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Welcome to eLMS Job Aid

eLMS is the FAA'’s electronic Learning Management System (eLMS), and the official system of
record for all employee training and learning events.

eLMS program goals are:
» To record completion of employee learning events;
* To deliver online learning for FAA; and
» To become a system to support FAA's strategic human capital goals.

The system allows FAA employees to receive online learning from anywhere, at anytime, and at
their own pace. eLMS provides:
* More than 3,000 online courses;
* Tools for scheduling instructor-led courses;
* Personalized To-Do Lists; and
» The capacity for competency management, employee assessments, succession
planning and more.

eLMS Access

The web address (URL) used to access the eLMS home page is: https://elms.faa.gov. Both
eLMS administrators and users (employees and supervisors) will access eLMS from the
welcome or splash page. Your local eLMS administrator is your resource for more information
about eLMS. If you haven't been introduced to him or her during your first week in your new
position, ask your supervisor for an introduction.

New users are generated in eLMS via the Federal Personnel and Payroll System (FPPS). If you
are a new FAA employee you may not have a FAA email address and eCenter (webmail)
password right away. If this is the case, follow Task B until you have a FAA email address and
eCenter (webmail) password.

Once you have a FAA email address and eCenter (webmail) password, follow Task A to login to
eLMS.

Tasks: A:Logging into eLMS with a FAA email address

B: Logging into eLMS without a FAA email address

If you do not know your eLMS User ID and password contact your Line of Business
PL1 administrator. The first time a new employee logs in to eLMS, he or she will be
prompted to create a new, unique password and security question. This security
guestion is intended to confirm a user’s identity in the event that he or she forgets his
or her password and needs to needs to have it sent.

C: Screen Overview
This Job Aid shows the main screen areas found in eLMS.

D: Viewing Your To-Do List

In the earlier version of eLMS, the To-Do List was called the Learning Plan. Your To-
Do List provides a list of tasks that you are required to complete as a new employee in
the FAA. It may also contain items that are not required. If you have questions about
this training, please speak to your supervisor.

E: Using Learning Notifications

F: Viewing Your Curriculum Status
This job aid assists users in checking any curricula to which they are assigned. The
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example used in this job aid is the FAA Accountability Board Curriculum. This
curriculum requires you need to complete one of the items from the pool of items listed
to satisfy the curriculum requirements.

G: Viewing Your Completed Work
The purpose of this job aid is to guide users through the step-by-step process of

viewing their Completed Work. In the earlier version of eLMS, the Completed Work
was called the Learning History.

H: Launching Online Content
The purpose of this job aid is to guide users through the step-by-step process of
identifying and launching online content.

If there is an issue or problem with the online training not automatically recording a

learning event, contact the eLMS Help Desk at 405.954.4568 or email

eLMSHelp@faa.gov.

I: Using the Simple Catalog Search
At times users want to search or are asked to search for items in eLMS. All Items
available for users to view are located in Catalogs.

Users can use the catalog to locate items, assign items to their To-Do list, launch
online items, and register for scheduled offerings (if their Line of Business allows for

self-registration).

J: Using the Advanced Catalog Search

K: To-Do List Tools
L: Resources

Task A: Logging into eLMS with a FAA email address

1. Openthe URL
https://elms.faa.gov in your
web browser.

| £ | https://elms.faa.gov/

2. Click the link for the
appropriate login page.

| — |
— |

3. Enter your FAA email address.

Your Federal Email Address

4. Enter your FAA eCenter
(webmail) password.

Password

5. Click the Agree & Sign In
button.

Agree & SignIn >
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If you forget your password,
contact your local IT help
desk.

The help desks serving the most customers are:

ATO National Help Desk (NSC), 1-866-954-4002

ARC National Help Desk (CSC), 1-405-954-3000

AVS National Service Desk (NSD), 1-877-287-6731
Washington Operations Center (WOCC), 1-202-267-3333

Task B: Logging into eLMS without a FAA email address

Open the URL
https://elms.faa.gov in your
web browser.

£ | https://elms.faa.gov/

If you do not have a FAA
email address, click the link
that reads “Click here.”

Click here if you do not have a FAA email address.

Click the link for the
appropriate login page.

| — |
— |

Enter your User or Admin ID:
all caps, first initial of your first
name and your last name
followed by the last four (4)
digits of your Social Security
Number (e.g., SJONES1234).

User ID:| |

Enter your password: must
include upper and lower case
letters, numbers, and special
characters.

Password: I

6.

Click the Sign In button.

Task C: Screen Overview

Sign In

1.

When you log on, the system
displays a News page that the
FAA and Lines of Business
(LOBSs) can use to
communicate with you. You
can check the Do not show
this page every time | sign
in checkbox to have the
system only show the News
page when it has new or
modified content.

If you check this checkbox,

AW Welcome to the new and improved eLMS!

"‘k\! “

© s | @) s
(5 L ——

Do not show this page every time | sign in

elMS, the FAAs electronic learning management system, is more than justa
delivery system for online training, it is a gateway to professional development
and continuous learning.

Continue
{Mote: Page will automatically dispiay if there is new content)

Welcome to eLMS Job Aid

Page 3 of 16


https://elms.faa.gov/

FAA eLMS
July 2011

you can click the News link
(under Easy Links) to review
the content of the News page
or change the setting.

2. Click the Continue button. Continue |

w2 Welcome to the FANs eLMS JEMNIFER. WALDMAM | Sign Out
- eLMS Helpdesk (24/7 Support)

A o
My Employees Organization T el MSHelp@faa.gov 405-954-4568

JENNIFER WALDMAN

Delegators w

‘fou hawe owerdue curriculum reguirements

Wour Talent Profile iz Incomplete

To-Do List
{ Search To Do list... :&] Show: | Everything | » | EE]:_@J
Overdue

28 days overdue "; {00001038) Safety Management Systems (SMS)
Must be registered
No due date

B (24502) ODA Implementation Briefing

huailable

(Curricula =\ [ Completed Work >

& (30200003) (CBI/WEB) FAA Mo FEAR Act and Whistleblowe...
B Overdua (1) . .
In progress . Due in 30 days (0) v 2 Ile“::::;::'::::_“‘ the

= {30200006) Book  Due Later (0)

G tencie > Goal:
M (30200174) 55T - Accountability Board Training for Manag.... L oS

Mo assigned competencies B Complete (0%6)
hvailable . In Progress (0%)

M (30200431) New Financial Disclosure Filer Ethics Training W Behind (0%)

fuailable

Career Path
B (68000116) Maintenance of Portable Fire Extineuishers

3. The Top Menu bar divides the My Employees Organization Admin
system interface areas.

Tab options include Home, My
Employees, Organization, and
Admin. Your tabs may differ
depending on your roles.

i ik, [ Wy =

4. The Delegators icon contains
all of the supervisors who
have identified you as a

Delegators «

Select an Employee from the list below,
and a new window will open for you to

delegate.
act on their behalf
List MEGAN FOLLY
1 A
"o Do list,,.
e
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5. The User Card navigates to

your Talent Profile screen. IERTer R gmas 1

Note: This is only available to
a few users involved in a
performance pilot.

Click on User Card to show
your name, job title,
organization, and any alerts
that you might need to
address, as well as provide
access to your Talent Profile.

6. The Alerts link tells you if you
have actions pending. This Yo have overdue curriculum requirernents
link will take you directly to the Your Talent Profle iz Incormplete
correct screen to take the '
action. -

7. The To-Do Listis a "To-Do List
Cons_o_lldated_ View Of taSkS | Search To Do list... _g' Show:| Everything v | m
requiring action. All tasks are R
In one placg. Sele(.:t the Show 2 days overdue L (D0D01038) Safety Management Systems (SMS)
drop-down list to view your To-
Do List by All Learning,
Reqgistrations, Online Courses,

or Assessments, etc.

Must be registered

1 day overdue (30200569) Computer Workstation Ergonomics Awareness

Due within a month

There are two ways to view 6/26/2011 # (30200060} Coaching for New Managers
the To-Do List: List View Available
(WhiCh is defaU|t) and Card =| (30200061) Local Organization Orientation
View (which displays more
|nf0rmat|0n abOUt eaCh taSk) (20200062) Define Performance Expectations
Due later
8. Click the Card View L= To-Do List
|Con to ShOW fu” deta”s for Search To Do list... J},E Show:| Everything v | =] l
each task. The card view Overdue
displays available actions. 2 days overdue
(00001038) Safety Management Systems (SMS)
CIle the L|St VleW m iCOﬂ Due by 6/6/2011 | Optional | Assigned by MEGAN FOLLY | Originated From Curriculum
to switch back to the default [ @ e

This

tion and practical ap;

view. .

Prev
Instructor-Led Ttem
You are NOT REGISTERED

There are NO SCHEDULED SESSIONS for this course.
Request Schedule for this item,

2 days owverdue  Must be registered
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9.

Hover over the Title in the To-
Do List for additional
information and available
links.

Available
& nfor

In progress

Information System Security LOB Awareness Training 2011

Required Assigned by JENNIFER E WALDMAN
g Go to Content
B | eadership)

Auailable

Course DOT-560-00004
Standard federal general user awareness training provided
through the Information Systems Security (I155) Line of
Business {LOB) and by the DoD [S5 LOE Share. . more

Q) view petails

B skillSoft B

In progress Onling Item

B The Basics In progress

fuailable A

10.

The Catalog search box
allows you to perform a quick
search for related items in the
catalog.

Catalog [ l

11.

The Easy Links support easy
navigation.

You can access a link to
locate and perform your
activities. You can also
configure the Easy Links by
clicking the Configure Easy

Linksw icon. Then click the
up arrow B4 to contract the list
or click the down arrow & to
expand the list.

You must show at least one
link.

Easy Links

12.

The Status Pods panel is a
way for you to view a
shapshot of progress on your
learning and performance
activities.

Pod options include Curricula,
Completed Work,
Competencies, Goals, and
Career Path. Your pods may
differ depending on your roles.
Click on each Pod Title to see
details for each.

Completed Work 5> )

g & items completed in the
last 30 days.
. I Complete (D%:)

A
Curricula >

Competencies

B Overdue (2)
Due in 20 days (D)
[ Due Later [0)

>

Mo assigned competencies
In Progress (0%)
M Behind (100%a)

Career Path
Target A Future Job
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13. The Help link or the Help icon © Help
(in the upper right-hand
corner) display context-
sensitive help for the specific
section currently open.

14. Use the Breadcrumbs link to ik
view previous screens.

Do not use the back button on | — Refine Search
your web browser while
working in eLMS.

Task D: Viewing Your To-Do List

1. The To-Do List appears from | 'To-Do List

the Home screen. | Search To Do list... _'5' Shcw| Everything v | m
The To-Do Listis a Overdue
consolidated view of tasks 2 days overdue ] (00D01038) Safety Management Systems (SMS)
requiring action. All tasks are Must be registered
|n one place 1 day overdue  |= (30200569) Computer Workstation Ergonomics Awareness
There are two ways to view T 5
the To-Do List: List View sttt
(WhICh |S default) and Card 6/26/2011 M (20200060} Coaching for New Managers
View (which displays more i
|nf0rmat|0n abOUt each taSk) =| {30200061) Local Organization Orientation
{30200062) Define Performance Expectations
Due later
2. Click the Card View [=1) To-Do List
icon to show full details for | Search To Do list... 3 Show:| Everything v, (L=
each task. The card view Overdue
displays available links. 2 days overdue
(00001038) Safety Management Systems (SMS)
CIle the LISt VleW E ICOH Due by 6/5/2011 | Optional | Assigned by MEGAN FOLLY | Criginated From Curriculum
to switch back to the default wy T

view.

re

Instructor-Led Ttem
You are NOT REGISTERED

Thers arz NO SCHEDULED SESSIONS for this course,
Request Schedule for this item,

2 days overdue  Must be registerad
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3. (Optional) Select the Show

: _ Show: | Everything | » |
drop-down list to view your To- . -
Do List by All Learning, verything
Registrations, Online Courses, e Mo Al Learning
or Assessments, etc. y lang _—
Registrations
red
COnline Courses
TLE External Reguests h
Course Evaluations
Assessments
zhing fo Performance Reviews
4. (Optional) Enter text into the cearch To Do list... )
Search box to search your To-
Do List. Then click the
1
Search ~* icon.
5. Hover over the T|t|e in the TO‘ Aeikble Information System Security LOB Awareness Training 2011
Do List for additional o e )
. . . In progress Required Assigned by JENNIFER E WALDMAN
|_nformat|on and available - r— A NTET
links. Course DOT-S60-00004 Pt i
Ariailable Standard Federal general user awareness training provided i) View Details
PR e I —
In progress Online Item
B The Basics In progress
dvailable M

Task E: Using Learning Notifications

1. Click the Options and
Settings link from the Easy
Links submenu on the Home
screen.

Dptions and Settings

2. Check the appropriate
checkbox(es) next to the
Learning Notifications you
would like to receive.

Learning Notifications

[ Motify me when an item is added to my To-Do List
[ Motify me when an item is modified in my To-Do List

[ Motify me when an item is removed from my To-Do List

3. Click the Apply Changes
button.

Apply Changes

Task F: Viewing Your Curriculum Status

Welcome to eLMS Job Aid
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1. Click the Curricula pod, from
the Home screen.

Or click the You have
curriculum requirements to
address link next to your User
Card.

( curricula =
B Overdue (1)
Due in 30 days (0]
Due Later (0]

‘fou have curriculurn requirements to address

2. The Curriculum Status screen

Curriculum Title NextAction Date . Expiration Date  Assigned By Remove

WIII appear CIICk the FAA Accountability Board training il N/A N/A Admin (Jennifer waldman)
Curriculum Title for more
information about the
curriculum.
3. Click the plus ™ icon nextto | [~ FAAAccountabiity Board training

the Curriculum Title to view
the items that are included in
the curriculum requirements.

This will display the items, the
curriculum, those you have
completed, and how many
hours are recorded against
the curriculum requirements.

Curriculum ID: FAA ACCOUNTABILITY BOARD
Assigned By:Admin (Jennifer Waldman)
Description: No Description

25|

Due by

&+ [2 FAA-ACCOUNTABILITY BOARD - 1 items from item pool
0 of 1 ltems Complete

4. From the items listed, choose
which items you want to add
to your To-Do List by either
clicking the:

e Add to To-Do List button

(to add the item to your To-Do

List) Note: adding an item
does not mean that you are
registered for the course. Ask
your training coordinator to
register you.

¢ Go to Content button (to
launch the content right away)

If the item is instructor-led @&
you will need to ask your
training coordinator to register
you in a scheduled offering of

&* [= 1 items from item pool
0 of 1 Items Complete
Effective Date: 10/1/2009

Assignment Date: 5/25/2011

Retraining Assignments: N/A

Title & Type Date Completed

{30200134) Accountability Board 2
Training for FAA Managers FY11

Hours Completed

{30200174) 55T - Accountability ]
Board Training for Managers

Fr1

(30200177) Accountability Board &
Training [instructor led] FY11

(30200352) The Interface L

Action
Add to To-Do List
Go to Content
Add to To-Do List
Go to Content

Add to To-Do List
Request Schedule

Add to To-Do List

Between LR/ER Principles and
AB Investigations FY11

Welcome to eLMS Job Aid
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the item.

If the item is online 9, you
can launch the content from
this screen or, after adding the
item to your To-Do List, you
can launch it from your To-Do
List.

Task G: Viewing Your Completed Work

1. Click the Completed Work

Completed Work e
pod from the Home screen. s
-
2 items completed in the
last 20 days.
2. The Completed Work displays | e Title Status Completion Date *

a combined list of all tasks L Eb ]
Completed It CombineS Learning RM MCI Contract Formation | 5/17/2011 02:33 PM
Iearn I n ar‘ld erformance LEar’ning {01022) (CBI) DLS - Change Management Pass 5/10/2011 10:32 AM
actlvitiegs Sucﬁ as Courses Learning (30200003) (CBI/WEB) FAA No FEAR Act and Whistleblow Pass 5/6/2011 04:00 PM

f . d’ Learning (40056) COMMUNICATIONS SYSTEMS FOR NEW HIRES Pass 10/12/2005 08:30 PM
per Ormance reVIeWS’ an Learning (12673001) ATO Employee General EOSH Awareness (Nor Equivalency 10/12/2005 08:30 PM
Competency assessments ) Learning (12677001) ATO EMPLOYEE GENERAL EOSH AWARENESS | Equivalency 10/12/2005 08:30 PM
Select any column header to
sort the display based on Title,
Status, or Completion Date.

s
The sort order arrow
indicates the column is sorted
in ascending order.
3. (Optional) Select the Type

(Optional) ypP Type

drop-down list to view your
Completed Work by Learning All -
and Performance Activities.

4. (Optional) Enter text into the Title
Title box to search your
Completed Work.

5. (Optional) Select the Status
drop-down list to view your
Completed Work by | Al -
Completion Status.

Status

Welcome to eLMS Job Aid Page 10 of 16
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6. (Optional) Select the Show
Completions drop-down list
to view your Completed Work
by completions After, Before,
or Between selected dates.

Then click the Calendar !
icon to select a date.

Show Completions: | Before | = | MM/DD/YYYY | = H
All
Status After Completion Date *
| - Before 1-
Between 5172011 02:33 PM

7. Click the Find button.

8. Hover over the Title to show
the item record. The View
Details, Print Certificate, or
Review Content links allow
you to view more information,
print the certificate, and review
online content (if enabled).

DO NOT print the completion
certificate. There is no need to
print and save the certificate
because eLMS stores your
completion record in your
completed work.

TSI

(30200174) SST - Accountability Board Training for Managers FY11

Credit Hours : 2.00
Contact Hours : 2.00
Completion Date @ 6/14/2011 09:00 AM

@, ¥iew Details

=3 Review Content

Task H: Launching Online Content

1. Hover over the Title of the
item you wish to launch from
the To-Do List on the Home
screen.

M (01020) (CH
Available Selff-Assigned ( N
d> Go to Content
[}
(12672) En Originated From Curriculum - Requirement = | -------ooooooomooo
Available Course FAA30200134 ] Bemave
o (20200057 This course is designed to educate managers and T o
( supervisors of their responsibilities as it relates to L U=mE=ms
Available Accountability Board. The FAA Administrator established ~ @ v
the...more
- (302
) Online Item
Available Available

(30200134) Accountability Board Training for FAA Managers FY11

LI aTer i)

2. Click the Go to Content link.

= Go to Content

3. The Online Content Structure
page will appear. An item may
contain one or more content
objects.

Note: If there is one content
object within an item the
content opens up immediately,
skipping the content structure
page. Upon closing the

Online Content Structure

[2] Accountability Board Lesson

This lesson has been updated as of December 3, 2010.
B Exam

Accountability Board

[E] End of Course Evaluation [Required for Course Credit)
Standard End of Course Critique for elLMS Online Courses

Welcome to eLMS Job Aid
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content window, the user is
presented with a landing page
that contains multiple links for
the user to complete a logical
workflow.

Click the Content Object Title
link to launch the content
object.

[# Accountability Board Lesson
This lesson has been updated as of December 3, 2010,

The content IaunCheS in a |%P\alaau€cm=ntWrapper-Windowslntemetb(p\orer - =NEc] -Th‘

. http://elmscontent.dot.gov:8080/ proxlet/content/main_content_wrapper.htmI?CONTENT_URL=http%3a%2f%2felmscontent %2edot2egoviafel | B
separate window. Cqmplefte FMC-1: Accountability Board z
the content as prescribed in
the course.

T_o receive credit for_ this Ies_son you must complete
Note: If you need to exit the | |~ Sz niiey osen e e |
On“ne C_Ours_e before yOU fInISh o To begin the Presentation Versien, click on
Comp|et|ng |t’ make sure yOU the "Launch" button below.
close the course via the exit T 1@ wemmet | Prteted Modz O O
menu of the launched course.
This will bookmark your place
in the course.
Online Content Structure W Help

When the content object is
complete, the window closes,
and returns you to the Online
Content Structure page.

[H000134] Acxonmbabsility Bosrd Training lor FAA Manager F¥11
COURSE FAA30ZO00134
Revinior;  3/30/2010 (H:00 PM America/New York

Return to Content Structure

Do nol clase this page ar nndigale From Ui page whils you are warking with
enline content. fome content may rely on this window to save your progress.

‘When you have completed the content, you can relaunch the content or s the
menus or the links below to nevigate elsewhere,

Click the Return to Content
Structure button to continue.

Return to Content Structure

A completed content object is
indicated with a green check
mark and the completion date
the content object was
completed.

If the online item contains
more than one content object,
all objects must be completed
in order for the item to be
complete.

Online Content Structure

[2] Accountability Board Lesson

This lesson has been updated as of December 3, 2010.
B Exam

Accountability Board

« 6142011

[E] End of Course Evaluation [Required for Course Credit)
Standard End of Course Critique for elLMS Online Courses

Click the next Content Object
Title link to continue
completion of the course.

[E Exam
Accountability Board

Welcome to eLMS Job Aid
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10. Once all content objects are
completed, the completed item
will appear in your Completed

Work.

DO NOT print the completion
certificate. There is no need to
print and save the certificate
because eLMS stores your
completion record in your
completed work.

Completed Work

Type Title Status

All v

Learning {30200201) ASH SAVI FY 11 Course Pass

Learning {30200174) $5T - Accountability Board Training for Mana, Pass

Task I: Using the Simple Catalog Search

Competency History

Show Completions: | Al 0l

Completion Date *

all v "

67142011 11:44 AM

67142011 09:00 AM

1. Click the Catalog link from the
Home screen and continue to
Step 3.

Or, enter one or more key
words in the Search Box to
search for a specific item.

Catalog '

2. Click the Search icon.

-

3. Enter one or more key words
in the keywords field (next to
the Catalog link) to search for
a specific item or leave the
field blank to display all items
in the catalog.

You can also filter your search
by checking any combination
of the Instructor-led, Online,
Blended, Other, or Exact
Phrase checkboxes.

The Exact Phrase searches
for your precise search
phrase.

Catalog
¥ Online
I™ Exact Phrase ™ Search All Languages

¥ curricula W Instructor-Led

¥ Blended M Other

4. Click the Go button.

Welcome to eLMS Job Aid
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5. The search results will display | Search Results
below. To view more
information regarding the item,
click on the Item Title.

Catalog Search Results

Title a
(00035) Basic Aircraft Accident Investigation

(00041) Advanced Rotorcraft Accident Investigation

6. From the results, you can Add to To-Do List
either click the:

e Add to To-Do List button Go to Content
(to add the item to your To-Do
List) Note: adding an item
does not mean that you are
registered for the course. Ask
your training coordinator to Request Schedule
register you.

¢ Go to Content button (to
launch the content right away)
e Register button (to register
for the scheduled offering)
Note: most FAA items do not
allow for self-registration.

¢ Request Schedule button
(to send a request to the
administrator for more
information about the item)

¢ View Offerings button (to
view the available scheduled
offerings)

Register

View Offerings

Task J: Using the Advanced Catalog Search

1. Click the Catalog link from the | catalog
Home screen.

2. Click on the Advanced
Search link.

Advanced Search

Welcome to eLMS Job Aid Page 14 of 16
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3. Enter the appropriate criteria Titler [contains ]|

(i.e., the Title, Description,
[item] ID, or Subject Area) to
locate the item.

You can select the drop-down

Description: |Can:ain5 vI|

1D: |C:>n:ain5 v|| |

Subject Area: |Cc>n:ain5 ;I| Select

lists to he|p with your search. Delivery Method: |Contains x| Select
The Select link to the right of a Source: |contains 7] | select
fleld takeS yOU to a new [T Search All Languages (Applies to Title, Description, and Subject Area)

screen where you can select
from a list of entries.

4. Filter your search by selecting Keywords

the All, Only Items,
Curricula, or Only Offerings
radio buttons.

& Al

W Instructor-Led

You can also filter your search M Ontine

by checking any combination V' Blended

of the Instructor-Led, Online, ' Other (Select one or more)
Blended, or Other “ onlv]

checkboxes. nly ftems

The Only Offerings radio
button brings up facility and
date search fields.

' Curricula

. Only Offerings

5. Click the Search button. Search

6. See Task I, Step 6 for the next

step.

7. If your search results do not — Pack

produce what you were
looking for, click the Back link.

Task K: To-Do List Tools

Button or Icon

Does this:

These icons indicate that this item is online training.

g o=
These icons indicate that this is On-The-Job Training (OJT). Click on the
®or Item Title for more information. Your manager must mark these items
completed (record the completion in eLMS) after you meet with him or her.
These icons indicate that this is instructor-led training. You will need to ask
& or your training coordinator to register you in a scheduled offering of the item,

or follow your organization’s business process for registration.

Available if online content exists and is available at this time. This will open
the content. Employees must receive supervisory approval prior to taking
training, including online content.

Welcome to eLMS Job Aid Page 15 of 16



This button only appears if the item allows for self-registration. Most FAA
items do not allow for self-registration. Clicking on this button will allow you
Register to register for a scheduled offering for the item you selected. Most
organizations have several levels of approval for the registration to be
complete.

This button allows you to request to be registered for an item. Please make
sure to follow your Line of Business (LOB) process to obtain permission to
Regquest Schedule attend training and to be registered in eLMS. Clicking on this button and
adding information does not mean that you are or will be registered for an
item and/or scheduled offering. Not all FAA LOBs are using this function.
This button allows you to add the item to your To-Do list. However, adding
Add to To-Do List an item does not mean that you are registered for the course. Ask your
training coordinator to register you.

This button allows you to view the available scheduled offerings.

View Dfferings

Task L: Resources

1. Web-Based The following web based training (WBT) is available in eLMS for

Training for employees and supervisors:

Err:jp'oyees o FAA30200666, Employee Tutorial - Using the FAA's eLMS

Supervisors o FAA30200667, Supervisor Tutorial - Managing My Employees in
eLMS

Additionally, another WBT is planned for a future release date still to be
determined.

o FAA30200674, Using My Goals Workspace in eLMS (Target Audience
is all employees.)

2. eLMS On or about July 6 the eLMS Resource Center
Resource (http://lwww.academy.faa.gov/intranet/elmsadmin/
Center

AdminCrs/FAA_eLMS_Resources/pages/basic.htm) will include job aids,
web based demonstrations, practices and frequently asked questions for
this version of eLMS. This area is behind the FAA firewall. Contractors that
do not have access to sites behind the FAA firewall will have access to
training materials from a separate web location at:
https://elms.faa.gov/contractors.html.

Some examples of the demonstrations and practices that will be available
on the eLMS Resource Center by July 6 are:

e Launch an Online Item - Try It (Target Audience is all employees.)

e Create a Direct Link - Watch It (Target Audience is eLMS
Administrators.)

e View Curricula - Try It (Target Audience is all employees.)
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