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Self-Reqistration using Approval Roles for Employees

This document provides a step-by-step self-registration process that requires approval from the employee’s supervisor as well as the
Curriculum Lead overseeing management of the course.

Each employee has a User ID and password to access his/her own eLMS homepage. The User ID is the employee’s FIRST INITIAL,
LAST NAME, and LAST FOUR DIGITS of their SOCIAL SECURITY NUMBER. The User ID is case sensitive, so USE ALL
CAPS. For example: JJONES1234. For additional assistance logging into eLMS, contact the eLMS help desk:
eLMSHelp@dot.gov, 405-954-4568 (6am-6pm CT).

After logging into eLMS, employees will see their homepage below. The homepage provides a snapshot of alerts, summary of
employee’s Learning Plan, as well as other useful information.
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DOT's eLMS provides users the power to access and manage their learning
with online toals, Once logged into eLMS, users can ranaage their learning
through the following features:

Learning Plan

The Learning Plan is the list of assigned training. Users can add
optional itermns to their Learning Flans, register in instructor-led items,
and launch anline content frorm the Learning Plan. It should be noted
that access to registritation is determined by Modal policy,

Current Registrations
The Current Reqistrations view enahles users to view all of their
registrations in Scheduled Offerings in one easy wview,

Curriculum Status

The Curriculurn Status functionality provides users with a
comprehensive list of the curricula and subcurricula needed for
personal and career advancement, Reguired dates associated with
each curriculurn help rmanage vour learning needs.

Learning History

The Learning History allows users to see a list of all of the learning
they have completed, as well as their performance on the item, For
issue with vour Learning History (e.g., missing history), contact your
local training administrataor,

{ Personal
a t# The Personal menu provides you with tools to manage your
i 1 1F‘ru:ufi|e and Regional Settings, checlk on vour Order Status and
Order Tickets, and use the Career Planner to self-assign

Alerts
O vou have overdue learnings

Catalog

View all available instructor-led items=
Wiew all available online iterms:
Browse Catalog:

Learning Plan w Learning Flan
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(04202) Introduction to AMS =3
(04203) Fundamentals of Acquisition [ 2
Managernent Systern (FAMS)

(04214} Benefits Estimating Wworkshop A

Curriculum Status

w G0 to Curriculurn Status

There are no incomplete curricula for this User,



NOTE: Funding is provided by the office of leadership and professional development. Travel expenses, if applicable, are the
responsibility of the participant’s organization. Applicants are responsible for making their own hotel reservations.

Click the “Catalog” tab. The “Browse Catalog” screen will allow employees to view what courses are available by subject area. As a
default, all acquisition workforce courses will be under the Subject Area titled, “Acquisition and Contracting”. However, you may
find a number of our courses under different Subject Areas.

Use the scroll bar to view all available courses under the “Subject Area Menu”. After choosing the Subject Area, click the “Register”
button associated with the course offering. Employees can then self-register for the course.
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This page is used to browse the catalog by Subject Area. vou can click the Expand icon next to any subject area title to view the Subject Areas nested
beneath it
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Accounting and Finance {53}
Acquisition and Contracting (&)
Adrninistrative Support (28]

i {04203) Fundamentals of Acquisition Management System {FAMS)
Diescription ; This is a 7-davy course that explores the basic concepts, scope, and application of the
FAA’s Acqui More »
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The system will not allow employees to successfully register for a course if prerequisites have not been met.




A warning sign will appear in red to inform the employee that the course will require approval and the request will remain in
“pending” status until the approvers have approved or denied the request. To proceed, employees should click the “Yes” button.
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Warning Details:

® The zcheduled offering (20953) requires approval for you to register, If you cantinue, vou will be registered with a pending status until the approvers

approve your registration request,

Do you wish to proceed?




The registration page will then provide the employee with details of the course.

In order to ensure that we meet the needs of our intended target audience, the Acquisition Workforce business process requires each
employee attending an ABMTD course to answer the following question in the “Comments” field:

1. Why is training required?
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The Scheduled Offering selected requires approval for registration, If vou continue, vou will be placed in a pending status until vour request is approved.

Additionally, all steps listed must have an Approver listed before the request can be processed. Please select a user to serve as Approver in any steps that
are indicated with a 'Select User for Approval' under the Approvers area,

Lastly, enter any comments that yvou wish to be associated with your request and/ar reqistration.

Managing Multiple Frojects

COURSE FaAD4240

Revision: 7/18/2006 05:29 aM EST
Start Date: 7/9/2008 08:00 AM EST
End Date: 7/11/2008 04:00 PM EST
Capacity: 0 of 30 enrolled, 0 waitlisted
Price {%): 0.00

pproval Steps

Supervisor Approval Supervisor Level 1 {Show all)
PM Curricula Lead Approval FAA-ATO-PM Curriculurn Lead {Show All)
NOTE: “Why is training required?”

Registration Comments should be answered in the “Comments”

User Name: COACHMARN, KELLY field.

Registration PENDING (Pending)

Status: /
Comments: |sypport P&R on service area training projects to better manage scope and resource allocations of =

training programs.
Training Programs/Projects: Systems Engineering, Cost Estimating, and Program Management training
courses =]

Prewious | Confirm

NOTE: If the “Supervisor Approval” name is incorrect, the employee should discontinue registration and contact their organization’s
Learning Coordinator to make corrections in the system. If you are a new hire and not in eLMS, please contact your Learning
Coordinator for registration instructions.



After the employee has answered the required question in the “Comments” field, click the “Confirm” button.
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Registration El
The Scheduled Offering selected requires approval for registration, If vou continue, vou will be placed in a pending status until your request is approved,

Additionally, all steps listed must hawve an Approver listed before the request can be processed, Please select a user to serve as Approver in any steps that
are indicated with a 'Select User for Approval' under the Approvers area.

Lastly, enter any comments that vou wish to be associated with vour request and/or registration,

Previous

Offering

Managing Multiple Projects

COURSE FaAQD4240

Revision: 7/18/2006 08:29 AM EST
Start Date: 7/9/2008 05:00 aM EST
End Date: 7/11/2008 04:00 PM EST
Capacity: 0 of 30 enralled, 0 waitlisted
Price ($): 0.00

Approval Steps

Approval Step Approvers
Supervisor Approval ABIGAIL & SMITH; (Close Yiew)
PM Curricula Lead Approval FAA-ATO-PM Curriculum Lead {Shaow All)

Registration mments

User Mame: CO8CHMAN, KELLY
Registration PEMDING (Pending)

Status:

Comments:

Support P&R on service area training projects to better manage scope and resource allocations of —
training programs,

Training Programs/Projects: Systems Engineering, Cost Estimating, and Program Management training
courses ¥

e—




The next step the employee will see is the “Finished” screenshot. The request will send an email to the employee and the employee’s
supervisor alerting them of the pending request (Supervisors can also see alerts on their eLMS homepage. See Appendices for sample
email notifications). After the supervisor has approved the request, it will automatically be routed to the final approver(s) via eLMS.
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Registration Comments — Finished

Managing Multiple Projects

COURSE Faald4240

Revision: 7/18/2006 058:29 AM EST

Start Date: 7/9/2008 08:00 AM EST

End Date: 7/11/2008 04:00 PM EST

Capacity: 0 of 30 enrolled, 0 waitlisted, 1 pending
Price (%): 0.00

User Mame: COACHMAN, KELLY
Registration PENDING {Pending)
Status:

Comments: Support P&R on service area training projects to better manage scope and resource allocations of training programs,
Training Programs,/Projects: Systems Engineering, Cost Estimating, and Program Management training courses

NOTE: There may be additional internal business processes within your organization that are outside of this automated process.
Please consult with your local Learning Coordinator for instructions/directions.



Employees are encouraged to periodically monitor the status of their registrations. Scroll over the blue bar to “Learning”, a sub-menu
will appear below the tab. Click “Current Registrations” link to view all registration statuses. Should an employee need to
withdraw/cancel from a course, he/she can do so on this screen.
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This page displays the list of Scheduled Offerings that you are registered for based on your learning needs, To view the details of a Scheduled Offering, click
the Title link. If you are able to withdraw from a Scheduled Offering without the assistance of an Administrator, you can select Withdraw from the drop

down box and click Go.

Current Registrations

Managing Multiple Projects 77942008 05:00 aM | FAs, Orville Wright Bldg, FOB10A - FOB-104, Pending w
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NOTE: There are two approvers in this process:
First Approver: Supervisor
Final Approver: Curriculum Lead

The employee’s registration status will remain “Pending” until the supervisor has approved the training in eLMS. Employees are
strongly encouraged to follow-up with supervisors to ensure training is approved in eLMS. When the registration is approved by both
approvers, the status will change to “Active Enrollment”. The eLMS will update the employee and the supervisor via Lotus Notes
every step of the way on his/her pending, registration, and/or withdrawal status.



