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· See LMS Home Page Overview for a detailed description 
of home page icons
· Log into the LMS  . Your LMS account is already created. If you are logging in for the first time:
1. Use your eight digit personnel number (including leading zeros) as your user name
· Use Training#1 as your initial password
· Select Supervisor from Role drop-down menu  (top of screen, to right of your name) 
· [image: ]The Internet Explorer back arrow doesn’t work on many LMS screens.
Use buttons and links on each screen instead.
· Check the Training Page for a list of agency Training Coordinators who can help you use the LMS.

	[bookmark: manage_training_requests]Manage Training Requests
(Approve or deny  training requests from your employees)
	

	Delegate Authority 
(to Manage Training Requests when 
you’re not available)

	1. Click Home tab; then Approvals icon.
2. Click Select button of the course submitted by employee; then click Edit button.
3. Review cost and other details.
4. To deny:
	Per CBA, type reason in Add Review Comments.
	Click Deny button (upper-right).
      Click Update button (lower-right). 
	Notice: Update Successful appears above details.
	
To approve:
	Type any comments in Add Review Comments.
      Click Approve button (upper-right).
	Click Update button (lower-right). 
	Notice: Update Successful appears above details.
5. Confirmation message displays above details.
Click Close Record button.
	
	1. Click Home tab; then Approvals icon.
2. Click Approval Manager; then Manage Delegate. 
(both on left side)
3. Click On circle; then Search button.
4. Type delegate’s first or last name in Search for;
 then click Go button.
5. Click circle to select delegate; then Save button.
6. Click Save button (if name is correct). 
[If incorrect name appears, Search for correct name.]
Confirmation message displays above delegate’s name.
7. When you’re available again to manage training requests, use steps above to turn off delegate setting.



	View Transcript
(of ONE of your employees)
	

	1. Click Administration tab.
2. Click Users (on left side or center).
A list of only your employees displays.
3. Click employee’s username. 
(Personnel Number)
4. Click Learning Transcript tab.
5. Review information.
6. Click Print, Export or Close Record button(s). (upper-right)
NOTE: Training records from HRDIS won’t appear in the LMS until June 2014 at the earliest.
	


	View Transcripts Report
(of ALL your employees)

	1. Click Reporting tab.
2. Click Standard Reports (on left side or in center).
3. Click circle to select Learner Transcripts Reports; 
then Filter and Run button (scroll to below list).
4. In Course Type (near bottom), click Select All button; then click Add button.
(You may instead select and add/remove each type individually - for example, to see only Instructor and Online courses.)
5. Optional - To limit what’s included in the report:
· Type a word or phrase in: 
Status (of Employee) - Active, Inactive, Archived; 
and/or 
Completion Status (Progress in Course/Class) - Completed, In Progress, Incomplete, Not Attempted, Waived.
· Type Start Date and End dates (in m/d/yyyy format) (or click # buttons to select dates from calendar) 
in Completion Date.
6. Click Run button. 
Report displays.
7. Review information.
If Pages in lower-left below report shows more than 1, click First, Previous, Next, Last (lower-right) to see rest of report.
8. Click Print, Export or Close Report button(s).
(upper-right)
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