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Using the Learning Management System (LMS)  

The Learning Management System (LMS) allows you to participate in eLearnings, register for live classes 
and webinars, and access a variety of resources. It also keeps a record of your training activities. 

Navigation 
When you launch the LMS, you will see the Home Page.  From the Home Page, you can view Live 
Courses and Self-Studies.  Live Courses are courses led by an instructor, virtually or in-person.  Self-
Studies are eLearnings you complete at your own pace. 

 

To view information about Live Courses, click the +.  Any courses in which you are enrolled will be 
displayed.   

 

To view enrolled Self-Studies, click the + sign.  From here, you are able to launch the course in which you 
are enrolled. 
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My Details   
The My Details tab allows you to change your work address, phone number, email address, and 
password.   
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History  
The History tab allows you to view courses you have completed or courses in which you are enrolled.  
You can select from a variety of filters to refine your search.  Training Completed After allows you to set 
a date for the beginning of your search.  

• Completions Only will display only those courses that you have completed and passed.   
• Incomplete will display courses in which you were enrolled but were not marked completed.  
• Cancelled Only will display courses in which you were enrolled but cancelled prior to the date.   
• Scheduled/Launched Only will display those courses in which you have been scheduled  

(Live Courses) or courses that have been Launched (eLearnings).  
• All will display all courses in which you have been enrolled.   

 

Employees   
The Employees tab allows you to see all staff assigned to your location. 
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From the list, you can select a staff member and see more information about his/her training history. 
Select a staff member by clicking on their name, and you will be taken to their Home Page.  

 

From here, you can navigate to the staff member’s History tab and view information about their 
enrollment and completion history. 

When you are finished reviewing the staff member’s information, click Return to My Employees.  
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Courses  
The Courses area allows you to search for all courses, whether Live or Self-Studies.  To access the 
Courses menu, open the Courses section of the left navigation section as shown below. Click on Search 
Courses.  

 

You can utilize the Keyword section and type a word in the course for which you are searching.  If you 
are searching for Helping People Find Jobs, for example, type Helping in the Keyword section.  
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 Press enter, and all courses associated with “Helping” will appear as shown below.  

 

From here, you can click View Offerings or click Add Interest to add them to your Interested list (Live 
Courses) or Enroll (Self-Studies).  You may also Enroll Others from this screen. To Enroll Others, click the 
button Enroll Others within the course.  The Enroll Others screen will open as shown below. 
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Click Choose Students.  In the User Picker screen, you may enter a username, a last name, or a first 
name.  Populate the fields and press enter.  If you enter no filters, all users from your location will show. 

 

 

The search results screen will open.  From this screen, click the Add button next to the users you wish to 
enroll.  Once the user is added, click Check Out. 
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After clicking Check Out, you will return to the Enroll Others screen.  Click Submit and Continue.  In the 
next screen, click the box next to the students you wish to enroll and click Submit, or you may click 
Return to Add Students if you wish to enroll more users.  

 

You will receive a message that the students were enrolled successfully.  From here, you may add more 
students or stop enrolling. 
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Offerings  
The Offerings area allows you to search for all courses, whether Live or Self-Studies, which are currently 
scheduled or have already taken place.  To access the Offerings menu, open the Offerings section of the 
left navigation section as shown below. Click Search Offerings. 

  

In the Search Offerings section, enter a date range and click Enter.  

 

From the Results screen, you may Enroll yourself in an offering or Enroll Others by clicking the 
appropriate button.  Enroll others as described in the Search Courses section above.  
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The Roster Details tab will show users at your location who are enrolled in the course. 
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Users  
The Users area allows you to search for users to update their information.  To access the Users section, 
open Users and click Search Users in the left navigation area as shown.  
 

 

In the User box, begin typing the name of the User.  As you type, users will appear.  Click on the name of 
the user; do NOT press enter.  On the next screen, click Edit User Account.  

 

 
 
On the General Info tab, you may edit their password or edit their address, phone, or email.   
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Resources  
The Resources area allows you search for and access a variety of 
Resources.  To access the Resources area, click on Resources in the left 
navigation area. You may Search Resources or Search Categories.  
 
In the Search Resources area, enter a keyword and press Enter. If you 
leave the Keyword area blank and just search, all Resources will appear.   
 
 
 
 
 
 

 
 
To access a Resource, click the white arrow on the right. The Resource will download to your computer 
and will normally be found in your Downloads folder.  
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