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Submit an Activity for Final Credit 
Once an activity is completed, you will need to "Mark Complete" the course in order 
for the activity to be submitted for final approval (credit). 
 
Steps: 

1. Click the Learning Plan tab  
By clicking the Learning Plan tab along the top of the screen, you will be 
viewing the main workspace. 

 
2. Review the list of activities in the My Requests view 

All current approval requests are displayed in the My Requests section in the 
center of the Learning Plan screen.  
 
The title of the activity is displayed under the current approval status 
(Awaiting pre-approval, request more info, denied, approved and in progress, 
Awaiting Final Approval, etc.). 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click the Activity Title in question 
By clicking the activity title, you will access the activity status screen. This 
screen contains the options to mark the activity as complete. 
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4.  Click the Mark Complete link 
The Mark Complete button is located towards the bottom of the screen 
under ACTIONS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
NOTE: If the Mark Complete link is not active it is most likely because:  

A. The original date of completion is in the future.  
    - Contact the Department of Human Resources to change the   
      completion date.  

B. The HR office has already completed this step for you. 

 

5.  Complete the Activity Completion form 
     The Activity Completion screen contains fields  
     for expense tracking and providing   
    comments to those responsible for granting final    
    approval for the activity. Not required. 

 
 
     6.  Click the Submit button 
          When this action is completed, the request is  
          automatically submitted for final credit  
          approval. 
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