION FOR EACH USER FOR 

EACH MONTH. 
4. Roll Call instructions and sign in sheets are provided by Continuing 

Education Branch. 
 

1. Log in to the LMS. 

  

2. 

Select the User Management tab. 
Click Tools from the left pane. 
Click on Learning Event Recorder. 
Select the Item radio button. 
Click Next. 
 

3. 

The Select Item page appears.  
Enter the Item ID, Select Briefing 
from the pull down menu and click 
Next. 
 
 
 
 
 
Tip: See Item IDs in next block. 
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Item IDs: 

 

4. 

Select BRIEF-COMPLETED 
(Briefing Completed) – For Credit 
rom the drop-down. f

 
nter the Completion dateE . 

 
nter ComE pletion Time 

 
elect Time ZoneS . 

 
Click Next. 
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5. 
The Select Users screen appears. 
Click on add one or more from  

 

list. 

6. 
The Search Users screen 
appears. 
 
Click the Organizations filter. 

7. 
Enter the first 3 digits of your org 
code on the Organization ID field. 
 
Click Submit Criteria. 
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8. The Search Users screen 
appears. Click Search. 

9. 

The Select Users for This 
Learning Event screen appears.  
 
IMPORTANT - Use the drop down 
to display ALL records. 
 
Scroll down and check only those 
users who completed the Roll Call 
briefing. 
 
When you have Selected all the 
appropriate users, click Add. 
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10. 

The Edit Selected users screen 
appears. 
 
Double check that only those users 
who attended the Roll Call 
briefing and signed the sign in 
sheet are listed. If there are any 
users who should not be included, 
you can remove them now by 
clicking Remove and Apply 
Changes. 
 
Once you have confirmed that the 
users are correct, click Next. 

11. The Edit User Event Information 
screen appears. Click Next. 

12. The Record Event screen displays. 
Click Finish. 
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13. 
The Edit User Financial screen 
appears. Do not enter any 
information here, just click Next. 
 

14. 
Preview the screen. If you need to 
make corrections, click Preview to 
correct or click Finish.  
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