
INSPIRA LMS SOP: HOW TO MARK ATTENDANCE and SET GRADES (LEARNING ADMIN) 

1 
 

 

 

 

  

 

  

 

 

 

STEP I: Log into Inspira homepage ............................................................................................................. 2 

STEP II: Find the class/activity .................................................................................................................... 3 

STEP III: Mark attendance and set grades ................................................................................................. 4 

i. How to mark attendance/set grades for multiple learners by activity component ................... 4 

ii. How to mark attendance/set grades for an individual by activity component .......................... 8 

iii.    How to mark attendance/set grades for individual(s) or multiple learners at activity level ... 14 

 

 

  

Use this SOP to:  

1. Manually mark grades and attendance and enter scores for activities and their components;  

2. Override any attendance statuses, passing statuses, and scores that have been automatically updated 

by Sharable Content Object Reference Model (SCORM) or Aircraft Industry Computer Based Training 

Committee (AICC) compliant content.  

*Administrators can override attendance and grades for an activity without changing the attendance 

and grading information of ǘƘŜ ŀŎǘƛǾƛǘȅΩǎ ŎƻƳǇƻƴŜƴǘǎΦ  
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STEP I: Log into Inspira homepage 

 

1. Click on άaŀƛƴ aŜƴǳέ 

2. Click on ά[ŜŀǊƴƛƴƎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ 

3. Click on άLearner Tasksέ 

4. Click on άAdminister Activity Rostersέ   
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STEP II: Find the class/activity  

 

1. Enter the άActivity Codeέ όƛƴ ƻǳǊ ŜȄŀƳǇƭŜ ǿŜ ŜƴǘŜǊ ά[a{-1090-ннмέύΦ  

2. Click on ά{ŜŀǊŎƘέ 

3. The course should appear under Learning Activities, click on the άwƻǎǘŜǊέ button. 
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STEP III: Mark attendance and set grades 

 

i. How to mark attendance/set grades for multiple learners by activity component 

If your course has one or several activit components, you can mark attendance/ grades for one 
learner or a group of learners in each component.  

 

 

1. Click on ά!ŎǘƛǾƛǘȅ /ƻƳǇƻƴŜƴǘέ tab. 
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2. CǊƻƳ ŎƻƭǳƳƴ άwŜǉǳƛǊŜŘέ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŀǘ activity ŎƻƳǇƻƴŜƴǘ άǎŜǎǎƛƻƴǎέ ƛǎ ƻǇǘƛƻƴŀƭ 
and activity ŎƻƳǇƻƴŜƴǘǎ ά²ŜōŜȄέ ŀƴŘ ά!ǎǎŜǎǎƳŜƴǘέ ŀǊŜ ǊŜǉǳƛǊŜŘΦ /ƭƛŎƪ ƻƴ ά5Ŝǘŀƛƭǎέ 
ƴŜȄǘ ǘƻ ǊŜǉǳƛǊŜŘ ά²ŜōŜȄέ ŎƻƳǇƻƴŜƴǘΦ  

 

You can mark attendance/grades for individuals in this activity component one by one but this 
ŦǳƴŎǘƛƻƴ ŀƭǎƻ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ƳŀǊƪ ŀ ƎǊƻǳǇ ƻŦ ƭŜŀǊƴŜǊǎΩ ŀǘǘŜƴŘŀƴŎŜκƎǊŀŘŜ ƛƴ ŀƴ ŀŎǘƛǾƛǘȅ ŎƻƳǇƻƴŜƴǘ 
together. To do so: 

3. ¢ƛŎƪ ǘƘŜ ƭŜŀǊƴŜǊǎ ȅƻǳ ǎŜƭŜŎǘ ƻǊ ŎƭƛŎƪ ƻƴ ά{ŜƭŜŎǘ !ƭƭέ ǘƻ ǎŜƭŜŎǘ ŀƭƭ ǘƘŜ ƭŜŀǊƴŜǊǎΦ 
4. Select ά!ǘǘŜƴŘŜŘέ ƛƴ ά{Ŝǘ !ǘǘŜƴŘŀƴŎŜ ǘƻέ ŦƛŜƭŘΦ 
5. Click on άDƻέ. 

¢ƘŜ ά!ǘǘŜƴŘŀƴŎŜέ ŎƻƭǳƳƴ Ƙŀǎ ōŜŜƴ ǳǇŘŀǘŜŘ ǘƻ ά!ǘǘŜƴŘŜŘέΦ 

 

6. Select άtŀǎǎέ ƛƴ ά{Ŝǘ DǊŀŘŜ ǘƻέ ŦƛŜƭŘΦ 
7. Click on άDƻέ. 
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¢ƘŜ άDǊŀŘŜέ ŀƴŘ άtŀǎǎƛƴƎ {ǘŀǘǳǎέ ŎƻƭǳƳƴǎ ƘŀǾŜ ōŜŜƴ ǳǇŘŀǘŜŘ ǘƻ άtŀǎǎέΦ 

8. Click on ά{ŀǾŜέ. 

 

ά/ƻƳǇƭŜǘƛƻƴ {ǘŀǘǳǎέ ŦƻǊ activity ŎƻƳǇƻƴŜƴǘ ά²ŜōŜȄέ ǎƘƻǿǎ ŀǎ ά/ƻƳǇƭŜǘŜŘέ ŦƻǊ ōƻǘƘ ƭŜŀǊƴŜǊǎΦ  

9. Click on άwŜǘǳǊƴ ¢ƻ tǊŜǾƛƻǳǎ tŀƎŜέ ǘƻ ǊŜǘǳǊƴ ǘƻ ά!ŎǘƛǾƛǘȅ wƻǎǘŜǊέ ǇŀƎŜΦ  

 

10. Click on ά5Ŝǘŀƛƭǎέ next to the other required activity ŎƻƳǇƻƴŜƴǘ ά!ǎǎŜǎǎƳŜƴǘέΦ 
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11. tŜǊŦƻǊƳ ǘƘŜ ǎŀƳŜ ŀǎ ƛƴ ǘƘŜ ά²ŜōŜȄέ ŎƻƳǇƻƴŜƴǘΣ ŎƭƛŎƪ ƻƴ ά{ŀǾŜέ. 
12. Click on άwŜǘǳǊƴ ǘƻ tǊŜǾƛƻǳǎ tŀƎŜέ. 

 
13. Click on ά!ŎǘƛǾƛǘȅ wƻǎǘŜǊέ. 
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¦ƴŘŜǊ ά!ŎǘƛǾƛǘȅ wƻǎǘŜǊέ ǘŀōƭŜ ƭŜŀǊƴŜǊΩǎ ά/ǳǊǊŜƴǘ {ǘŀǘǳǎέ ǎƘƻǿǎ ά/ƻƳǇƭŜǘŜŘέΣ ȅƻǳ ƘŀǾŜ ǎǳŎŎŜǎǎŦǳƭƭȅ 
marked attendance and set grades for the learners.  

 

ii. How to mark attendance/set grades for an individual by activity component 

 

 
 

1. If you want to mark attendance/set grades for a specific learner from a long list of 
enrolled learners. Please click on ά{ŜŀǊŎƘ hǇǘƛƻƴǎέ. 
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2. 9ƴǘŜǊ ƻƴŜ ƻŦ ǘƘŜ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ όƛƴ ƻǳǊ ŜȄŀƳǇƭŜ ά{ƛƳƛŀƻέ ƛƴ άCƛǊǎǘ bŀƳŜέύΦ 
3. Click on ά{ŜŀǊŎƘέ 

 
 

4. Under the ά!ŎǘƛǾƛǘȅ wƻǎǘŜǊέ table, click on ά5Ŝǘŀƛƭǎέ next to the learner you would 
like to mark attendance/set grades for. 
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On ǘƘŜ ά[ŜŀǊƴŜǊ wƻǎǘŜǊέ page, ǘƘŜ ǘŀōƭŜ ά/ƻƳǇƭŜǘƛƻƴ 5Ŝǘŀƛƭǎέ ǎƘƻǿǎ ǘƘŜ ŎƻƳǇƭŜǘƛƻƴ ŘŜǘŀƛƭǎ at the 
activity level. The άDǊŀŘŜέ Ŧƛeld here is informational only and does not affect enrollment status.  
Therefore it is not necessary to update this field. It is under the ά!ŎǘƛǾƛǘȅ /ƻƳǇƻƴŜƴǘǎέ table where 
you can ǳǇŘŀǘŜ ƭŜŀǊƴŜǊΩǎ attendance and grades at the activity components level.  

 

5. Select an ά!ǘǘŜƴŘŀƴŎŜέ status for the learner. In our example the activity 
ŎƻƳǇƻƴŜƴǘ ά²ŜōŜȄέ ƛǎ ǎŜǘ as required in ǘƘŜ ŀŎǘƛǾƛǘȅ ά/ƻƳǇƭŜǘƛƻƴέ ǇŀƎŜΤ change 
ǘƘŜ ά!ǘǘŜƴŘŀƴŎŜέ ǘƻ ά!ǘǘŜƴŘŜŘέ.  

*Note: In order to mark a ƭŜŀǊƴŜǊ ŀǎ ά/ƻƳǇƭŜǘŜŘέ ŦƻǊ ǘƘƛǎ ŀŎǘƛǾƛǘȅΣ ŀƭƭ activity components 
that are set as required in the ŀŎǘƛǾƛǘȅ ά/ƻƳǇƭŜǘƛƻƴέ ǇŀƎŜ Ƴǳǎǘ ƘŀǾŜ the ά!ǘǘŜƴŘŀƴŎŜέ 
ƳŀǊƪŜŘ ά!ǘǘŜƴŘŜŘέΦ 
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6. {ŜƭŜŎǘ ŀ άGradeέ ŦƻǊ ǘƘŜ ƭŜŀǊƴŜǊΦ Lƴ ƻǳǊ ŜȄŀƳǇƭŜ the activity ŎƻƳǇƻƴŜƴǘ ά²ŜōŜȄέ ƛǎ 
set as άtŀǎǎƛƴƎ ǊŜǉǳƛǊŜŘέ ƛƴ ŀŎǘƛǾƛǘȅ ά/ƻƳǇƭŜǘƛƻƴέ ǇŀƎŜ; ŎƘŀƴƎŜ ǘƘŜ άDǊŀŘŜέ ǘƻ 
άtŀǎǎέΦ ¢Ƙƛǎ ǿƛƭƭ ǳǇŘŀǘŜ ǘƘŜ άtŀǎǎƛƴƎ {ǘŀǘǳǎέ ŎƻƭǳƳƴ ƻŦ ǘƘŜ ά²ŜōŜȄέ ŎƻƳǇƻƴŜƴǘ 
ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ bƻǿ ǘƘŜ άtŀǎǎƛƴƎ {ǘŀǘǳǎέ ǎƘƻǿǎ άtŀǎǎέΦ 

*Note: Lƴ ƻǊŘŜǊ ǘƻ ƳŀǊƪ ƭŜŀǊƴŜǊ ŀǎ ά/ƻƳǇƭŜǘŜŘέ ŦƻǊ ǘƘƛǎ ŀŎǘƛǾƛǘȅΣ ŀƭƭ activity components that are set 
ŀǎ άtŀǎǎƛƴƎ ǊŜǉǳƛǊŜŘέ ƛƴ ŀŎǘƛǾƛǘȅ ά/ƻƳǇƭŜǘƛƻƴέ ǇŀƎŜ Ƴǳǎǘ ƘŀǾŜ ŀ άDǊŀŘŜέ ƳŀǊƪŜŘ άtŀǎǎέ ŀƴŘ ŀ 
άtŀǎǎƛƴƎ ǎǘŀǘǳǎέ ƳŀǊƪŜŘ άtŀǎǎέΦ 

7. You can enter the score of the learner in the ά{ŎƻǊŜέ field; the score you entered 
here will not affect ǘƘŜ άtŀǎǎƛƴƎ {ǘŀǘǳǎέΦ  

8. Click on ά{ŀǾŜέ. The ά/ƻƳǇƭŜǘƛƻƴ {ǘŀǘǳǎέ ƻŦ ά²ŜōŜȄέ activity component shows 
ά/ƻƳǇƭŜǘŜŘέΦ 

 

9. Update the same for activity component ά!ǎǎŜǎǎƳŜƴǘέ  

10. Click on ά{ŀǾŜέ. In the table Completion Details, the Enrollment Status shows as 
ά/ƻƳǇƭŜǘŜŘέ ŀƴŘ the Passing Status ƛǎ ǎƘƻǿƴ ŀǎ άtŀǎǎέΦ bƻǘŜ ǘƘŀǘ ŦƻǊ άbƻǘ wŜǉǳƛǊŜŘέ 
components, no action is needed unless desired.  
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