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Identifying students who need checking-in 
with at topic level

• Evidence shows doing so in the first 1-3 weeks of topic 
commencement improves retention 

• Activity Completion enabled for a task/activity on FLO



Completion Tracking & Activity Completion

• Functions on FLO

• Students what is required for an activity + when an activity has been 
completed

• Staff status of activity completion for each student for each activity



How does it work? 
Step 1: Turn on Completion Tracking













Step 2: Enable Completion Tracking for an 
activity on FLO

• Pick an activity that suits you and your students

• An action that is not terribly challenging (something they must do; 
e.g., quiz, forum post, poll response)















TC view once activity has been added with 
Completion Tracking



Student view: Before activity has been done



Student view: After activity has been done



Step 3: Get list of student Activity Completion









Email all students who show ‘Not Complete’



Email Template

Bcc all email addresses 
Requiring only one email


