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USelf-Registration 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. 

 

       1 
 



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. 
 

 

 

The system will not allow employees to successfully register for a course if prerequisites have not been met. 
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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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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? 
 

 

NOTE:  “Why is training required?” 
should be answered in the “Comments” 
field.

 

 
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. 
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After the employee has answered the required question in the “Comments” field, click the “Confirm” button. 
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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. 
 

 
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.
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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. 

 

 
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. 

 


