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Reassigning Licenses 
1. From the Administrator Home screen, under “Your groups & users”, change the “All 

User Statuses” to Active Users. 

 
2. Click the dropdown next to the checkbox of the group you want to edit. 

 
3. Click Last Login to sort the active users from oldest to most recent. 

 
 

4. Change the User Status of the user you want to deactivate to Inactive. 
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5. A confirmation window will appear. Select whether or not you want to notify the 

deactivated user and click the ok button. 

 
6. To add a new user, open the group to which they will belong. Click the Manage 

Users dropdown and select Add user(s). 

 
7. Complete the user information in the Add user(s) window. When all the information 

has been entered, click the add user button. 

 
8. If prompted to send a registration email, click the yes button. 
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9. The email template page will appear. Ensure the email looks okay and click the 

send button. 

 
 

  

Running Course Completion Reports 
1. From the Administrator Home screen, hover over the Administration tab at the top of 

the screen and click View reports. 

 
2. Click the Usage Reports tab. 
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3. Click the Choose a Report dropdown and select Certificate of Completion. 

 
4. Click the Choose a set interval radio button and select Last Month. Then click the 

apply button. 

 
 

5. Open a new web browser and login to ELM. 

 

6. On the menu on the left, click Enterprise Learning. Under Enterprise Learning, click 

Learner Tasks and then click Add Supplemental Learning. 
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7. If you have the employee’s Employee ID Number, you can enter it in the Employee 

ID field and click the Search button. 

7.1. If you don’t have the employee’s Employee ID Number, enter the employee’s 

first and last name into the Learner field and click the Search button. 

 
8. Click the Add button next to the employee you wish to edit. 

 
9. Click the Type dropdown and select External Learning. Then click the Continue 

button. 

 
10. In the Supplemental Learning window, fill in all the required fields utilizing 

information from the Certificate of Completion report. 

 
11. Once you have filled in all the necessary information, click the Save button. 


