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Self-Reqistration using Approval Roles for Supervisors

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 supervisor 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, supervisors will see their homepage below. The homepage provides a snapshot of alerts, summary of
employee’s Learning Plan, as well as other useful information. Supervisors will be alerted via Lotus Notes email that their
employee’s require approval for training as well as alerts on the homepage.
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DOT's eLMS provides users the power to access and manage their Alerts

learning with online toaols, Once logged into eLMS, users can manage their O vou have User training approvalss

learning through the following features:

Catalog
View all available instructor-led iternss
Wiew all available online iterns:

Learning Plan

The Learning Plan is the list of assigned training, Users can add
optional itemns to their Learning Plans, register in instructor-led items,
and launch online content fram the Learning Plan. It should be noted Browse Catalags
that access to registritation is determined by Modal policy.

Current Registrations
The Current Registrations wiew enables users to wiew all of their X ]
registrations in Scheduled Cfferings in one easy view, Learning Plan w Learning Plan

Curriculum Status
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Learning History (60000048) COM LEVEL I ELECTIVE El 7Al6/2008
The Learning History allows users to see a list of all of the learning : ;

Fhey ha_ve completed,_ as wpll as their pel:fo_rman_ce on the item, For {04207} Introduction to FAA Risk Management & 8/30/2008
issue with your Learning History (e.g., missing history), contact your (04239 Project Managerment Principles a 9/30/2008

local training administrator.,



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.

To approve training requests, use the mouse by scrolling over the blue bar to the “Personal” tab. A sub-menu will appear below the
tab in which supervisors can select “Approvals” to view what courses need approval.

Using the radio buttons, supervisors can “Approve” or “Deny” the employee’s training request.
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This wiew shows yvou all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals
for performance managernent Activities, such as competency assessments (only if available); and approvals for training requests, You may switch between

sections by clicking on the appropriate section header, Within each section vou will find a list of specific reviews or approvals you are being asked to
perform, categorized by action type.
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User Hame a_ Approve All Deny All
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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.



To obtain more detailed information about the course the employee is requesting, supervisors can expand the training request by
clicking the arrow next to the employee’s name.
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This wiew shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals
for performance management Activities, such as competency assessments {only if available); and approvals for training reguests, Tou may switch between

sections by clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals vou are being asked to
perform, categorized by action type,
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E
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Start Date: 8/25/2008 05:00 AM EST
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When denying a training request, supervisors are strongly encouraged to provide employees with comments in the “Denial Reasons
field. The employee will be able to view the comments when they receive the eLMS email notification. Click the “Next” button.
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Enter a reasaon for denvying vour employee's training request below,

Please reschedule for another date. =l
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Providing the employee with comments in the “Approval Reasons” field is optional. Click the “Next” button.
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After the supervisor has provided comments, in the “Approval/Denial Reasons” field, click the “Confirm” button.
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This screenshot shows that the Approval Process was successful.  After the supervisor has approved the request, it will automatically
be routed to the final approver(s) via eLMS. eLMS will send an email notification informing the employee that pending requests are

going through process steps and waiting for a final approval.
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Start QGver..

Tou have successfully completed the employee approval and denial process, E-mail notifications have been sent to all affected Users,



