
New Employee: Welcome to eLMS 

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 learning plans; and 
• The capacity for competency management, employee assessments, succession planning and more. 

electronic Learning Management System 

eLMS Access 

eLMS accounts for new employees are automatically created approximately two to three weeks after employment starts. 
To check if your account has been created, try to login to eLMS beginning your second week. Your local eLMS Adminis-
trator is your resource for more information about eLMS. If you haven't been introduced to him/her during your first week 
in your new position, ask your supervisor for an introduction. 
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Step Action eLMS Screen 

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

 
2. Click the link for the Employee and Supervisors login 

page.  

3. Enter your ID: all caps, first initial of your first name 
and your last name followed by the last four (4) digits 

 

4. Your initial password is P@ssw0rd (0=zero). The first 
time you log on you will be asked to change the pass-

6. The eLMS home page displays. (See page 2.) 

5. Click the Login button.  

Logging into eLMS the First Time 

Tip—Access eLMS from MyFAA Web Page  
 

Look for a link for eLMS under Top Requests on MyFAA  
employee web page.  

Need Help? 
If there is an issue or problem 
with the online training not 
automatically recording a learn-
ing event, contact the eLMS 
Help Desk at (405) 954-4568 or 
email at eLMSHelp@dot.gov 

Task-based demos are available on FAA’s Resource 
Page: http://www.academy.faa.gov/intranet/elms-admin/
AdminCrs/FAA_eLMS_Resources/pages/basic.htm 
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User: Welcome to eLMS 

Navigating the eLMS homepage 

This diagram shows the main navigation menus you will use in eLMS. Menu Options: move the cursor across the blue 
bar at the top of your home page–notice how a roll of submenu options appear under each menu option.  

User Main Links Menu Top Menu Bar 

Submenu 

Learning activity alerts 

Page Help Button 

General Help Link 

To the right are basic descrip-
tions of the top menu options. 

Quick jumps to special Catalog views 

Assigned items from 
your Learning Plan 

Special groups of 
items assigned to you 

Using Your Learning Plan 
Your Learning Plan provides a list of items 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.  
After logging into eLMS: 
1. View your Learning Plan.  
2. Check to see if you have any Curriculum requirements (see page 4).  
To enter your Learning Plan, follow the steps below: 

Step Action Screen 

1. Click the box that says Login for  
Employees and Supervisors. From 
your eLMS home page, click the 
Learning tab. 

2. This displays the Learning Plan. See 
page 3. 

 



Step Action  
3. Click the right arrow  next to each item requirement to show details of the item. 
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Learning Plan Tools 
Button or Icon Does this:  

 This icon indicates that this item is online training. See page 5 for how to launch online items. 

 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 to register in a scheduled offering for the item you se-
lected. 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 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 icon indicates that this is On-The-Job Training (OJT). Click on the Item Title for more information. 
Your manager must mark these items completed (record the completion in eLMS) after you meet with 
him/her. 

 This icon indicates that this is instructor-led training. You will need to ask your training coordinator to 
register you in a scheduled offering of the item, or follow your organization’s business process for regis-
tration. 

 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. See page 5 for how 
to launch online items. 

4. (Optional) Click the Items drop down list to view the infor-
mation by All, With Online Content, In Progress, and Reg-
istered. Even though an item appears on your plan, it does 
not mean that you are registered. To be registered, the 
status has to say “registered.” For online items, if the status 
reads “available” the content is ready to launch. 

 

5. (Optional) Click the Required drop down list to view the 
information by All, Next 30 days, Next 60 days, and Next 
90 days. 

 



Step 
1. Click the box that says Login for Employees and Supervisors.  From the eLMS home page, click the You 

have curriculum requirements to address link under Alerts. Or click the Go to Curriculum Status link. 

 

2. The Curriculum Status screen should appear. Click the Curriculum Title for more information about the  
curriculum. 

 

3. Click the right arrow  next to each requirement. From the items listed below, choose which items you want to 
add to your learning plan. 

This will display the pool of items from which you can choose. Remember you must select one item from 
each pool in order to complete the curriculum. 

 

Action  
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How to View Your Curriculum Requirements 



Viewing Your Learning History 

Your learning history provides a summary list of items attempted and completed, along with the completion date, status, 
and action regarding the items. 

Step Action  

1. Click the box that says Login for Employees and Supervisors. From your eLMS home page, click the Learn-
ing tab. 

 
2. Click the Learning History link. 

 

3. This displays the Learning History. 
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ONLY PRINT the completion certificate if needed for personal 
use. eLMS will automatically record your completion. 

Step Action  

1. To launch online items (which display an item type icon of     ), click the Go to Content button.                 
This may bring you directly to the content, or you may need to click on a lesson link to start the lesson. When you 
have completed the item DO NOT print the completion certificate. There is no need to print and save the certifi-
cate because eLMS stores your completion record in your Learning History.  

NOTE: If you need to exit the online course before you finish completing it, make sure you close the course 
via the exit menu of the launched course. This will bookmark your place in the course.  

 

How to Launch Online Training 

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@dot.gov 
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Using the Simple Catalog Search  

Step Action  

1. Click the box that says Login for Employees and Supervisors. From your eLMS home page, click the Catalog 
tab. 

 

2. Click the Simple Catalog Search from the submenu.  

 

3. Enter one or more words in the Keywords field to search for a specific item or leave the field blank to display all 
items in the catalog. Check the checkboxes to filter your search to include any combination of curricula, instruc-
tor-led, online, blended, and other.  

 

4. Click the Search button.  
Results will display underneath the search information you entered. To view more information regarding the 
item, click on the item title. 

 

You can type the exact 
phrase that you are look-
ing for and select the  
Exact Phrase checkbox.  

Click on the item title 
for more information. 

You can add an item to your learning plan by clicking on the Add to Learning Plan button. Remember: adding an 
item does not mean that you are registered for the course. Ask your training coordinator to register you.  
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Step Action eLMS Screen 
1. Click the box that says Login for Employees and Supervisors. From your eLMS home page, click the Catalog 

tab. 

 

2. Click the Advanced Catalog Search link from the submenu.  

 

3. Enter the Title in the Title field, and/or item ID in the ID field, and/or the Description in the Description field. You 
can also use the drop-down arrows to help with your search. Click on the Search button. 

 

4. From the results, you can either click the Go to Content button                        (which allows you to launch the 
content right away) or Add to Learning Plan button                       (which will add the online item to your Learn-
ing Plan to launch content later).  

If your search results do not produce what you were looking for, click the link to Refine Search link.  

 

Using the Advanced Catalog Search  

Click on the item title for 
more information. 

You can add an item to your learning plan by clicking on the Add to Learning Plan button. Remember: adding an 
item does not mean that you are registered for the course. Ask your training coordinator to register you.  
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Resources 

Warning:  The Back 
Button and Forward 
Buttons on your 
browser will not work to 
navigate eLMS. Using 
them will result in an 
error message.  
 
Some eLMS screens 
will provide a “back” 
arrow at the top left of 
the screen to return you 
to the previous screen. 
If there is no “back” 
arrow on the screen, 
use the tabs at the top 
of the eLMS page to go 

The eLMS log-in page provides excellent training and informational resources for new users and supervisors. 

eLMS 
Alerts 

eLMS Helpdesk contact information 

eLMS  
Resources 


