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Grade a Learner’s Checklist Overview
This document details the steps necessary to access and grade a learner’s checklist.  
	Access a Learner’s Checklist 

	Steps
	Display

	1. Select the [Grade Checklist] option from the LMS Main menu selections.
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	2. The Checklist search screen displays.   
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	3. Select the first search criteria from the available menu selections. 
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	4. Select the name of the module or learner from the available menu selections. 
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	5. Click the plus sign to add an additional search filter. 
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	6. An additional search filter displays. 
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	7. Select the second search criteria from the available menu selections.
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 Note: A Selection criterion is Module and Learner only.  The system does not accept two module sections or two learner selections.  
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	8. Select the name of the module or learner from the available selections.
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	9. Click the [Show Results] button. 
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	10. A listing of all ungraded or partially graded checklist for the learner displays. 
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	Grade Learners Checklist 

	Steps
	Display

	1. Access the Checklist Listing for the learner as detailed in the “Access a Learner’s Checklist” section. 

2. Click on the name of the checklist to be graded in the Skill Name column. 
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	3. The learner’s ungraded or partially graded checklist displays. 
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	4. Select the grade for the checklist item from the available choices. The options are:
· S -- Satisfactory
· U --  Unsatisfactory
· NP --  Not Performed
5. Enter applicable comments regarding the checklist item in the corresponding Comments field. 
6. Repeat steps 4 & 5 until all checklist items have been graded. 
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	7. Enter checklist comments regarding the entire checklist in the Comments field. 
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Note: Do not select a Grade option unless you have graded the entire checklist.  
8. Select the checklist grade from the available options.
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Note:  If you selected a Grade option in error, click the [Cancel] button to exit the checklist.  Your checklist entries are NOT saved.       

9. Click the [Save] button to save all changes to the checklist. 
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	10. The following occurs if you clicked the [Save] button:

· A confirmation message displays at the top of the screen.
· The name of the preceptor displays in the Preceptor column next to all graded questions.

· A date displays in the Date Grade column for all graded questions. 
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Information: If your checklist is partially graded you can access it again using the steps in the “Access a Learner’s Checklist” section. 
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