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Preface 
 
 
The Department of Transportation (DOT) mandated that the Federal Aviation 
Administration (FAA) implement the enterprise Learning Management System (eLMS) 
by October 1, 2005. DOT further mandated that FAA use the eLMS as the sole training 
management and administration system and eliminate all other systems that duplicate 
the functionality contained in the eLMS. 
 
The FAA is now upgrading to the latest version of the eLMS software. Employees will 
note one big change—who the system used to call learners are now called users. In 
addition, all users will be prompted to create a security question and answer when they 
log in.  This change was made to improve system and data security. Supervisors will 
notice the addition of the supervisor dashboard. The dashboard allows supervisors to 
see how their subordinates are progressing in their learning. 
 
This updated resource guide will help you learn what you need to know about eLMS as 
a user and/or supervisor. If you have problems the using eLMS and cannot find the 
answer in this resource guide, call the DOT eLMS Help Desk, which can be reached by 
calling (405) 954-4568 between the hours of 6 a.m. to 6 p.m. Central Time or email 
them at eLMSHELP@dot.gov. You also may email any suggestions or comments you 
have for improving this resource guide to your primary level 1 administrator (see list on 
next page). 
 
While it has been two years since FAA deployed the eLMS, many employees and 
supervisors are still learning how to use it. This resource guide will help. 
 
FAA eLMS Steering Committee 
November 2007 

NOVEMBER 2007         Version 2.0                                                                           i 

mailto:eLMSHELP@dot.gov


eLMS User & Supervisor Resource Guide                                                              Preface and Introduction  

 
Primary Level 1s and Their Backups 

 
 

Organization 
 

Name 
 

Role 
 

Email Address 
Phone 

Number 
AVS Dan 

Herschler 
AFS PL1 
(temp) 

dan.herschler@faa.gov 703-487-3922 

 Christine 
Zoeller 

AFS Backup 
(temp) 

christine.zoeller@faa.gov 718-553-3212 

 Amy Carroll Primary 
(AVS) 

amy.carroll@faa.gov  202-493-5557 

 Jill 
Devenport 

Backup 
(AVS) 

Jill.Devenport@faa.gov 425-227-1666 

 Angelique 
Berry 

AIR PL1 angelique.berry@faa.gov 202-267-3832 

 Michelle 
Carpenter 

AIR Backup Michelle.M.Carpenter@faa.gov 202-267-8019 

AHR Veronica 
Lucas 

Primary veronica.lucas@faa.gov 202-267-9534 

 Tiwanda 
Yarborough 

Backup tiwanda.yarborough@faa.gov 202-493-4507 

AMA Barbara 
King 

Primary barbara.king@faa.gov 405-954-2311 

 Jamie 
Nicely 

Backup jamie.nicely@faa.gov 405-954-5827 

ATO Shelly 
Walker 

Primary shelly.walker@faa.gov 202-267-3096 

 Vicki 
Wolfington 

Backup vwolfington@qedllc.com 703-525-5333 
x1124 

ASH Jodie Belton Primary jodie.belton@faa.gov 202-267-7077 
 Sharon 

Hunt 
Backup sharon.hunt@faa.gov 202-493-4903 

ARC Pam dela 
Vega 

Primary pam.f.delavega@faa.gov 405-954-0841 

 Jennifer 
Lagana 

Backup jennifer.lagana@faa.gov 202-267-8574 
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Introduction 
 
The enterprise Learning Management System (eLMS) is a software package that 
manages employee learning and training. All DOT employees have records in the 
eLMS. In the new version of the eLMS, employees are called users instead of learners. 
As a user, you can access the eLMS to manage your learning efforts. 
 
This resource guide provides FAA employees with details about how to use the updated 
eLMS as a user and/or a supervisor.   
 
As with many software programs, the eLMS comes with its own language. For a 
complete list of eLMS terms, see the glossary in the Appendix. For the most up-to-date 
information regarding terminology, contact your line-of-business’ primary level 1 eLMS 
administrator. 
 
 
What Can You Do In the eLMS? 
 
In the eLMS, you can do the following: 

• view your learning plan 
• request to attend training (if allowed by your line of business) 
• register to attend training (if allowed by your line of business) 
• browse the learning catalog for training you would like to take or are required to 

complete 
• view scheduled training 
• view completed training 
• run reports on your training and learning activities. 

 
 
Using the Guide 
 
The first chapter of this resource guide contains instructions about how to navigate and 
search within the eLMS. The chapters that follow contain instructions and quick 
reference guides for how to perform eLMS functions as a user and/or supervisor. 
Additional functions will be added to this resource guide as those functions begin to be 
used by the FAA. 
 
Each chapter contains both a detailed set of tasks that must be performed to 
accomplish each function described in the guide, along with a quick reference guide. 
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Chapter 1: 
GETTING STARTED 

 

• Terminology  
• Logging In 
• Navigating the eLMS 
• Email Notifications 
• Personal Settings 
• Using Help 
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Resource Guide 
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TERMINOLOGY 

 
SECTION 1.1: 
eLMS 
TERMINOLOGY 

Like many software programs, the eLMS has its own “language.”  
The table below provides definitions of some eLMS terminology. 

 
 

GLOSSARY 
Term Definition 

assessment the assessment/rating of a user's demonstrated 
competencies based on a rating scale 

catalog a collection of items and scheduled offerings 
accessible to those users who are assigned to the 
same organization or domain as those found on the 
organizations or domains tabs of the catalog record 

competency a measurable capability required or recommended by 
an organization for effective performance 

curriculum a group of items that can be assigned to users and 
tracked as a group 

eLMS Department of Transportation’s enterprise learning 
management system 

email notification automated email messages sent by the eLMS has 
proper email addresses for both the sender and 
receiver; it also has a message, as well as a subject 

item an assignable unit that can be tracked; it may be a 
learning or non-learning activity, course, workshop, 
briefing, etc 

user (previously learner) any person for whom a record has been created in the 
user’s section of the user management area, including 
employees, supervisors, contractors, and others for 
whom you wish to keep learning records and to register 
in courses. previously used term: learner 

learning event an item, scheduled offering, or external event attended 
by a user 

learning history a list of all items and non-items a user has successfully 
completed or attempted to complete; this record 
contains the completion status, the completion/attempt 
date, and other information 

learning plan the learning plan contains a list of items assigned to 
you based on your learning needs 

organization an entity of some type, to which a user belongs 
registration enrolling a user on a list of participants in a specific 

scheduled offering of an item 
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GLOSSARY 
Term Definition 

report data generated in HTML, CSV, XML, or PDF from a 
specific query 

scheduled offering a specific scheduled event of an item for which a 
database record is created in the scheduled offerings 
section 

self-register to enroll yourself in a scheduled offering; this function 
is only used in certain lines of business 

slots a reserved space made by an organization in a 
scheduled offering 

subordinate a user in the eLMS who has been assigned to a 
supervisor 

supervisor a user who has been designated to oversee another 
user's learning; supervisors have the ability to log in to 
the eLMS to view his or her subordinates' learning 
information and assign learning to them if granted 
permission by a system administrator, the supervisor 
also can record learning events for his or her users 
 
NOTE: The FAA typically does not have 
supervisors record learning events for users. 
Instead, administrators record learning events for 
users. If you want to allow supervisors to record 
learning events for subordinates, contact your line-
of-business’ primary eLMS administrator for 
guidance. 
 
NOTE: Supervisors may not record learning events 
for users for any national academy items. 
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LOGGING IN 

 
SECTION 1.2: 
LOGGING IN 
 
 
 

You will need a user name (user ID) to log in to the eLMS as a 
user.  
 
The standard format for the user ID is: first initial of your official 
first name and your last name (ALL CAPITALIZED) followed by 
the last four (4) digits of your Social Security Number. User IDs 
are case sensitive. For example: JSMITH1234. 

 
 
SECTION 1.3: 
PASSWORDS  
 

In addition to your user ID, you will need a password to log in to 
the eLMS. You must change your password every 90 days. All 
passwords must conform to the following rules:  
 

• the length of the password must be between 1 and 40 
characters 

• the password must contain the following types of 
characters: 
 English lower case letters 
 English uppercase letters 
 Arabic numerals(0,1,2,...9) 
 non alphanumeric special characters (!@#$%^&*()-

_+=\{\}[]<>?/'";:\\|) 
 characters cannot be repeated more than twice in a 

row 
• the password cannot contain user name(login ID) 
• the password cannot contain user's first name and last 

name 
• the new password cannot be same as any of the previous 

6 passwords 
• password cannot be same as the e-signature PIN. 

 
It is important to note that you cannot repeat a password within a 
set time limit. Passwords are also case sensitive. For security 
purposes, do not write down your user ID or password. Under no 
circumstances should you share your user ID or password with 
anyone, including your supervisor.  
 
The web address (URL) used to access the eLMS home page is: 
https://elms.dot.gov. Both users and supervisors will access the 
eLMS from this Department of Transportation (DOT) welcome 
page. 
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SECTION 1.4: 
SECURITY 
QUESTION 
 
 

When you initially log in to the eLMS, you will be asked to change 
your password and log in again. Then you will be asked to 
provide a security question. An example of a security question is 
your mother’s maiden name.  
 
The security question is used when you forget your password. If 
you forget your password, click the “click here” link under the 
heading “What if I forget my password?” You will be asked to 
enter you user ID (first initial of your official first name and your 
last name (ALL CAPITALIZED) followed by the last four (4) digits 
of your Social Security Number. Then you will be asked your 
security question. Once you enter the correct answer and click 
the submit button, your password will be emailed to your email 
account as listed in the eLMS. 
 
To check if your email address is correct in the eLMS, go to the 
profile link under the personal tab. Scroll down to the section of 
the screen entitled “contact information.” If your email address 
listed is not correct, contact your local eLMS administrator to 
have it updated. 
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1 From the welcome to DOT eLMS page, click the click here to go to login for 

user button to access the eLMS user login screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The above screenshot is DOT’s new eLMS welcome page, also called a splash page. 
Both administrators and users (formerly learners) will go to this page first, and from 
here, log in to the eLMS. The look of this page will change as different notifications and 
tips are posted. 
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2 From the eLMS log-in screen, enter your user ID and password. Click the 

login button or simply press the enter key on your keyboard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your user ID format is the first initial of your formal first name and your last name (all 
capitalized) followed by the last four (4) digits of your Social Security number.  
 
Upon initial login, you will be prompted to change your password. Follow the directions 
on the screen. The new password must conform to FAA password rules defined in 
Section 1.3 of this guide. 
 
NOTE: Both user IDs and passwords are case sensitive. 
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3 Enter your old password. Enter your new password in both the new and verify 

password fields. Click the apply changes button. These are required fields. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 The success screen displays. Click the login button. 
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5 Enter your user ID and new password. Click the login button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 Enter your security question. Enter your security answer in the security 
answer and re-enter security answer fields. Click the submit button. These 
are required fields.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                                                   Getting Started 

NOVEMBER 2007 Version 2.0                                                                          1-10 

 
7 Your eLMS home page displays.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to log 
in to the eLMS. 
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Quick Reference Guide  

 
Logging In 

Task 
# 

Task 

1 From the welcome to DOT eLMS page, click the click here to go to login for 
user button to access the eLMS user login screen. 

2 From the eLMS log-in screen, enter your user ID and password. Click the 
login button or simply press the enter key on your keyboard. 

3 Enter your old password. Enter your new password in both the new and verify 
password fields. Click the apply changes button. These are required fields. 

4 The success screen displays. Click the login button. 
5 Enter your user ID and new password. Click the login button. 
6 Enter your security question. Enter your security answer in the security 

answer and re-enter security answer fields. Click the submit button. These 
are required fields.  

7 Your eLMS home page displays.  
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                                                   Getting Started 

NOVEMBER 2007 Version 2.0                                                                          1-12 

 
SECTION 1.5: 
FORGOTTEN 
USER ID  

You will have five (5) chances to correctly enter your user ID and 
password. After the fifth consecutive unsuccessful attempt to 
login, you will be locked out of the system. If you forget your user 
ID, do not continue to guess and risk being shut out of the 
system. Request to have your user ID emailed to you by 
performing the tasks below. 

 
 

1 Click the click here link under the heading “what if I forget my ID?”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Enter your email address. Click the submit button.  
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3 You are returned to the eLMS log in page. Check your email account for your 

user ID.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
have a forgotten user ID emailed to you.  
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Quick Reference Guide  

 
Receiving a Forgotten User ID by Email 

Task 
# 

Task 

1 Click the click here link under the heading “what if I forget my ID?”  
2 Enter your email address. Click the submit button.  
3 You are returned to the eLMS log in page. Check your email account for 

your user ID. 
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SECTION 1.5.1: 
FORGOTTEN 
PASSWORD  

You will have five (5) chances to correctly enter your password. 
After the fifth consecutive unsuccessful attempt to login, you will 
be locked out of the system. If you forget your password, do not 
continue to guess and risk being shut out of the system. Request 
to have your password emailed to you by performing the tasks 
below. 

 
 

1 Click the click here link under the heading “what if I forget my password?”  
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2 Answer your security question. Click the submit button. This is a required 

field. 
 
 
 
 
 
 
 
 
 
 

3 Your password is emailed to you. Check your email account for your 
password. 

 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
have a forgotten password emailed to you.  
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Quick Reference Guide  

 
Receiving a Forgotten Password by Email 

Task 
# 

Task 

1 Click the click here link under the heading “what if I forget my password?”  
2 Answer your security question. Click the submit button. This is a required 

field. 
3 Your password is emailed to you. Check your email account for your 

password. 
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SECTION 1.6: 
CHANGING 
YOUR 
PASSWORD 
 

Changing your password on a regular basis helps prevent other 
people from logging in to your account. 
 
You must change your password every 90 days. You will be 
prompted by the system to do so. Remember, there are very 
strict guidelines for passwords and you must remember them to 
successfully change your password.  
 
All passwords must conform to the following rules:  
 

• the length of the password must be between 1 and 40 
characters 

• the password must contain the following types of 
characters: 
 English lower case letters 
 English uppercase letters 
 Arabic numerals(0,1,2,...9) 
 non alphanumeric special characters (!@#$%^&*()-

_+=\{\}[]<>?/'";:\\|) 
 characters cannot be repeated more than twice in a 

row 
• the password cannot contain user name(login ID) 
• the password cannot contain user's first name and last 

name 
• the new password cannot be same as any of the previous 

6 passwords 
• password cannot be same as the e-signature PIN. 

 
It is important to note that you cannot repeat a password within a 
set time limit. Passwords are also case sensitive. For security 
purposes, do not write down your user ID or password. Under no 
circumstances should you share your user ID or password with 
anyone, including your supervisor.  
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1 To change your password once you are logged in, click the personal tab on 

the top menu bar from the eLMS home page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Your home page contains alerts that provide information about actions 
that you may have to take. Click the red alert for more information. 
 
Screenshot when the alert in the screenshot above is clicked: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Overdue learning displays in red. 
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2 Click the profile link in the submenu. 
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3 Click the password link under the heading employment and account 

information. 
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4 Under the heading change your password, enter your old password in the 

enter your old password text box. Enter your new password in the enter your 
new password text box. Enter the new password again in the verify your new 
password text box. Click the apply changes button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
change your password. 
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Quick Reference Guide 

 
Changing Your Password 

Task 
# 

Action 

1 Click the personal tab on the top menu bar from the eLMS home page.  
2 Click the profile link in the submenu. 
3 Click the password link under the heading employment and account 

information. 
4 Under the heading change your password, enter your old password in the 

enter your old password text box. Enter your new password in the enter 
your new password text box. Enter the new password again in the verify 
your new password text box. Click the apply changes button. 
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SECTION 1.7: 
LOGIN LOCKED 
 

If you are locked out of the eLMS, call the Department of 
Transportation (DOT) Help Desk at (405) 954-4568 between the 
hours of 6 a.m. – 6 p.m. central time (CT) or email them at 
eLMSHELP@dot.gov. 

 
 
SECTION 1.8: 
HELP DESK 
 

If you experience problems trying to login to the eLMS, contact 
the DOT Help Desk at (405) 954-4568 between the hours of 6 
a.m. – 6 p.m. central time (CT) or email them at 
eLMSHELP@dot.gov. 
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NAVIGATING eLMS 

 
SECTION 1.9: 
NAVIGATION  

This section provides instruction on basic navigation within the 
eLMS.  

 
 
SECTION 1.10: 
IDENTIFYING 
MENUS & 
SUBMENUS  
 
 
 
 
 
 
 

Navigating through the eLMS allows you to access all the screens 
for various functions and processes. This section lists the methods 
and steps of identifying and using menus and submenus. 
 
The contents of the eLMS are divided into various functional 
sections. These sections are in submenu options under the top 
menu bar.  
 
There are three (3) main menus in the eLMS: 
 

1. user main links menu 
2. top menu bar 
3. submenu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

User Main Links Menu Top Menu Bar 

Submenu 
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SECTION 1.11: 
USING THE USER 
MAIN LINKS 
MENU 

At the top right of every screen is the user main links menu. There 
are four (4) active user main links:  
 

1. home—returns you to the eLMS homepage 
2. search catalog—allows you to search the catalog 
3. help—opens the eLMS online help 
4. logout—ends the current session. 

 
NOTE: After an hour of inactivity, the system will 
automatically log you out. 

 
 

Home Returns you to the eLMS homepage. 
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Search 
Catalog 

Allows you to search the catalog. Enter a word that describes what you 
are searching for in the text box; then click the go link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Help Opens the eLMS online help system. For more information on help, see 
section 1.22. 
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Logout Ends the current session. Be aware that after an hour of inactivity, the 

system will automatically log you out. 
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SECTION 1.12: 
USING THE TOP 
MENU BAR 

At the top of every screen is the top menu bar. There are five (5) 
tabs, six (6) if you are a supervisor, in the top menu bar:  
 

1. personal 
2. learning 
3. career 
4. catalog 
5. reports (see Chapter 6) 
6. my employees (available only if you are a supervisor; see 

chapter 7). 
 
 

Personal 
Tab 

From here, a user can use the following sublinks: 
 

• home 
• approvals 
• profile 
• regional settings 
• communities 
• skills. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                                                   Getting Started 

NOVEMBER 2007 Version 2.0                                                                          1-30 

 
Home Click this link to return to your user homepage. 
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Approvals Click this link to view, review, and approve actions you have been 

asked to perform. The page is divided into two (2) primary sections:  
 

1. approvals for training requests and for performance 
management activities, such as competency assessments 

2. reviews of assessment results. 
 
You may switch between sections by clicking on the appropriate 
section header. Within each section you will find a list of specific 
reviews or approvals you are being asked to perform, categorized by 
action type. 
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Profile Click this link to review, set, and/or edit your notification settings. The 

profile is divided into three (3) sections:  
 

1. employment & account information 
2. contact information 
3. notification settings.  

 
You can only edit your password (for directions, see Section 1.6). 
You can set your notification settings by clicking in the checkbox to 
the left of the notification options you chose. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: If you wish to receive an email notification when an item is added to, 
modified, or removed from your learning plan, check the boxes under notification 
settings and click the apply changes button. 
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Regional 
Settings 

Click this link to set and/or review your regional settings, which 
determine the formats and standards used to display information to 
you in the eLMS. All of the fields are required. Scheduled offerings 
will be displayed in the time zone where they are taking place (for 
directions to change your time zone, see Section 1.21). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: You should leave the “always display scheduled offerings in this time 
zone” checkbox unchecked so the scheduled offering will show in the correct 
time zone. 
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Communities Click this link to view your communities. Communities is a tool that 

enables you to conduct threaded discussions/forums. Once you 
subscribe to a community, you can read messages from other users, 
respond to them, and create new topics.  
 
Click on a community title to view the topics within the community. 
Click the expand icon next to the community name to view more 
information about the community. You can search for messages 
using the search communities textbox in the upper right hand corner. 
You can view all communities by selecting view all communities or 
view only the communities to which you are subscribed by selecting 
view subscribed only from the drop down box and clicking the go 
button.  
 
NOTE: The FAA is not currently using this function is all lines 
of business. 
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Skills A skill is something that you are good at, but is not captured in your 

competencies or your individual development plan goals. 
 
NOTE: FAA is not currently using this function. 
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Learning 

Tab 
From here, a user can use the following sublinks: 
 

• learning plan 
• learning calendar 
• current registrations 
• curriculum status 
• learning history. 
•  

If you are a supervisor, you have one (1) additional link: record learning 
(see Chapter 7). 
 
NOTE: The FAA typically does not have supervisors record 
learning events for users. Instead, administrators record learning 
events for users. If you want to allow supervisors to record learning 
events for subordinates, contact your line-of-business’ primary 
eLMS administrator for guidance. 
 
NOTE: Supervisors may not record learning events for users for 
any national academy items. 
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Learning 

Plan 
Click this link to display your learning plan. The listed items are those you 
have not yet successfully completed. Using the corresponding buttons in 
the action column you can launch an online item, request a schedule, 
add an item, and view the schedules of a selected item. 
 
NOTE: Even though an item appears on your plan, it does not mean 
that you are registered. To be registered, the status has to say 
“registered.”  For online items, the status will read “available” so 
you can launch the content. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: As a user, you can only register for scheduled offerings that are marked 
for self-registration. Most FAA lines of business are not using the self-registration 
function. Therefore, you will have to be registered by an eLMS administrator. 
Depending on the item, many FAA lines of business require some form of 
approval prior to being registered. 
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Learning 
Calendar 

Click this link to view a calendar of the scheduled offerings in which you 
are registered. To view and change your calendar options, click the 
calendar options link in the monthly view. The calendar options page 
opens. You are able to review and set the calendar options for your 
learning calendar. 
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Current 

Registrations 
Click this link to view the list of scheduled offerings that you are 
registered for. To view details of a scheduled offering, click on its title. 
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Curriculum 

Status 
Click on this link to view curricula assigned to you. From this link, you 
can: 
 

• view details of items associated with curriculum 
• view “required by” and “date completed” information 
• choose to register (if self-registration is allowed by your line of 

business) or request an item (NOTE: Most FAA lines of 
business are not using the request function.) 

• launch online content. 
 
Click on the curriculum title to view the items within the curricula. You 
can also view the sub-curricula, if any, associated with the curriculum. 
Other information can be viewed including curriculum ID, status, item 
type, required by date, date completed, and the actions available to you 
for each item. 
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Learning 
History 

Every time you complete a learning event, it is recorded in your learning 
history. You can complete learning events several ways: 
 

• attend scheduled offerings  
• launch and complete online content 
• read a document. 

 
The eLMS automatically records a learning event for all online items that 
are launched through the eLMS. Items that are not online must be 
recorded by your eLMS administrator or supervisor, based upon 
individually allowed permissions. 
 
A learning history is a record of each time you complete any assigned 
item. It also can include completions of external events, learning events 
that do not have associated items in the eLMS.  
 
The learning history provides a summary list of items you have 
attempted and completed, along with the completion date, status, and 
action regarding the items. 
 
Click on this link to display items that you have completed and the dates 
you completed them. You also can print a completion certificate by 
clicking on the print completion certificate button next to the appropriate 
item. 
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Record 

Learning 
Click on this link to record learning events for your subordinates 
(available for supervisor use only). The supervisor will only be able to 
record learning events for those items that are set up to allow the 
supervisor to record completions. 
 
NOTE: The FAA typically does not have supervisors record learning 
events for users. Instead, administrators record learning events for 
users. If you want to allow supervisors to record learning events for 
subordinates, contact your line-of-business’ primary eLMS 
administrator for guidance. 
 
NOTE: Supervisors may not record learning events for users for 
any national academy items. 
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Career Tab From the career tab, a user can use the following sublinks: 

 
• my plan (formerly individual development plan [IDP]) 
• assessment status 
• assessment history 
• competency assignments. 

 
 
 
 
 
 
 
 
 

My 
Plan 

Click on this link to access all plans that you have created or that have 
been created for you. (NOTE: Formerly individual development 
plan [IDP]). 

 
 
 
 
 
 
 
 
 
NOTE: Contact your line-of-business’ eLMS primary level 1 administrator for 
guidance about how to create and maintain an individual development plan. 
 
 
Assessment 

Status 
Click on this link to view competency assessments. Assessments are 
questionnaires that you and supervisors use to evaluate you against a 
set of competencies. 
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Assessment 

History 
Click on this link to view the results of current assessments that raters 
provided. 

 
 
 
 
 
 
 
 
 
 
Competency 
Assignments 

Click on this link to view the competencies that have been assigned 
to you. When you complete items that provide you with the required 
competency levels that appear in the competency assignments 
page, you have fulfilled the requirement of the competency. 
 
NOTE: FAA currently does not have any items that grant ratings 
for competencies. 
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Catalog 

Tab 
From the catalog tab, a user can use the following sublinks: 
 

• browse catalog 
• calendar of offerings 
• simple catalog search 
• advanced catalog search. 
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Browse 
Catalog 

Click on this link to browse by subject area the items in the catalog(s) to 
which you have access. Click on the item title to obtain further 
information.  
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Calendar of 
Offerings 

Click on this link to view scheduled offerings listed in a catalog in a 
calendar view.  
 
NOTE: Most of the FAA will not include scheduled offerings in any 
catalog. No FAA Academy or CMEL scheduled offerings will be 
listed in catalogs. 
 
NOTE: This functionality is not currently working. Plateau is aware 
of the problem and will provide a fix at some future date. 
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Simple 
Catalog 
Search 

Click on this link to search the catalog for scheduled offerings and items 
to add to your learning plan or to request a scheduled offering be offered 
for an item. (NOTE: Not all LOBs are using the request button. 
Contact your local eLMS administrator for guidance.)  The simple 
catalog search is the default search feature; it uses the most common 
fields and identifiers, and there are fewer options for filtering the search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Advanced 
Catalog 
Search 

Click on this link to search the catalog for specific scheduled offerings 
and items. It allows you to search the catalog using all search criteria 
provided by the system. 
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Reports 

Tab 
For more information on reports, see Chapter 6. 
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My 

Employees 
Tab 

From the my employees tab, a supervisor can use the following 
sublinks: 
 

• dashboard 
• organization chart 
• learning plans 
• registrations 
• assessments (for direct reports only). 

 
NOTE: Only supervisors have access to the my employees tab. 
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Dashboard Click on this read-only page for a quick glance at your employees’ 

learning activities. The dashboard graphs the issues associated with 
your employees' learning and performance. The dashboard charts 
how far each employee has progressed in completing his/her goals. 
The dashboard lists only your direct subordinates. 
 
The dashboard can be customized to show the following information: 
 

• learning (when marked as required) 
• curricula (when marked as required) 
• goals 
• performance reviews 
• assessments 
• all of the above. 

 
The information from the list above can be sorted by due dates: 
 

• overdue 
• next 30 days (due in the next 30 days) 
• next 60 days (due in the next 60 days). 

 
NOTE: eLMS performance goals are not being used FAA wide. 
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Organization 

Chart 
Click on this link for an overview of your subordinate's learning 
activities and performance reviews. While viewing a subordinate's 
records, you can manage his or her learning activities and 
performance reviews if your line of business is using performance 
reviews in the eLMS or if the job position requires the use of an eLMS 
performance review. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Learning 

Plans 
Click on this link to add items and curricula and/or remove items from 
the learning plans of your subordinates. This wizard appears only for 
supervisors. 
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Registrations Click on this link to register your subordinates for and withdraw your 

subordinates from scheduled offerings. This wizard appears only for 
supervisors. 
 
NOTE: The FAA is not allowing supervisors to register 
subordinates in most courses. 

 
 
 
 
 
 
 
 
 
 
 

Assessments Click on this link to review your subordinates’ assessments. 
Supervisors may only see assessments for their direct reports. 
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SECTION 1.13: 
OTHER SCREEN 
AREAS 

The following screenshots show the names of other screen areas 
used in the eLMS. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
An asterisk indicates a system-required field (that is, a field required by the eLMS). Data 
must be entered into these fields. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Field Name 

Field 

Action Buttons 

Drop Down  
Arrow 
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SECTION 1.14: 
VIEWING 
PREVIOUS 
SCREENS  

When working in the eLMS, DO NOT use the browser back arrow 
to view a previous eLMS screen. Instead, use the back link or the 
previous button. 

 
 

Back Link On some screens, there is a back link that can be clicked to 
return you to the previous screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Previous Button On some screens, there is a previous button that can be clicked 

to return you to the previous screen. 
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SECTION 1.15: 
USING THE 
CALENDAR ICON 

In this section you will learn how to use the calendar icon. 

 
 
Calendar 

Icon 
You can use the calendar icon to choose the date that will appear in the 
proper format. Select the appropriate month by using the drop down 
arrow to the right of the month field. Select the year by using the up or 
down chevrons (^) and then click on the desired date.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 1.16: 
EDITING THE 
CALENDAR 
DISPLAY MODE 

You may choose your preferred method of displaying your 
learning calendar, which can be displayed monthly, weekly, or 
daily. 

 
 

1 Click the learning tab from the top menu bar. 
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2 Click the learning calendar link from the submenu. 
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3 Click the calendar options link in the right-hand corner. 
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4 Choose your display preferences and check the box next to remember 

calendar mode. Click the apply changes button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
edit the calendar display mode. 
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Quick Reference Guide  

 
Editing the Calendar Display Mode 

Task 
# 

Action 

1 Click the learning tab from the top menu bar. 
2 Click the learning calendar link from the submenu. 
3 Click the calendar options link in the right-hand corner. 
4 Choose your display preferences and check the box next to remember 

calendar mode. Click the apply changes button. 
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EMAIL NOTIFICATIONS 

 
SECTION 1.17: 
EMAIL 
NOTIFICATIONS 
 
 

There are standard email notifications you will receive from the 
eLMS and some email notifications you can elect to receive. 
 
NOTE: Your organization may disable some or all of the 
checkboxes; you cannot edit disabled checkboxes.  

 
 
SECTION 1.18: 
STANDARD 
EMAIL 
NOTIFICATIONS 

There are many standard emails the system may generate and 
send to you. For example, you may receive emails when you 
have item assignments that are coming due or when you have 
overdue item requirements. If an item in the learning plan has a 
required date for 30 days from now, you will receive an email 
reminder and will continue to receive a reminder every seven (7) 
days until the item is removed from the learning plan. 
 
Additionally, you may receive email notifications when you are 
registered for a scheduled offering. Do not reply to these emails. 
You can send an email with questions to the contact person listed 
in the email. 

 
 
SECTION 1.19: 
OPTIONAL 
EMAIL 
NOTIFICATIONS  

Supervisors and users can choose to receive notifications when: 
 

• items are added to your learning plan 
• items on your learning plan are modified 
• items are removed from your learning plan 
• subordinates complete an item for credit or non-credit (for 

supervisors only). 
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1 Click the personal tab on the top menu bar.  
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2 Click the profile link from the submenu to display your personal profile.  
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3 At the bottom of your profile, under the notification settings heading, check 

the notify box for each notification that you want to receive. Click the apply 
changes button. 

 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
activate optional email notifications. 
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Quick Reference Guide  

 
Activating Optional Email Notifications 

Task 
# 

Action 

1 Click the personal tab on the top menu bar.  
2 Click the profile link from the submenu to display your personal profile.  
3 At the bottom of your profile, under the notification settings heading, check 

the notify box for each notification that you want to receive. Click the apply 
changes button. 
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PERSONAL SETTINGS 

 
SECTION 1.20: 
MY PERSONAL 
SETTINGS 
 
 

When you log in to the eLMS, information is displayed to you 
based on the settings in your user profile. Your profile includes 
your preferred language, your time zone, and your preferences for 
date and time display. The only field you can configure is time 
zone. 

 
 
SECTION 1.21: 
EDITING THE 
TIME ZONE 
OPTIONS 

You can change the way the eLMS displays time zones. 

 
 

1 Click the personal tab on the top menu bar.  
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2 Click the regional settings link from the submenu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 In the time zone ID text box, enter the standard abbreviation for your time zone, 
then skip to task 6. If you do not know your time zone, click the select link next 
to the time zone ID text box. A new window will pop up. This is a required field. 
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4 Enter search criteria in the ID text box and select the type of search from the 

drop down arrow. Click the search button. You also can click the search 
button without entering information in the ID box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Once the search results appear, click the select link in the far right column 
beside your desired time zone. 
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6 The correct time zone should now appear in the time zone ID text box. Click the 

apply changes button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
edit time zones. 
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Quick Reference Guide  

 
Editing the Time Zone 

Task 
# 

Action 

1 Click the personal tab on the top menu bar.  
2 Click the regional settings link from the submenu. 
3 In the time zone ID Text box, enter the standard abbreviation for your time 

zone, then skip to task 6. If you do not know your time zone, click the select link 
next to the time zone ID text box. A new window will pop up. This is a required 
field. 

4 Enter search criteria in the ID text box and select the type of search from the 
drop down arrow. Click the search button. You also can click the search 
button without entering information in the ID box. 

5 Once the search results appear, click the select link in the far right column 
beside your desired time zone. 

6 The correct time zone should now appear in the time zone ID text box. Click 
the apply changes button. 
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SECTION 1.22: 
EDITING YOUR 
SECURITY 
QUESTION 

You can change the security question you created when you first 
signed into the eLMS. 

 
1 Click the personal tab on the top menu bar.  
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2 Click the profile link from the submenu. 
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3 In the security question text box, enter your new security question. This is a 

required field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 In you new security question answer. Enter your new security answer again. 
Click the apply changes button. These are required fields. 
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Quick Reference Guide  

 
Editing Your Security Question 

Task 
# 

Action 

1 Click the personal tab on the top menu bar.  
2 Click the regional settings link from the submenu. 
3 In the security question text box, enter your new security question. This is a 

required field. 
4 In you new security question answer. Enter your new security answer again. 

Click the apply changes button. These are required fields. 
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USING HELP 
 
SECTION 1.23: 
USING HELP 
 

The help feature of the eLMS is a good resource if you are not 
sure how to complete a task, define a term, or locate a feature.  
 
From each eLMS screen you can open two (2) kinds of help:  
 

1. general help  
2. context-sensitive help. 

 
General help provides help for all the functions in the eLMS. 
Open general help by clicking the help link from the user main 
links menu. 
 
Context-sensitive help offers you help specific to the screen you 
are currently viewing. You open context-sensitive help by clicking 
the question button in the upper right of each screen. 
 
If you cannot find the answer to your question using help, call the 
eLMS Help Desk at (405) 954-4568 between the hours of 6 a.m.– 
6 p.m. central time or email them at eLMSHELP@dot.gov. 
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Using General Help 

 
1 To access general help, click the help link in the user main links menu. 
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2 To search general help by the topic pertaining to your question, click the 

contents button. A list of topics will appear at the left of the screen. 
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3 To search using keywords, click the index button. Type all or part of a keyword 

in the field. The results will appear at the left of the screen. Click what you want 
to search. 
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4 For a list of topics that contain the word you are searching for, click the search 

button and type in the field all or part of the word that describes what you are 
searching for. The results will appear at the left of the screen. Click what you 
want to search. 
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5 To find definitions of keywords or functions, click the glossary button. The 

results will appear at the left of the screen. Click the term you want defined and 
the definition will appear at the bottom of the left side of the screen.  
 
NOTE: The information appearing in the main part of the screen (the 
content frame) will not change when you use the glossary button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed when 
using eLMS general help.

This part of the screen will not change when 
you use the glossary. 



eLMS User & Supervisor Resource Guide                                                                   Getting Started 

NOVEMBER 2007 Version 2.0                                                                          1-81 

 
Quick Reference Guide  

 
Using General Help 

Task 
# 

Task 

1 To access general help, click the help link in the user main links menu. 
2 To search general help by the topic pertaining to your question, click the 

contents button. A list of topics will appear at the left of the screen. 
3 To search using keywords, click the index button. Type all or part of a keyword 

in the field. The results will appear at the left of the screen. Click what you want 
to search. 

4 For a list of topics that contain the word you are searching for, click the search 
button and type in the field all or part of the word that describes what you are 
searching for. The results will appear at the left of the screen. Click what you 
want to search. 

5 To find definitions of keywords or functions, click the glossary button. The 
results will appear at the left of the screen. Click the term you want defined and 
the definition will appear at the bottom of the left side of the screen.  
 
NOTE: The information appearing in the main part of the screen (the 
content frame) will not change when you use the glossary button. 
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Using Context-Sensitive Help 

 
1 Click the question button (always appears in the upper right of the screen) for 

help specific (context sensitive) to the screen you are currently viewing.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                                                   Getting Started 

NOVEMBER 2007 Version 2.0                                                                          1-83 

 
2 An information window will open on the right of your screen. Scroll down until 

you find the specific topic you are searching for.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
use context-sensitive help. 
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Quick Reference Guide  

 
Using Context-Sensitive Help 

Task 
# 

Task 

1 Click the question button (always appears in the upper right of the screen) for 
help specific (context sensitive) to the screen you are currently viewing. 

2 An information window will open on the right of your screen. Scroll down until 
you find the specific topic you are searching for.  
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SECTION 2.1: 
USING THE 
CATALOG 

The catalog contains all of the items that have been made 
available to you for request. You can use the catalog to locate 
items, assign items to your learning plan, launch online items, 
and register for scheduled offerings (if your line of business 
allows for self-registration). 
 
You can search the catalog four (4) ways: 
 

1. browse catalog 
2. calendar of offerings 
3. simple catalog search 
4. advanced catalog search. 

 
 
SECTION 2.2: 
BROWSING THE 
CATALOG 
 

You can browse the items in the catalog by subject area. Each 
item is assigned to one or more subject areas. Clicking on a 
subject area will display all items in the catalog assigned to that 
subject area.  

 
 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
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2 Click the browse catalog link from the submenu. 
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3 Click a subject area link to view items within the subject area. The number in 

parentheses indicates the number of viewable items.  
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4 A list of items opens with a description of each one.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Requesting an item or adding an item to your learning plan does not 
register you for the course. Supervisory approval is required before taking any 
training, including launchable content. 
 
The quick reference guide on the following page summarizes the tasks performed to 
browse the catalog. 
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Quick Reference Guide  

 
Browsing the Catalog 

Task 
# 

Action 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
2 Click the browse catalog link from the submenu. 
3 Click a subject area link to view items within the subject area. The number in 

parentheses indicates the number of viewable items. 
4 A list of items opens with a description of each one.  
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SECTION 2.3: 
CALENDAR OF 
OFFERINGS 

You can search the catalog by month, week, or day for 
scheduled offerings that are listed in a catalog and view them in 
an interactive calendar. 
 
NOTE: Most of the FAA will not include scheduled offerings 
in any catalog. No FAA Academy or CMEL scheduled 
offerings will be listed in catalogs. 

 
 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
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2 Click the calendar of offerings link from the submenu. 
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3 For each day in the month, the calendar displays the number of scheduled 

offerings in each subject area that are scheduled for that day. Click the 
subject area to view the scheduled offerings (if they are listed in the catalog).  
 
NOTE: Most of the FAA will not include scheduled offerings in any 
catalog. No FAA Academy or CMEL scheduled offerings will be listed in 
catalogs. 
 
NOTE: This functionality is not currently working. Plateau is aware of the 
problem and will provide a fix at some future date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Requesting an item or adding an item to your learning plan does not 
register you for the course. Supervisory approval is required before taking any 
training, including launchable content. 
 
The quick reference guide on the following page summarizes the tasks performed to 
display the calendar of offerings. 
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Quick Reference Guide  

 
Calendar of Offerings 

Task 
# 

Action 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
2 Click the calendar of offerings link from the submenu. 
3 For each day in the month, the calendar displays the number of scheduled 

offerings in each subject area that are scheduled for that day. Click the 
subject area to view the scheduled offerings (if they are listed in the catalog).  
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SECTION 2.4: 
SIMPLE 
CATALOG 
SEARCH 
 

The eLMS will search for the keywords in the title and description 
fields of the items in the catalog. You can further filter the search 
based on item classification: 
 

• curricula – groups of related items assigned as a single 
unit 

• instructor-led items - items that can be scheduled, 
usually delivered by one or more instructors   

• online items - items that contain online content only and 
are completely self-paced and not scheduled 

• blended – items that contain both instructor-led and online 
content 

• other - items that must be completed outside of the eLMS 
(i.e., reading a book or watching a video).  

 
 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
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2 Click the simple catalog search link from the submenu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 Enter a keyword in the keyword field to search for a specific item or leave the 
field blank to display all items in the catalog.  
 
If you know the exact phrase of what you are looking for, type that phrase and 
select the exact phrase checkbox. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                                               Using the Catalog 

NOVEMBER 2007                                       Version 2.0                                                                          2-13 

 
4 Filter your search to include any combination of curricula, instructor-led, 

online, blended, or other items by checking the boxes. Click the search 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
The screen after clicking the search button for a simple search: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Requesting an item or adding an item to your learning plan does not 
register you for the course. Supervisory approval is required before taking any 
training, including launchable content. 
 
The quick reference guide on the following page summarizes the tasks performed in a 
simple catalog search. 
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Quick Reference Guide  

 
Simple Catalog Search 

Task 
# 

Action 

1 Click the catalog tab on the top menu bar from the eLMS home page. 
2 Click the simple catalog search link from the submenu. 
3 Enter a keyword in the keyword field to search for a specific item or leave 

the field blank to display all items in the catalog. 
 
If you know the exact phrase of what you are looking for, type that phrase 
and select the exact phrase checkbox. 

4 Filter your search to include any combination of curricula, instructor-led, 
online, blended, or other items by checking the boxes. Click the search 
button. 
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SECTION 2.5: 
ADVANCED 
CATALOG 
SEARCH 

The eLMS will search the catalog for items that meet all the 
criteria entered on the advanced catalog search page.  

 
 

1 Click the catalog tab on the top menu bar from the eLMS home page. 
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2 Click the advanced catalog search from the submenu. 
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3 In the keywords section, enter the keywords in the field for title, description, 

or ID. You can use any one or a combination of these searches. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 Use the drop-down arrows to specify how the eLMS should use the 
keywords you enter. You can choose contains, starts with, or exact match. 
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5 In the search options section, filter your search to search for all entries, only 

items, curricula, or only offerings, by clicking the appropriate radio button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 Filter your search by any combination of instructor-led, online, blended, or 
other entries by checking the appropriate checkboxes. 
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7 Enter the keywords in the field for subject area, delivery method, or source. 

You can use any one or a combination of these searches. 
 
The select link to the right of a field takes you to a new screen where you can 
select from a list of entries. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8 Use the drop-down arrows to specify how the eLMS should use the keywords 
you enter. You can choose contains, starts with, or exact match. Click the 
search button. 
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The screen after clicking the search button for an advanced search: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Requesting an item or adding an item to your learning plan does not 
register you for the course. Supervisory approval is required before taking any 
training, including launchable content. 
 
The quick reference guide on the following page summarizes the tasks performed in an 
advanced catalog search. 
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Quick Reference Guide  

 
Advanced Catalog Search 

Task 
# 

Action 

1 Click the catalog tab on the top menu bar from the eLMS home page. 
2 Click the advanced catalog search link from the submenu. 
3 In the keywords section, enter the keywords in the field for title, 

description, or ID. You can use any one or a combination of these searches.
4 Use the drop-down arrows to specify how the eLMS should use the 

keywords you enter. You can choose contains, starts with, or exact match.
5 In the search options section, filter your search to search for all entries, 

only items, curricula, or only offerings, by clicking the appropriate radio 
button. 

6 Filter your search by any combination of instructor-led, online, blended, or 
other entries by checking the appropriate checkboxes. 

7 Enter the keywords in the field for subject area, delivery method, or 
source. You can use any one or a combination of these searches. 
 
The select link to the right of a field takes you to a new screen where you 
can select from a list of entries. 

8 Use the drop-down arrows to specify how the eLMS should use the 
keywords you enter. You can choose contains, starts with, or exact match. 
Click the search button. 
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SECTION 3.1: 
UNDERSTANDING 
THE LEARNING 
PLAN  

A supervisor, an administrator, or you may assign learning 
requests and training requirements to your learning plan. Each of 
these assignments is called an item. Items can be instructor-led, 
web-based, or blended, or require outside media such as reading 
materials or videos. 

 
 

1 Click the learning tab on the top menu bar from the eLMS home page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Your learning plan opens. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The table on pages 3-3 and 3-4 explains the basic column titles on the learning plan. 
 



eLMS User & Supervisor Resource Guide                        Understanding Your Learning Plan 

NOVEMBER 2007                                  Version 2.0                                                                               3-3 

 

Learning Plan 
Column Heading 

 
Description 

title click the right arrow under the item title column to access basic 
information about the item, including: 
 

• description 
• origin (how/who assigned the item to your learning plan) 
• assignment type (e.g., required/mandatory) 
• assigned by 

 
the item’s title is a link; click the title of the item to open a detailed 
item record that includes: 
 

• item summary 
• assignment information 
• subject areas 
• prerequisites 
• substitutes 
• competencies 
• related documents 

type displays a graphic of the item type 
required by a date with an exclamation point indicates overdue assignment;  

a black date indicates the future required date (deadline) 
status indicates your status or requirements to complete the item 
Continued next page 
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Learning Plan 
Column Heading 

 
Description 

action the available actions will vary depending upon the current status; 
possible actions are: 
 

• access community: if a community exists for the item, this 
will open the community                                                     
NOTE: Communities are not currently being used FAA-
wide. 

• launch content: available if online content exists and is 
available at this current time (some content may be planned 
for a specific time or require enrollment in a scheduled 
offering); this will open the content 

• register: this button only appears if the item you searched 
for or added to your learning plan allows for self-
registration; clicking on this button will allow you to register 
in a scheduled offerings for the item you selected 
NOTE: Most FAA items do not allow for self-
registration. 

• request schedule: this button allows you to request to be 
registered for an item; please make sure to follow your line-
of-business process to obtain permission to attend training 
and to be registered in eLMS; clicking on this button and 
adding information does not mean that you are or will be 
registered for an item and/or scheduled offering         
NOTE: Not all FAA lines of business are using this 
function. 

• view registration: available if you are registered for a 
scheduled offering; this will allow you to view registration 
information. 

remove available if the item was self-assigned; a small box with an “x” will 
be in this column if you are able to remove this item; click the “x” to 
remove the item from your learning plan  
Note: Most FAA items do not allow for self-registration.  
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3 Click the field chooser icon to access additional learning plan fields.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 Enter a number to specify the order in which you want the fields to appear on 
your learning plan. (The field with the number 1 (one) will appear in the first 
column of your learning plan, the field with the number 2 (two) will appear 
second, etc.)  Click the submit button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view learning plan assignments. 
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Quick Reference Guide 

 
Viewing Learning Plan Assignments 

Task 
# 

Action 

1 Click the learning tab on the top menu bar from the eLMS home page.  
2 Your learning plan opens. 
3 Click the field chooser icon to access additional learning plan fields.  
4 Enter a number to specify the order in which you want the fields to appear on 

your learning plan. (The field with the number 1 (one) will appear in the first 
column of your learning plan, the field with the number 2 (two) will appear 
second, etc.)  Click the submit button. 
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SECTION 3.2: 
SORTING 
DISPLAYED 
DATA 

You can group items on your learning plan by categories: 
 

• item type: when you group by item type, there is a 
category for instructor-led, online, and blended types  

• assignment type: when you group by assignment type, 
there is a category for every assignment type on your plan 

• due within: when you group by interval, there is a 
category for every deadline (requirement interval) on your 
plan  

• status toward completion: when you group by status, 
there is a category for every registration status on your 
plan. 

 
Click the drop down arrow in the group plan by: field to select 
the category for grouping items. 
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SECTION 3.2: 
SORTING 
DISPLAYED 
DATA 
Continued 

You can sort your learning plan by item title, by type, or by 
required by date. The required by date column can be sorted in 
ascending or descending order.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 3.2: 
SORTING 
DISPLAYED 
DATA 
Continued 

You can filter your learning plan by using the drop down arrows:
 

• filter by item status by clicking the drop down arrow and 
selecting registered, in progress, with online content, or all 

• filter by the required items by clicking the drop down 
arrow and selecting 30, 60, or 90 days, or all. 
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SECTION 3.2: 
SORTING 
DISPLAYED 
DATA 
Continued 

You can change the number of records displayed in your learning 
plan by using the drop down arrow and selecting the number of 
records you want displayed from the list. 
 
Toggle through pages by clicking previous or next links or by 
clicking on the displayed number of the page you want. 
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SECTION 3.3: 
ITEM STATUSES 
AND ACTIONS 

The learning plan displays the status and corresponding actions 
for each item. The table on the following pages provides a brief 
explanation of each status type and action. 
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Status Available Actions 

request schedule*—there are no scheduled 
offerings, but you can be placed on a request list 
for future offerings 
remove—if self-registered, you can remove an 
item from your learning plan 

prerequisites not met—you have 
not completed the prerequisite 
items needed to take this item 

access community*—if a community exists for 
the item, open the community  
view registration—you can withdraw (if you self-
registered*) and view registration details from 
this registration page 

enrolled—you are currently 
registered for this scheduled 
offering 

access community*—if a community exists for 
the item, open the community 
launch content—there is online content you can 
launch 
remove—if self-registered*, you can remove an 
item from your learning plan 

in progress—you have already 
launched the online content for this 
item and can resume using the 
launch content action 

access community—if a community exists for 
the item, open the community 
view registration—you can withdraw (if you self-
registered*) and view registration details from 
this registration page 

pending approval—you have 
attempted to self-register for a 
scheduled offering that requires a 
supervisor’s approval; the 
supervisor has been sent an email 
and must approve your enrollment 

access community*—if a community exists for 
the item, open the community 

view registration—you can withdraw (if you self-
registered*) and view registration details from 
this registration page 

enrolled, not in session—you are 
currently registered for a scheduled 
offering and the course is not in 
session; however, the scheduled 
offering start date has passed, but 
the end date is still in the future 

access community*—if a community exists for 
the item, open the community 

*Currently NOT being used FAA wide 
Continued next page  



eLMS User & Supervisor Resource Guide                        Understanding Your Learning Plan 

NOVEMBER 2007                                  Version 2.0                                                                               3-12 

 
Status Available Actions 

register—there are scheduled offerings available 
request alternative schedule*—there are no 
scheduled offerings but you can be placed on a 
request list for future openings 
remove—if self-registered*, you can remove an 
item from your learning plan 

must be registered—there is online 
content that cannot be launched 
until you are registered in a 
scheduled offering for the item 

access community*—if a community exists for 
the item, open the community 
launch content—there is online content you can 
launch 
remove—you can remove from your learning 
plan an online item that you have placed on your 
learning plan 

available—there is online content 
that can be launched and you have 
not yet launched any online content 
for this item 

access community*—if a community exists for 
the item, open the community 
remove—if self-registered*, you can remove an 
item from your learning plan 

not available—there is online 
content that cannot be launched; it 
has been taken offline by an 
administrator 

access community*—if a community exists for 
the item, open the community 
view registration—you can withdraw (if you self-
registered*) and view registration details from 
this registration page 
remove—if self-registered*, you can remove an 
item from your learning plan 

launch during session—the online 
content is available at specific times 
during the scheduled offering in 
which you enrolled 

access community*—if a community exists for 
the item, open the community 
view registration—you can withdraw (if you self-
registered*) and view registration details from 
this registration page 

on waitlist*—you have been 
waitlisted for this scheduled 
offering; you may be enrolled if 
someone drops the class or is 
removed; if you are placed on a 
waitlist, and the scheduled offering 
and date have passed, contact your 
learning coordinator 

access community*—if a community exists for 
the item, open the community 

remove—if self-registered*, you can remove an 
item from your learning plan 

locked out—an administrator or the 
system has locked access to the 
item access community*—if a community exists for 

the item, open the community 
*Currently NOT being used FAA wide 
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SECTION 3.4: 
VIEWING ITEM 
DETAILS 

The title of an item displayed on your learning plan is a link. This 
link provides important details about the item. Within the item 
details display, you can view data such as: 
 

• assignment information – who assigned the item, when 
it was assigned, and when it is due 

• item details – delivery method, length, and contact person 
• prerequisites – what other items must be completed 

before being registered for an item 
• substitutes – items that can be taken in place of the item 

you are viewing 
• related documents – can include pre-work, reading 

materials, and additional information 
 
 

1 Click the learning tab on the top menu bar of the eLMS home page.  
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2 Your learning plan opens. Click the item title. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The item details will be displayed. 
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4 Click a right chevron to expand available information about the item. Click a 

down chevron to close information about the item.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view item details. 
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Quick Reference Guide  

 
Viewing Item Details 

Task 
# 

Action 

1 Click the learning tab on the top menu bar from the eLMS home page.  
2 Your learning plan opens. Click the item title. 
3 The item details will be displayed. 
4 Click a right chevron to expand available information about the item. Click a 

down chevron to close information about the item.  
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SECTION 3.5: 
ASSIGNING 
ITEMS TO YOUR 
LEARNING PLAN 

The information in this section details the tasks for adding items to 
your learning plan. 
 
NOTE: By adding an item to your learning plan, you are not 
registered for the item or scheduled offering. Follow your 
line-of-business procedures to be registered. 

 
 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                        Understanding Your Learning Plan 

NOVEMBER 2007                                  Version 2.0                                                                               3-18 

 
2 Under the subject area menu of the browse catalog link, click a subject area. 

Or, search for items using the search menus and search criteria as explained in 
Chapter 2.  
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3 Click the chevron to display additional catalog items in the subject area. 
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4 Choose an item and click the add to learning plan button. You also can click 

the go to content button to start the course (for online items only). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: By adding an item to your learning plan, you are not registered for the item 
or scheduled offering. Follow your line-of-business procedures to be registered. 
Employees must receive supervisory approval prior to taking training, including 
online content. 
 
The quick reference guide on the following page summarizes the tasks performed to 
assign items to your learning plan. 



eLMS User & Supervisor Resource Guide                        Understanding Your Learning Plan 

NOVEMBER 2007                                  Version 2.0                                                                               3-21 

 
Quick Reference Guide  

 
Assigning Items to Your Learning Plan 

Task 
# 

Action 

1 Click the catalog tab on the top menu bar from the eLMS home page.  
2 Under the subject area menu of the browse catalog link, click a subject area. 

Or, search for items using the search menus and search criteria as explained 
in Chapter 2.  

3 Click the chevron to display additional catalog items in the subject area. 
4 Choose an item and click the add to learning plan button. You also can click 

the go to content button to start the course (for online items only). 
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SECTION 3.6: 
REMOVING 
ASSIGNED ITEMS 
FROM YOUR 
LEARNING PLAN 

You can remove items from your learning plan if you have 
approval to do so. You can only remove items you have 
requested and placed on your learning plan.  
 

 
 

1 Click the learning tab on the top menu bar from the eLMS home page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 Your learning plan opens. 
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3 Check the remove icon next to the item(s) you want to remove from your 

learning plan. (Reminder: You can only remove items you have requested and 
placed on your learning plan.)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 A box will appear stating: Please confirm you want to remove the item. This 
box will only appear for those items which you added. Click the OK button and 
the item will be removed from the learning plan. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes tasks performed to 
removed assigned items from your learning plan.
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Quick Reference Guide  

 
Removing Assigned Items from Your Learning Plan 

Task 
# 

Action 

1 Click the learning tab on the top menu bar from the eLMS home page.  
2 Your learning plan opens. 
3 Check the remove icon next to the item(s) you want to remove from your 

learning plan. (Reminder: You can only remove items you have requested and 
placed on your learning plan.) 

4 A box will appear stating: Please confirm you want to remove the item. This 
box will only appear for those items in you added. Click the OK button and the 
item will be removed from the learning plan. 
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SECTION 3.7: 
VIEWING 
GROUPED ITEM 
ASSIGNMENTS 
(CURRICULA) 

In the eLMS, some items are purposefully grouped together so 
they may be assigned and tracked as a single unit. These groups 
of items are called curricula, which can only be assigned to users 
by an administrator. 
 
These items may appear on your learning plan and you may view 
curricula by looking at your curriculum status page. This status 
page displays your status for completion of curricula that you 
have been assigned. 

 
 

1 Click the learning tab on the top menu bar from the eLMS home page.  
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2 Your learning plan opens.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 Click the curriculum status link from the submenu to display a list of items 
grouped to the curriculum.  

 
 
 
 
 
 
 
 
 
NOTE: The curriculum title is a link. Click it to display a list of items grouped to 
the curriculum. 
 
The quick reference guide on the following page summarizes the tasks performed to 
view grouped item assignments (curricula). 
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Quick Reference Guide  

 
Viewing Grouped Item Assignments (Curricula) 

Task 
# 

Action 

1 Click the learning tab on the top menu bar from the eLMS home page.  
2 Your learning plan opens.  
3 Click the curriculum status link from the submenu to display a list of items 

grouped to the curriculum.  
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SECTION 4.1: 
LAUNCHING 
ONLINE 
CONTENT 
 
 
 

Some items may be completely online or contain some online 
content. Online content is content you can launch using your 
computer, such as computer-based training. Online content also 
can include Microsoft Word documents, Adobe Acrobat 
documents, web pages, or PowerPoint presentations.  
 
You can launch online content from the learning plan or the 
catalog. 
 
NOTE: You must have supervisor approval to launch online 
content. 

 
 
SECTION 4.2: 
LAUNCHING 
ONLINE 
CONTENT FROM 
YOUR LEARNING 
PLAN 

You can launch online content from the learning plan. 
 
NOTE: You must have supervisor approval to launch online 
content. 

 
 

1 To launch online content from your learning plan, click the learning tab on 
the top menu bar from the eLMS home page. 
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2 Your learning plan displays. If you want more information about the item, click 

the title link. When you have decided which item you want to take, click the go 
to content button.  
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3 Click the link to launch the content (some online items may require a few more 

clicks until the course launches). The online content will open in a new 
window. When you have completed the item, the eLMS will automatically 
record your completion. 
 
NOTE: If you need to exit the course before you finish completing it, 
make sure you exit with the exit menu of the launched course. This will 
bookmark your place in the course. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If there is an issue or problem with the online training not automatically recording a 
learning event, contact the DOT eLMS Help Desk at (405) 954-4568 between the hours 
of 6 a.m. – 6 p.m. central time (CT) or email them at eLMSHELP@dot.gov. 
 
The quick reference guide on the following page summarizes the tasks performed to 
launch online content from your learning plan. 
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Quick Reference Guide  

 
Launching Online Content from Your Learning Plan 

Task 
# 

Action 

1 To launch online content from your learning plan, click the learning tab on 
the top menu bar from the eLMS home page. 

2 Your learning plan displays. If you want more information about the item, 
click the title link. When you have decided which item you want to take, click 
the go to content button. 

3 Click the link to launch the content (some online items may require a few 
more clicks until the course launches). The online content will open in a new 
window. When you have completed the item, the eLMS will automatically 
record your completion. 
 
NOTE: If you need to exit the course before you finish completing it, 
make sure you exit with the exit menu of the launched course. This will 
bookmark your place in the course. 
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SECTION 4.3: 
LAUNCHING 
ONLINE 
CONTENT FROM 
THE CATALOG 

You can launch online content from the catalog. 
 
NOTE: You must have supervisor approval to launch online 
content. 

 
 

1 To launch online content from the catalog, click the catalog tab on the top 
menu bar from the eLMS home page. 
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2 The catalog displays in the subject area menu view.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The items for that subject area appear on the right side of the screen. When 
you decide which item you want to take, click the go to content button. 
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4 Click the play this course link (this will add the item to your learning plan). 

The online content will open in a new window. When you have completed the 
item, the eLMS will automatically record your completion. 
 
NOTE: If you need to exit the course before you finish completing it, 
make sure you exit with the exit menu of the launched course. This will 
bookmark your place in the course. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Blended items have both online and instructor-led segments. They display 
the following icons: . You cannot launch a blended item directly from the 
catalog. Instead, click the add to learning plan button to add the blended item to 
your learning plan.  
 
The quick reference guide on the following page summarizes the tasks performed to 
launch online content from the catalog. 
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Quick Reference Guide  

 
Launching Online Content from the Catalog 

Task 
# 

Action 

1 To launch online content from the catalog, click the catalog tab on the top 
menu bar from the eLMS home page. 

2 The catalog displays in the subject area menu view. 
3 The items for that subject area appear on the right side of the screen. When 

you decide which item you want to take, click the go to content button. 
4 Click the play this course link to launch the content (this will add the item to 

your learning plan). The online content will open in a new window. When you 
have completed the item, the eLMS will automatically record your completion. 
 
NOTE: If you need to exit the course before you finish completing it, 
make sure you exit with the exit menu of the launched course. This will 
bookmark your place in the course. 
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SECTION 5.1: 
Using the My Plan 
Link on the 
Career Tab 

You or your supervisor may develop plans for your professional 
development, such as an individual development plan. These 
plans can be created and retained on the my plan link located on 
the career tab. This chapter provides general information on how 
to use the my plan link functionality. You can have only one 
active, approved plan. You cannot have multiple active plans. 
 
NOTE: Contact your line-of-business’ eLMS primary level 1 
administrator for specific guidance about how to create a 
plan. 

 
 

1 Click the career tab on the top menu bar from the eLMS home page.  
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2 The my plan screen opens on the career tab. 

 
 
 
 
 
 
 
 
 
 
The my plan screen displays all plans that you have created or that have been created 
for you.  If no plans have been created, a message appears indicating “There are no 
plans available.” 
 
 

3 Click the create new plan button to develop a new plan. 
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4 Enter data in the plan information fields that describe the new plan. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Field Purpose 
plan title enter a title that is meaningful to you and will be easily understood 

by others who need to access your plan, such as your supervisor;  
this is a required field 

plan period enter the time period during which your plan will be active 
plan purpose enter the purpose of the plan; the purpose will help others, such as 

your supervisor, to understand why you created the plan 
effective date enter the date the plan will be effective 
expiration date enter the date the plan will no longer be in effect; this is a 

required field 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
Click the icons in the effective and expiration date fields to open a calendar that will help 
you enter dates in the correct format. Select the appropriate month and year and then 
click on the desired date.   
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5 Click the add button to save your entries (or click the reset button if you need 

to make corrections). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 The my plans and goals screen opens. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you first create a plan, it is in a draft status until you submit it to your supervisor 
for approval.  How to submit a plan for approval is explained on page X-16 of this 
chapter.  
 
The FAA is using the development and personal tabs at this time. The performance tab 
is not being used by FAA.   
 
Note: Contact your line-of-business’ eLMS primary level 1 administrator for 
specific guidance on the development and personal tabs.  
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7 Click the development tab to enter goals for your professional development.   

Or, click the personal tab to add personal goals to your plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The information entered on the development plan can be viewed by the user and the 
user’s supervisor.  The information entered on the personal tab can be viewed only be 
the user. 
 
The process for entering goal information is the same on the development and personal 
tabs.   
 
 

8 Click the new goal button to add goals to your plan. 
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9 Enter goal information on the add goal to plan screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: If you need to return to the previous screen, use the back arrow on the add 
goal to plan screen.  
 
There are two options for entering goals from this screen: 
 

• entering goal details 
or 
• using the goal wizard 

 
The fields for entering goal details are described below.  
 

Field Purpose 
goal type this is a viewable field only and is set by administrators 
goal number enter a unique number that identifies the goal 
goal name enter a name for the goal 

NOTE: This is a required field. 
goal description enter a description of what you want to accomplish with the goal. 

example: reduce response time for critical errors by 10% 
goal category click the select link to the right of the goal category to select the 

appropriate entry;. at this time, only three categories appear in elms: 
budget, communications, and interpersonal skills;. this list may 
change in the future 

Continued next page
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Field Purpose 

section click the drop down arrow in the section field to select either faa 
short-term goals or faa long-term goals; the section field does not 
appear when adding personal goals 
NOTE: This is a required field when adding development goals.  

priority enter the goal priority; higher priority goals are ones you want to 
complete first in your development and personal plans; a higher 
weight goal indicates a higher priority 

target date enter the target date for completing the goal; click the calendar icon 
to the right of the target date field to help you enter the date in the 
correct format, if needed 
NOTE: This is a required field.   

target value enter the number you must attain to be successful in meeting the 
goal: for example: 10 (e.g., if you are trying to reduce response time 
by 10%) 
NOTE: Do not type the percentage symbol (%) in your entry or 
you will receive an error message when saving the goal.  

stretch value enter a number beyond the target if you want to stretch beyond the 
target value; for example: 10 (if your target value is 10%) 
NOTE: Do not type the percentage symbol (%) in your entry or 
you will receive an error message when saving the goal.  

 
 

10 When you have completed your entries on the add goal to plan screen, click 
the finished button. Or, click the save and add another button to continue 
adding goals. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
create a plan and add goals to it. 
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Quick Reference Guide  

 
Creating a Plan with Goals 

Task 
# 

Action 

1 Click the career tab on the top menu bar from the eLMS home page.  
2 The my plans screen opens on the career tab. 
3 Click the create new plan button to develop a new plan. 
4 Enter data in the plan information fields that describe the new plan. 
5 Click the add button to save your entries (or click the reset button if you need 

to make corrections). 
6 The my plans and goals screen opens. 
7 Click the development tab to enter goals for your professional development.   

Or, click the personal tab to add personal goals to your plan. 
8 Click the new goal button to add goals to your plan. 
9 Enter goal information on the add goal to plan screen. 
10 When you have completed your entries on the add goal to plan screen, click 

the finished button. Or, click the save and add another button to continue 
adding goals. 
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SECTION 5.2: 
Viewing and 
Editing an 
Existing Plan 

An existing plan can be updated from the my plan link on the 
career tab.  You also can add notes to an existing plan or delete 
the plan, if appropriate. 
 

 
 

1 Click the career tab on the top menu bar from the eLMS home page.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                          Using the My Plan Link  

NOVEMBER 2007                                          Version 2.0                                                                       5-11 

 
2 The my plans screen opens on the career tab.  Click the button for the action 

you want to perform: view plan, delete it, or add notes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Field Purpose 
view plan click the view plan button to access the existing plan 
delete if you have permission to delete a plan, a delete button appears;  

click the delete button and follow the prompt on the verification 
screen; if you do not have permission to delete a plan, the delete 
button will not appear 

notes click the notes button to add notes about the plan; you will have the 
option to indicate whether the note is private; if it is private, the note 
will only be viewable by you as the creator of the plan  

 
Unless the plan has been submitted or approved, the existing plan status will show as 
draft. 
 
You also may  create a new plan from the my plans screen. 
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3 Clicking the view plan button displays the my plans and goals screen. From 

this screen you can perform various actions:  
 
• view/add notes to an individual goal 
• move a goal from one plan to another (to development or personal)  
• edit the goal 
• remove the goal 
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4 Click the edit button to make changes to the existing goal information.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Add or correct information in the fields for the selected goal. Click the apply 
changes button to save the updates.  
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6 Updates will appear on the my plans and goals screen.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The “takes corrective action” goal above was edited to add a priority value for the goal.  
 
The quick reference guide on the following page summarizes the tasks performed to 
view and edit an existing plan. 
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Quick Reference Guide 

 
Viewing and Editing an Existing Plan 

Task 
# 

Action 

1 Click the career tab on the top menu bar from the eLMS home page. 
2 The my plans screen opens on the career tab.  Click the button for the action 

you want to perform: view plan, delete it, or add notes. 
3 Clicking the view plan button displays the my plans and goals screen. From 

this screen you can perform various actions:  
 
 view/add notes to an individual goal 
 move a goal from one plan to another (to development or personal)  
 edit the goal 
 remove the goal 

4 Click the edit button to make changes to the existing goal information. 
5 Add or correct information in the fields for the selected goal. Click the apply 

changes button to save the updates. 
6 Updates will appear on the my plans and goals screen. 
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SECTION 5.3: 
Submitting a Plan 
for Approval 

When you first create a plan, its status is draft because it has not 
been submitted for approval.  When you submit a plan for 
approval, your supervisor reviews the plan and either approves 
or rejects it. When the plan is out for approval, it is in a 
submitted/pending status.  

 
 

1 From the my plans and goals screen on the my plan link, click the submit 
for approval button. 
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2 The plan status will change from draft to submit/pending (with a submission 

date). Click the chevron next to the date to display the steps in the submission 
process and to view the status. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When your supervisor approves the plan, you will receive an email message, and the 
plan status will change from submit/pending to approved. 
 
Note: If a supervisor is removed during the plan approval process, you will 
receive an email informing you that you must re-submit your plan. 
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3 From the my plans and goals screen, you also can print your plan to use in 

meetings with your supervisor. Click the print plan button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                          Using the My Plan Link  

NOVEMBER 2007                                          Version 2.0                                                                       5-19 

 
4 A creating reports message will appear. Your plan will then display in an 

eLMS report format for printing, with its status.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
submit a plan for supervisor approval. 
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Quick Reference Guide 

 
Submitting a Plan for Supervisor Approval  

Task 
# 

Action 

1 From the my plans and goals screen on the my plan link, click the submit 
for approval button. 

2 The plan status will change from draft to submit/pending (with a submission 
date). Click the chevron next to the date to display the steps in the submission 
process and to view the status. 

3 From the my plans and goals screen, you also can print your plan to use in 
meetings with your supervisor. Click the print plan button. 

4 A creating reports message will appear. Your plan will then display in an 
eLMS report format for printing, with its status.   

 



 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 6 
SELF-REGISTRATION 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

User & Supervisor 
Resource Guide 



eLMS User & Supervisor Resource Guide                                                                 Self-Registration 

NOVEMBER 2007                                       Version 2.0                                                                          6-2 

 
SECTION 6.1: 
SELF-
REGISTRATION 
 
 
 

While the eLMS system permits a user to self-register for some 
courses, for most items users will not be able to self-register. For 
the most part, the only items a user can self-register for are 
online courses. The self-registration process can take place from 
the catalog or from the learning plan. 

 
 
SECTION 6.2: 
REGISTRATION 
FROM THE 
CATALOG 
 
 
 

There are two ways a user can self-register from the catalog: 
 

• using the catalog tab on the top menu bar 
• using the eLMS homepage. 

 
The tables and graphics that follow will guide you through each of 
these methods.  

 
 
SECTION 6.3: 
SELF-
REGISTRATION 
FROM CATALOG 
TOP MENU BAR 

To register using the catalog tab on the top menu bar, log in to 
the eLMS, which will open the user homepage. 

 
 

 1 Click the catalog tab on the top menu bar from the eLMS home page. 
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2 Under the subject area menu of the browse catalog link, click the expand all 

link to see the different item subject areas. To browse the catalog, click the 
desired subject area link or search for items using the search menus and 
search criteria as explained in Chapter 2. 
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3 Within the selected subject area, items will be displayed in the right column. 

Remember, you cannot self-register for most instructor-led items. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



eLMS User & Supervisor Resource Guide                                                                 Self-Registration 

NOVEMBER 2007                                       Version 2.0                                                                          6-5 

 
4 Click the register button. Or, click the add to learning plan button to first add 

the item to your learning plan. 
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5 Click the confirm button. If you need to go back, use the previous button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 The finished screen displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
self-register from the catalog top menu bar. 
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Quick Reference Guide  

 
Self-Registration from the Catalog Top Menu Bar 

Task 
# 

Action 

1 Click the catalog tab on the top menu bar from the eLMS home page. 
2 Under the subject area menu of the browse catalog link, click the expand all 

link to see the different item subject areas. To browse the catalog, click the 
desired subject area link or search for items using the search menus and 
search criteria as explained in Chapter 2. 

3 Within the selected subject area, items will be displayed in the right column. 
Remember, you cannot self-register for most instructor-led items. 

4 Click the register button. Or, click the add to learning plan button to first add 
the item to your learning plan. 

5 Click the confirm button. If you need to go back, use the previous button. 
6 The finished screen displays. 
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SECTION 6.4: 
SELF-
REGISTRATION 
FROM THE eLMS 
HOMEPAGE 

Upon logging on to the eLMS, notice the headings displayed 
along the right side of the homepage. You can begin the self-
registration process for online items from the appropriate catalog 
heading link. 

 
 

1 From the eLMS home page, click the view all available instructor-led items 
under the catalog heading.  
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2 The catalog search results will display instructor-led items. For most FAA lines 

of business, you cannot self-register for instructor-led courses; you can only 
request a schedule or add it to your learning plan. By adding to your learning 
plan you are not registered or enrolled in the course.  
 
In most cases, if an item allows for self-registration, you will know a 
keyword(s) that you can use to search for the item. Enter the keyword(s) and 
click the search button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: In most cases, adding an instructor-led item to your learning plan does not 
register or enroll you in the course. Follow your line-of-business’ procedures to 
be registered. 
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3 The search results display. Click the chevron (►) to the left of the item title. 

 
 
 
 
 
 
 
 
 
 
 
 
 
When browsing the catalog, you may see items that display the following icons: . 
These icons indicate a blended item. Blended items have both online and instructor-led 
segments. Click the add to learning plan button to add the blended item to your 
learning plan. You cannot launch blended items from the catalog.  
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4 Click the register button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Click the confirm button. If you need to go back, use the previous button. 
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6 The finished screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
self-register from the eLMS home page. 
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Quick Reference Guide  

 
Self-Registration from the eLMS Homepage 

Task 
# 

Action 

1 From the eLMS home page, click the view all available instructor-led 
items under the catalog heading.  

2 The catalog search results will display instructor-led items. For most FAA 
lines of business, you cannot self-register for instructor-led courses; you can 
only request a schedule or add it to your learning plan. By adding to your 
learning plan you are not registered or enrolled in the course.  
 
In most cases, if an item allows for self-registration, you will know a 
keyword(s) that you can use to search for the item. Enter the keyword(s) 
and click the search button. 

3 The search results display. Click the chevron (►) to the left of the item title. 
4 Click the register button. 
5 Click the confirm button. If you need to go back, use the previous button. 
6 The finished screen displays. 
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SECTION 6.5: 
REGISTRATION 
FROM THE 
LEARNING PLAN 
 

Your learning plan displays a complete list of the items 
specifically assigned to you based on your learning needs. It also 
displays the items that you are required to complete on a 
recurring basis. 
 
Remember, only certain items allow for self-registration.  

 
 

1 To display the learning plan, click the learning tab on the top menu bar from 
the eLMS home page. 
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2 A list of the items in your learning plan and the status of those items is displays. 

If an item allows self-registration, click the offering details button.  
 
Note: All items displaying an offering detail button do not permit self-
registration. You must click the offering detail button and go to the next screen 
to confirm whether the item permits self-registration.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 If the item permits self-registration, a register button will appear. Click the 
register button. 
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4 Click the confirm button. If you need to go back, use the previous button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 The finished screen displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
self-register from the learning plan. 
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Quick Reference Guide  

 
Self-Registering from the Learning Plan 

Task 
# 

Action 

1 To display the learning plan, click the learning tab on the top menu bar from 
the eLMS home page. 

2 A list of the items in your learning plan and the status of those items is 
displays. If an item allows self-registration, click the offering details button.  
 
Note: All items displaying an offering detail button do not permit self-
registration. You must click the offering detail button and go to the next 
screen to confirm whether the item permits self-registration.  

3 If the item permits self-registration, a register button will appear. Click the 
register button. 

4 Enter comments in the comments field if applicable and click the confirm 
button. 

5 The finished screen displays. 
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SECTION 6.6: 
VIEWING MY 
REGISTRATIONS 
 
 

There are three (3)ways to view your registrations using eLMS: 
 

1. from the learning plan (see all your items and your 
registration status in those items) 

2. from current registrations (see only your current 
registrations) 

3. from the learning calendar. 
 
The registrations you see will include those you have self-
registered for and those in which you were registered by your 
supervisor or an eLMS administrator. 

 
 
SECTION 6.6.1: 
VIEWING MY 
REGISTRATIONS 
FROM THE 
LEARNING PLAN 

Follow these directions, to view all of your items and your 
registration status in those items from your learning plan. 

 
 

1 To view your registrations on the learning plan, click the learning tab on the 
top menu bar from the eLMS home page. 
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2 Your learning plan displays. The registration status for each item is displayed 

in the status column. If the status is enrolled, you are registered. 
 
For online items that are launchable via the eLMS, you will see a status of 
available or in progress (if you have already launched but have not completed 
the material). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view registrations from the learning plan. 
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Quick Reference Guide  

 
View Registrations from the Learning Plan 

Task# Action 
1 To view your registrations on the learning plan, click the learning tab on the 

top menu bar from the eLMS home page. 
2 Your learning plan displays. The registration status for each item is 

displayed in the status column. If the status is enrolled, you are registered. 
 
For online items that are launchable via the eLMS, you will see a status of 
available or in progress (if you have already launched but have not 
completed the material). 
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SECTION 6.6.2: 
VIEWING MY 
REGISTRATIONS 
FROM THE 
CURRENT 
REGISTRATIONS 
LINK 

Follow these directions to view your current registrations only. 

 
 

1 To view your registrations from the current registrations link, begin by clicking 
the learning tab on the top menu bar from the eLMS home page. 
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2 Click the current registrations link from the submenu.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The current registrations view shows only scheduled offerings for the 
instructor-led items in which you are registered. 

 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view registrations from the current registrations link. 
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Quick Reference Guide  

 
View Registrations from Current Registrations 

Task 
# 

Action 

1 To view your registrations from the current registrations link, begin by 
clicking the learning tab on the top menu bar from the eLMS home page. 

2 Click the current registrations link from the submenu.  
3 The current registrations view shows only scheduled offerings for the 

instructor-led items in which you are registered. 
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SECTION 6.6.3: 
VIEWING MY 
REGISTRATIONS 
FROM THE 
LEARNING 
CALENDAR 

Follow these directions to view your registrations from the 
learning calendar. 

 
 

1 To view your registrations from the learning calendar, begin by clicking the 
learning tab on the top menu bar from the eLMS home page. 
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2 Click the learning calendar link from the submenu.  
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3 Your learning calendar displays. You can chose to view your learning 

calendar by month, week, or day, by clicking the appropriate links at the top left 
of the calendar. You also can choose which month and year you want to display 
by clicking the drop down arrow to the right of the month and year fields. 
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Monthly view of the learning calendar  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Weekly view of the learning calendar 
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Daily view of the learning calendar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view registrations from the learning calendar. 
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Quick Reference Guide  

 
View Registrations from the Learning Calendar 

Task 
# 

Action 

1 To view your registrations from the learning calendar, begin by clicking the 
learning tab on the top menu bar from the eLMS home page. 

2 Click the learning calendar link from the submenu.  
3 Your learning calendar displays. You can chose to view your learning 

calendar by month, week, or day, by clicking the appropriate links at the top 
left of the calendar. You also can choose which month and year you want to 
display by clicking the drop down arrow to the right of the month and year 
fields. 
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SECTION 7.1 
RUNNING 
REPORTS 

You can generate reports about your learning record using the 
run reports tool.  
 
If you are a supervisor, you have the option of running reports 
that include your subordinates. 
 
NOTE: Supervisor relationships must be manually 
established in the administrative side of eLMS before 
supervisors can access subordinate data. 

 
 

1 Click the reports tab on the top menu bar from the eLMS home page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: If you are a supervisor, for each report shown, you also have the option of 
running reports that include you, your direct subordinates, all subordinates, or all 
(you and all of your subordinates). 
 
The following screen shots show examples of running reports from a supervisor’s point 
of view. Users will only have the option to run reports for themselves. 
 
NOTE: Supervisor relationships must be manually established in the 
administrative side of eLMS before supervisors can access subordinate data. 
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2 Click a report name link to open the options page for that report. For 

information about what each report contains, click the content-sensitive help 
button (the question button), which will display details about each report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Screenshot of what displays when you click the context sensitive help button 
(question button): 
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3 Set up your report by selecting the options you want for your report. The 

following pages show the screenshot of each of the different report option 
pages. Once you have selected the options, click the run report button. 

 
Options for all reports: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When a report link is clicked, the run report screen displays and has a basic format. 
Depending on the report selected, this screen may change slightly. Descriptions of the 
fields most likely seen on the top section of the run report screen are listed below. 
 
The report title will auto-populate. If you want the report to have a header, type it in the 
report header field. If you want the report to have a footer, type it in the report footer 
field.  
 
For report destination, browser is the default setting, which means the report will open in 
your browser. If you click the radio button next to local file, you will be prompted to save 
the report to your computer. 
 
For report format, click the radio button next to the format you want for the report:  
 

• XML (extensible markup language) 
• CSV (comma separated values) [can be opened using Excel] 
• HTML (hypertext markup language, which is the default) [open in Web-page 

format] 
• PDF (portable document format) [used to maintain look of HTML report; no ability 

to edit]. 
 
The eLMS defaults to masks user IDs, which means user IDs will not show in the report. 
If you want user IDs to show, uncheck the checkbox to the left of mask user IDs. 
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If you want a page break between records, check the checkbox to the left of page break 
between records. 
 
The second section of the run reports screen is where the search fields are located. The 
fields will change slightly depending on the report run. Not all options appear in all 
reports. You can narrow or widen the amount of data you want to see in the report. 
Some search screens will contain date fields that allow a search for records between 
two (2) specific dates. The start date is auto-populated with the current date. If the 
search contains records with dates prior to the current date, change the date before 
proceeding. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the example above for the curriculum status report, you can select options for status 
of the curriculum and options for grouping the curriculum. Some report options screens 
may include checkboxes or a calendar selector that you can use to display data within a 
specific time span. 
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NOTE: For all reports, a supervisor can chose to run the report on himself/herself, 
direct subordinates, all subordinates, or all. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the kind of users you want to see in the user options: 
 

• self: the report will return your own data 
• direct subordinates: if you are a supervisor, this option shows the data of the 

employees who report directly to you 
• all subordinates: if you are a supervisor, this option shows the data of the 

employees who report either directly to you or through another subordinate 
• all: this option returns data concerning you and all of your subordinates. 

 
 



eLMS User & Supervisor Resource Guide                                                                Running Reports 

NOVEMBER 2007 Version 2.0                                                                          7-7 

 
The user curriculum status report provides details of the curriculum status of the user. 
Curriculum status report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For status options, click the radio button to the left of your choice: 
 

• completed 
• not completed 
• both. 

 
For group by options, click the radio button to the left of your choice: 
 

• user with item detail 
• user with requirement detail 
• user with all details 
• curriculum. 

 
If you want to include subcurricula instead of only parent (primary) curricula, click the 
checkbox to the left of include subcurricula. 
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The my plan report provided details on user plans such as individual development 
plans. My plan report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you want to conduct a case sensitive search, click the radio button to the left of yes; 
the default setting is no. 
 
If you want the search to cover a particular period of time, type that information in the 
plan period field. 
 
If you want to search for a particular plan title, type the title in the plan title field. 
 
Click the drop down arrow and select the plan status you want to search for: 
 

• active/approved 
• inactive/approved 
• rejected 
• superseded 
• expired 
• draft 
• all. 

 



eLMS User & Supervisor Resource Guide                                                                Running Reports 

NOVEMBER 2007 Version 2.0                                                                          7-9 

If you want to search for a certain plan version, type that information in the version 
field. 
 
To search by effective date from, type the beginning of the date range in the field using 
a MM/DD/YYYY format. Or, click on the calendar icon to the left of the field and select a 
date. 
 
To search by effective date to, type the end of the date range in the field using a 
MM/DD/YYYY format. Or, click on the calendar icon to the left of the field and select a 
date. 
 
To search by the expiration date from, type the beginning of the date range in the field 
using a MM/DD/YYY format. Or, click on the calendar icon to the left of the field and 
select a date. 
 
To search by the expiration date to, type the end of the date range in the field using a 
MM/DD/YYY format. Or, click on the calendar icon to the left of the field and select a 
date. 
 
You can search by plan period or user by clicking the appropriate radio button to the left 
of your choice. 
 
If you do not want to include notes in your search, click the radio button to the left of no. 
Yes is the default setting. 
 
You can group goals by: 
 

• section  
• category 
• priority 
• initiative 
• none. 

 
You can view changes by clicking the radio button to the left of yes.The default setting is 
no. 
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The item requests report provides a list of the items that have been requested, the 
user making the request, and the hours that were requested. Item requests report 
options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Group by options let you select how you want to group the reports. Click the radio 
button to the left of your choice: 
 

• item 
• user 
• request reason ID 
• request date. 

 
Sort by options let you select how you want to sort the records. Click the radio button to 
the left of your choice: 
 

• item 
• user 
• request reason 
• request date. 
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The user item status report provides details on users and the status of their items. Item 
status report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To search by completed date from, type the beginning of the date range in the field 
using a MM/DD/YYYY format. Or, click the calendar icon to the left of the field and 
select a date. 
 
To search by completed date to, type the end of the date range in the field using a 
MM/DD/YYYY format. Or, click the calendar icon to the left of the field and select a date. 
 
If you do not want to group your search results by item, then change the group by 
options by clicking the radio button to the left of user. Item is the default setting. 
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The user information report provides profile data (information such as name, user ID, 
organization, supervisor, etc.) about the user. User information report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you do not want your report to provide summary information only, then for report type, 
click the radio button to the left of detail. Summary is the default setting. 
 
If you do not want your search to include custom fields, uncheck the checkbox to the left 
of include custom fields. The default setting includes custom fields in your report. 
Custom fields are fields that either DOT or FAA has identified as necessary to collect 
and track information that may be unique to your organization. 
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The user learning history report provides the learning history of a user. Learning 
history report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To search by completed date from, type the beginning of the date range in the field 
using a MM/DD/YYYY format. Or, click the calendar icon to the left of the field and 
select a date. 
 
To search by completed date to, type the end of the date range in the field using a 
MM/DD/YYYY format. Or, click the calendar icon to the left of the field and select a date. 
 
If you do not want your report to provide summary information only, then for report type, 
click the radio button to the left of detail. Summary is the default setting. 
 
To select what kinds of learning events you want to include in your report, click the radio 
button to the left of your choice: 
 

• item events 
• external events  
• both. 

 
If you want your report to include comments, then for print comments, click the radio 
button to the left of yes. No is the default setting. 
 
If you do not want to sort items by completion date, click the radio button to the left of 
item ID. Completion date is the default setting. 
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The user learning hours report provides the learning hours of a user. Learning hours 
report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you do not want your search to include external events and events without hours, 
uncheck one or both boxes. 
 
To search by completed date from, type the beginning of the date range in the field 
using a MM/DD/YYYY format. Or, click the calendar icon to the left of the field and 
select a date. 
 
To search by completed date to, type the end of the date range in the field using a 
MM/DD/YYYY format. Or, click the calendar icon to the left of the field and select a date. 
 
Use group by to select how you want to group the records. Click the drop down arrow 
and select your choice: 
 

• user 
• organization 
• employee type 
• employee status 
• job position 
• job location 
• supervisor. 
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The user learning needs report provides the learning needs of a user. User learning 
needs options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To search by required date from, type the beginning of the date range in the field using 
a MM/DD/YYYY format. Or, click the calendar icon to the left of the field and select a 
date. 
 
To search by required date to, type the end of the date range in the field using a 
MM/DD/YYYY format. Or, click the calendar icon to the left of the field and select a date. 
 
Indicate how you want to search item criticality selection options by clicking the radio 
button to the left of your choice: needs or requirements. Needs is the default setting. 
Requirements shows items marked as required; needs shows all current items. 
 
Use group by to select how you want to group the records. Click the drop down arrow 
and select your choice: 
 

• user 
• organization 
• employee type 
• employee status 
• job position 
• job location 
• supervisor. 
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Use sort by to select how you want to sort the records. Use the drop down arrow and 
select your choice: 
 

• item ID 
• assignment type 
• required date 
• assignment date 
• expiration date 
• days remaining. 
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The user learning plan report provides information on learning plans and the items that 
are a part of the learning plan. Learning plan report options are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use sort by to select how you want to sort the records. Click the radio button to the left 
of your choice: 
 

• item 
• required date 
• assignment type 
• curriculum. 

 
Item is the default setting. 
 
Use list by to select what learning plans you want the list to contain. Click the radio 
button to the left of your choice: 
 

• all 
• needs 
• requirements. 

 
All is the default setting; it shows all items ever placed on a learning plan, even if the 
item has been completed. Needs shows all current items; requirements shows items 
marked as required. 
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The user tuition report provides tuition cost by user. NOTE: The FAA is not currently 
using this field.  
 
 
The succession planning (run organization) report helps organization owners match 
qualified users with vacant job positions. NOTE: The FAA is not currently using this 
field. 
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Supervisors can use the multi-rater peer vs. user report to compare the most recent 
assessment competency ratings. Supervisors can only see assessments for their direct 
reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use sort by to select how you want to sort the records. Use the drop down arrow and 
select your choice: 
 

• competency 
• user rating 
• peer rating 
• gap. 

 
Select the gap threshold by clicking the drop down arrow. The options are: 

• 0.2 
• 0.4 
• 0.6 
• 0.8 
• 1.0 

• 1.2 
• 1.4 
• 1.6 
• 1.8 
• 2.0 

 
In the gap display field, select how to display records. The default is hidden strength. 
Click the radio button to the left of blind spot to display records by blind spot.  
 
NOTE: A positive gap shows a strength. A negative gap shows a blind spot. 
Using these competency gaps, supervisors and employees can work together to 
create a performance plan. 
 
The eLMS defaults to masks user IDs, which means user IDs will not show in the report. 
If you want user IDs to show, uncheck the checkbox to the left of mask user IDs. 
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Supervisors can use the competency assessment comparison report to compare the 
competency ratings for a user with the organization average, if an assessment exists for 
the user. Supervisors can only see assessments for their direct reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use group by to select how you want to group the records. The options are: 
 

• user 
• competency. 

 
Select the gap threshold by clicking the drop down arrow. The options are: 
 

• 0.2 
• 0.4 
• 0.6 
• 0.8 
• 1.0 
• 1.2 
• 1.4 
• 1.6 
• 1.8 
• 2.0 
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Supervisors can use the competency assessment trend report to see if their 
employees’ competency ratings have improved or declined over time. Supervisors can 
only see assessments for their direct reports. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use historical trend interval to select the timeframe. Click the drop down arrow to make 
your selection. The options are: 
 

• 3 months 
• 6 months 
• 12 months. 

 
Use sort by to select how you want to sort the results. Click the drop down arrow to 
make your selection. The options are: 
 

• competency  
• trend 
• current rating. 
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Supervisors can use the close-fit jobs report to see which job positions are most 
suitable for employees based on qualifications. NOTE: The FAA is not currently using 
this field.  
 
 
The quick reference guide on the following page summarizes the tasks performed to run 
reports. 
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Quick Reference Guide  

 
Running Reports 

Task 
# 

Action 

1 Click the reports tab on the top menu bar from the eLMS home page.  
2 Click a report name link to open the options page for that report. For 

information about what each report contains, click the content-sensitive help 
button (the question button), which will display details about each report. 

3 Set up your report by selecting the options you want for your report. Once you 
have selected the options, click the run report button. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 8  
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SECTION 8.1: 
ARE YOU A 
SUPERVISOR? 

If you are a supervisor, you will notice the “my employees” tab on 
the top menu bar of the eLMS home page. For the users you 
supervise, you have the capability to do the following: 
 

• assign items to subordinates 
• enroll subordinates in scheduled offering(s) [if allowed by 

your line-of-business]  
• view the records of subordinates, including registrations, 

assessments (of direct reports only), and individual 
development plans 

• approve registrations (if self-registration and the approval 
process are being used). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: If you do not see the my employees tab, or you do not see all of your 
subordinates listed when clicking this tab, it is possible your subordinates are 
not properly assigned. Contact your local line-of-business training coordinator to 
correct any problems. 
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SECTION 8.2: 
VIEWING THE MY 
EMPLOYEES 
DASHBOARD  

The dashboard link is accessible from the my employees tab. It 
lists only your direct subordinates. The dashboard provides a 
quick look at your team's learning activities that are recorded in the 
eLMS and their progress in meeting performance and/or 
development goals. This is a view only screen. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home page.  
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2 The dashboard screen displays. This is a view only screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The dashboard screen contains two (2) main sections: 
 

1. Employee deadlines: This section of the screen contains a list of the deadlines 
for learning deadlines facing the people you supervise. (Only items which are 
marked as required will show up on the dashboard.)  The table below explains 
each column heading in the employee deadlines section. 

 
name the name of an employee under your supervision 
type the type of object that the deadline concerns 
title a descriptive title of the item 
due date the date of the deadline 
status the employee's status in relation to the deadline 

 
2. Key indicators: This section of the screen provides a way for you to see the 

interim progress of your employees toward their performance goals listed on their 
performance plans. The table below explains each column heading in the key 
indicators section. 

 
name the name of an employee under your supervision  
title the title of the review 
status the status of the review 
due date the date the review is due to be finished 
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3 Select the kind of information to display on the dashboard screen by clicking 

the drop down arrow in the show field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The options in the show field are: 
 

• all 
• learning 
• curricula 
• goals 
• performance review 
• assessments (for direct reports only). 
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4 Select the time frame of information to display on the dashboard screen by 

clicking the drop down arrow in the due date field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The options in the due date field are: 
 

• overdue 
• next 30 days 
• next 60 days. 

 
NOTE: Only items that are marked as required will show up in the dashboard. 
 
The quick reference guide on the following page summarizes the tasks performed to 
view subordinate information from the dashboard screen of the my employees tab. 
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Quick Reference Guide 

 
Viewing Subordinate Information from the Dashboard  

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home page.  
2 The dashboard screen displays. This is a view only screen. 
3 Select the kind of information to display on the dashboard screen by clicking the 

drop down arrow in the show field. 
4 Select the time frame of information to display on the dashboard screen by 

clicking the drop down arrow in the due date field. 
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SECTION 8.3: 
ORGANIZATION 
CHART  

The organization chart link provides an overview of your 
subordinates’ learning activities. You can manage their learning 
activities from this link. The following records are accessible to 
supervisors for each subordinate: 
 

• learning plan 
• learning calendar 
• curriculum status 
• learning history 
• record learning. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  
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2 Click the organization chart link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The organization chart screen displays. This screen provides an overview of 
your subordinates’ learning activities and performance reviews. 
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4 Click the available hotlinks below each employee name to view records for the 

specific employee.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Click the return to org chart link to return to the supervisor’s organizational 
chart screen. 

 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view subordinates’ learning information from the organization chart.  
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Quick Reference Guide 

 
Viewing Subordinates’ Learning Information from the Organization Chart  

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home 
page. 

2 Click the organization chart link. 
3 The organization chart screen displays. This screen provides an overview of 

your subordinates’ learning activities and performance reviews. 
4 Click the available hotlinks below each employee name to view records for 

the specific employee.  
5 Click the return to org chart link to return to the supervisor’s organizational 

chart screen. 
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SECTION 8.3.1: 
VIEWING 
SUBORDINATES’ 
LEARNING 
RECORDS 

From the organization chart screen, the following records are 
accessible to supervisors for each subordinate: 
 

• learning plan 
• learning calendar 
• curriculum status 
• learning history 
• record learning. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click a hotlink to move to the learning records for the subordinate. Each of these 
records is explained on the following pages of this section. 
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Learning 

Plan 
Click the learning plan link to display the subordinate’s learning plan. 
The listed items are ones that the subordinate has not yet successfully 
completed.  
 
NOTE: Even though an item appears on the subordinate’s plan, it 
does not mean that he or she is registered. To be registered, the 
status has to say “registered.”  For online items, the status will 
read “available” so the subordinate can launch the content. 
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Learning 
Calendar 

Click this link to view a calendar of the scheduled offerings in which the 
subordinate is registered. To view and change the calendar options, 
click the calendar options link in the monthly view. The calendar 
options page displays. You are able to review and set the calendar 
options for the subordinate’s learning calendar. 
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Current 

Registrations 
Click this link to view the list of scheduled offerings in which the 
subordinate is registered. To view details of a scheduled offering, 
click its title. 

 
 
 
 
 
 
 
 
 
 
 
Curriculum 

Status 
Click this link to view curricula assigned to the subordinate. From this 
link, you can: 
 

• view details of items associated with curriculum 
• view “required by” and “date completed” information 
• choose to register the subordinate (if self-registration is allowed 

by your line of business) or request an item. 
 
Click on the curriculum title to view the items within the curricula. You 
also can view the subcurricula, if any, associated with the curriculum. 
Other information can be viewed including curriculum ID, status, item 
type, required by date, date completed, and the actions available for 
each item. 
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Learning 
History 

Every time a subordinate completes a learning event, it is recorded in his 
or her learning history. Subordinates can complete learning events in 
several ways: 
 

• attend scheduled offerings  
• launch and complete online content 
• read a document. 

 
The eLMS automatically records a learning event for all online items 
that are launched through the eLMS. Items that are not online must be 
recorded by your eLMS administrator or supervisor, based upon allowed 
permissions. 
 
A learning history is a record of each time the subordinate successfully 
completes any assigned item. It also can include completions of external 
events, learning events that do not have associated items in the eLMS.  
 
The learning history provides a summary list of items attempted and 
completed, along with the completion date, status, and action regarding 
the items. 
 
Click on this link to display the completed items and the dates the 
subordinate completed them. You also can print a completion certificate 
for the subordinate by clicking on the print completion certificate button 
next to the appropriate item. 
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Record 

Learning 
Click on this link to record learning events for your subordinates The 
supervisor will only be able to record learning events for those items that 
are set up to allow the supervisor to record completions. How to record 
learning events for subordinates is explained on page 8-18. 
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SECTION 8.4: 
RECORDING 
LEARNING 
EVENTS FOR 
SUBORDINATES 

Generally, an eLMS administrator will record learning events. 
Learning events for online items are automatically recorded by 
the eLMS. 
 
Occasionally, a supervisor will have to record a learning event for 
a subordinate. One such example for some is front-line manager 
items. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  
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2 Click the organization chart link from the my employees screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The organization chart screen displays.  
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4 Click the learning hotlink below the employee’s name.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Click the record learning link on the learning submenu.  
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6 Select the type of learning event to record: item or external event. Click the 

next button. 
 
 
 
 
 
 
 
 
 
 
 

7 Search for the item you want to record the learning event for by typing 
keywords in the keywords field. Uncheck the exact phrase checkbox if you 
do not want the system to search your keywords as an exact phrase. Uncheck 
the instructor-led, online, blended, or other boxes to limit your search to 
specific types of items. Click the next button. 
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8 Click the select radio button next to the item for which you want to record the 

learning event. Click the next button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9 Enter the learning event information. Completion status, completion time, 
date, and time zone are system required fields. Total hours is an FAA required 
field. Click the next button. 
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10 Enter your comments, if any. Click the next button. 

 
 
 
 
 
 
 
 
 
 
Use the field to record free-form comments about the selected learning event as it 
relates to the corresponding user. This information will display in the user’s learning 
history. 
 
 

11 Review the learning event information. Click the finish button. 
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12 A status screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
record a subordinate’s learning event. 
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Quick Reference Guide  

 
Recording a Subordinate’s Learning Event 

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home page. 
2 Click the organization chart link from the my employees screen. 
3 The organization chart screen displays.  
4 Click the learning hotlink below the employee’s name.  
5 Click the record learning link on the learning submenu.  
6 Select the type of learning event to record: item or external event. Click the 

next button. 
7 Search for the item you want to record the learning event for by typing 

keywords in the keywords field. Uncheck the exact phrase checkbox if you do 
not want the system to search your keywords as an exact phrase. Uncheck the 
instructor-led, online, blended or other boxes to limit your search to specific 
types of items. Click the next button. 

8 Click the select radio button next to the item for which you want to record the 
learning event. Click the next button. 

9 Enter the learning event information. Completion status, completion time, 
date, and time zone are system required fields. Total hours is an FAA 
required field. Click the next button. 

10 Enter your comments, if any. Click the next button. 
11 Review the learning event information. Click the finish button. 
12 A status screen displays. 
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SECTION 8.5: 
ADDING ITEMS 
AND CURRICULA 
TO 
SUBORDINATES’ 
LEARNING 
PLANS  

From the learning plans link you can add items and curricula 
and/or remove items from the learning plans of your subordinates. 
This wizard appears only for supervisors. 
 
You can only remove items that you or your subordinate added to 
the learning plan. If other items need to be removed, contact your 
local line-of-business training coordinator. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home page. 
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2 Click the learning plans link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The manage learning plan screen displays.  
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4 On the learning plans screen, click the radio button to the left of add items 

and curricula. Click the next button. 
 
 
 
 
 
 
 
 
 
 
 

5 On the select users screen, click the checkbox under the select user 
heading to select user(s). Click the add checked button. Then click the next 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: From this screen, you also have the option to add curricula and items to 
the subordinates of your subordinates.  
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6 Verify that you have selected the correct subordinate(s) and click the next 

button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7 On the search for items and curriculum screen, enter one or more keywords 
and select the appropriate item types to include in your search (e.g., curricula, 
instructor-led, online, blended, or other). Click the search button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: If you are assigning curricula to a subordinate, you would click the 
curricula checkbox and unclick the following checkboxes: 
 

• instructor-led 
• online 
• blended 
• other.  



eLMS User & Supervisor Resource Guide                                     Managing Subordinates’ Learning  

NOVEMBER 2007 Version 2.0                                                                          8-30 

 
8 On the refine search screen, click the add box next to the item(s) you want 

added to the learning plan. Then click the add checked button. 
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9 On the edit information screen, the items(s) you just added appear. Enter 

the assignment type and edit the assign date if appropriate. The assign 
date will default to the current date. Click the next button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  Clicking the select link in the assignment type field takes you to a search 
screen for assignment type. There are three (3) assignment types: 
 

• OPT (optional)  
• REC (recommended) 
• REQ (required/mandatory). 

  
You can enter the assignment type directly on the screen above by typing the 
letters in bold that match your choice (OPT, REC, REQ).  
 
If you have added an item in error, click the box below the remove field and click the 
removed check button. The item or curricula will be removed. 
 



eLMS User & Supervisor Resource Guide                                     Managing Subordinates’ Learning  

NOVEMBER 2007 Version 2.0                                                                          8-32 

 
10 Edit the required date if appropriate. Be sure to leave enough time for the user 

to complete the item. Click the finish button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
A calendar icon to the right of the required date field is available to assist you in 
selecting the required date. Click the icon to access the calendar function. 
 
 

11 On the success screen, a status message displays with the option to start the 
process over from task 1. The start over button allows you to repeat the 
process of adding more items to subordinates’ learning plans as appropriate.  

 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
add items and curricula to subordinates’ learning plans.  
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Quick Reference Guide 

 
Adding Items and Curricula to Subordinates’ Learning Plans 

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  

2 Click the learning plans link. 
3 The manage learning plan screen displays. 
4 On the learning plans screen, click the radio button to the left of add items 

and curricula. Click the next button. 
5 On the select users screen, click the checkbox under the select user 

heading to select user(s). Click the add checked button. Then click the next 
button. 

6 Verify that you have selected the correct subordinate(s) and click the next 
button again. 

7 On the search for items and curriculum screen, enter one or more 
keywords and select the appropriate item types to include in your search 
(e.g., curricula, instructor-led, online, blended, or other). Click the search 
button. 

8 On the refine search screen, click the add box next to the item(s) you want 
added to the learning plan. Then click the add checked button. 

9 On the edit information screen, the items(s) you just added appear. Enter 
the assignment type and edit the assign date if appropriate. The assign 
date will default to the current date. Click the next button. 

10 Edit the required date if appropriate. Be sure to leave enough time for the 
user to complete the item. Click the finish button. 

11 On the success screen, a status message displays with the option to start the 
process over from task 1. The start over button allows you to repeat the 
process of adding more items to subordinates’ learning plans as appropriate.  
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SECTION 8.6 
REMOVING 
ITEMS FROM 
SUBORDINATES’ 
LEARNING 
PLANS 

From the learning plans link you can remove items from 
subordinates’ learning plans.  

 
 

1 Click the my employees tab on the top menu bar from the eLMS home page. 
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2 Click the learning plans link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 The learning plans screen displays.  
 
 
 
 
 
 
 
 
 
 
 

4 On the manage learning plan screen, click the radio button to the left of 
remove items. Click the next button. 
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5 On the select users screen, check the checkbox under the select user 

heading to select user(s). Click the add checked button. Then click the next 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 Verify that you have selected the correct subordinate(s) and click the next 
button again. 
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7 On the search for items for removal screen, enter one or more keywords 

and select the appropriate item types to include in your search (e.g., 
instructor-led, online, blended, or other). Click the search button. 

 
 
 
 
 
 
 
 
 
 
 
 

8 On the refine search screen, click the add box next to the item(s) you want to 
remove from the learning plan. Then click the add checked button. 
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9 On the select items for removal screen, click the remove box next to the 

item(s) you want to remove from the learning plan. Click the next button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10 A remove item confirmation screen displays. Click the finish button to 
complete the item removal. 
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11 A success screen displays with the option to start the process over from task 

4. The start over button allows you to repeat the process of removing items 
from subordinates’ learning plans as appropriate.  

 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
remove items from subordinates’ learning plans. 
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Quick Reference Guide 

 
Removing Items from Subordinates’ Learning Plans 

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  

2 Click the learning plans link. 
3 The manage learning plan screen displays.  
4 On the manage learning plan screen, click the radio button to the left of 

remove items. Click the next button. 
5 On the select users screen, click the checkbox under the select user heading 

to select user(s). Click the add checked button. Then click the next button. 
6 Verify that you have selected the correct subordinate(s) and click the next 

button again. 
7 On the search for items for removal screen, enter one or more keywords 

and select the appropriate item types to include in your search (e.g., 
instructor-led, online, blended, or other). Click the search button. 

8 On the refine search screen, click the add box next to the item(s) you want to 
remove from the learning plan. Then click the add checked button. 

9 On the select items for removal screen, click the remove box next to the 
item(s) you want to remove from the learning plan. Click the next button. 

10 A remove item confirmation screen displays. Click the finish button to 
complete the item removal. 

11 A success screen displays with the option to start the process over from task 
4. The start over button allows you to repeat the process of removing items 
from subordinates’ learning plans as appropriate.  
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SECTION 8.7: 
ENROLLING 
SUBORDINATES 
IN SCHEDULED 
OFFERINGS 

Supervisors can register subordinates for scheduled offerings. 
They can register one or multiple subordinates at one time. This 
process also can be used to withdraw subordinates from 
scheduled offerings. Please check with your local line-of-
business training coordinator to find out if a supervisor can 
register subordinates.  
 
NOTE: Most FAA lines of business are not currently using 
this function. 
 
Scheduled offerings are for items with an instructor-led 
component. These include blended items that contain both 
instructor-led and online segments. Scheduled offerings are 
listed in units of time called segments. The segments are 
displayed along with their location, start and end times, and may 
include instructor and facility information. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  
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2 Click the registrations link from the submenu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 Click the register users radio button, then click the next button. 
 
 
 
 
 
 
 
 
 
 
 

4 Enter keywords in the keywords field and click the next button, or click the 
next button without entering keywords to search the system for a complete list 
of scheduled offerings. 
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5 A list of scheduled offerings displays. Click the select radio button next to the 

scheduled offering in which you want to register your subordinate(s). Click the 
next button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 Check the select checkbox next to the subordinate(s). Click the next button. 
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7 Enter comments if applicable. Click the next button. 

 
 
 
 
 
 
 
 
 
 
 
 

8 Select the slot ID if applicable by clicking the drop down arrow. Remove the 
zeros (0.00) in the price field. Click the next button. 
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9 The subordinate’s registration displays. To send email confirmations, place 

checks in the checkboxes to the left of users, instructors, supervisors, and 
others as appropriate. If these checkboxes are checked, an email will be 
sent to the user, the supervisor, the instructor, and other contacts stating that 
the user has been enrolled and giving the status of the enrollment. Click the 
finish button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Email addresses for users and supervisors come from the user summary page on the 
eLMS administrator side. Email addresses for instructors and others are linked to the 
scheduled offering and must be added by the eLMS administrator during the creation of 
the scheduled offering.  
 
 

10 The registration status screen displays confirming your registration(s). 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
enroll subordinates in scheduled offerings. 
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Quick Reference Guide  

 
Enrolling Subordinates in Scheduled Offerings 

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home 
page. 

2 Click the registrations link from the submenu. 
3 Click the register users radio button, then click the next button. 
4 Enter keywords in the keywords field and click the next button, or click the 

next button without entering keywords to search the system for a complete list 
of scheduled offerings. 

5 A list of scheduled offerings displays. Click the select radio button next to the 
scheduled offering in which you want to register your subordinate(s). Click the 
next button. 

6 Check the select checkbox next to the subordinate(s). Click the next button. 
7 Enter comments if applicable. Click the next button. 
8 Select the slot ID if applicable by clicking the drop down arrow. Remove the 

zeros (0.00) in the price field. Click the next button. 
9 The subordinate’s registration displays. To send email confirmations, place 

checks in the checkboxes to the left of users, instructors, supervisors, and 
others as appropriate. If these checkboxes are checked, an email will be sent 
to the user, the supervisor, the instructor, and other contacts stating that the 
user has enrolled and giving the status of the enrollment. Click the finish 
button. 

10 The registration status screen displays confirming your registration(s). 
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SECTION 8.7.1: 
WITHDRAWING 
SUBORDINATES 
FROM 
SCHEDULED 
OFFERINGS 

Supervisors can withdraw subordinates from some scheduled 
offerings. Please check the standard operating procedures for 
your line-of-business. In some instances, you may not be able 
to withdraw a subordinate from a scheduled offering in which 
you enrolled the individual.  
 
NOTE: Most FAA lines of business are not currently using 
this function. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  
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2 Click the registrations link from the submenu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 Click the withdraw users radio button, then click the next button. 
 
 
 
 
 
 
 
 
 
 
 

4 Enter keywords in the keywords field and click the next button, or click the 
next button without entering keywords to search the system for a complete list 
of scheduled offerings. 
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5 A list of scheduled offerings displays. Click the select radio button next to the 

scheduled offering from which you want to withdraw your subordinate(s). 
Click the next button. 

 
 
 
 
 
 
 
 
 
 
 
 

6 Check the withdraw checkbox next to the subordinate(s). Click the next 
button. 
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7 The record withdrawal page displays. To send email confirmations, place 

checks in the checkboxes to the left of users, instructors, supervisors, and 
others as appropriate. If these checkboxes are checked, an email will be sent 
to the user, the supervisor, the instructor, and other contacts stating that the 
user has been withdrawn. If you want to remove the scheduled offering from 
the subordinate’s learning plan, select the remove associated item from the 
learning plan checkbox. Click the finish button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Email addresses for users and supervisors come from the user summary page on the 
eLMS administrator side. Email addresses for instructors and others are linked to the 
scheduled offering and must be added by the eLMS administrator during the creation of 
the scheduled offering.  
 
 

8 The withdrawal status screen displays confirming the action. 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
withdraw subordinates from scheduled offerings.  
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Quick Reference Guide  

 
Withdrawing Subordinates from Scheduled Offerings 

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home 
page. 

2 Click the registrations link from the submenu. 
3 Click the withdraw users radio button, then click the next button. 
4 Enter keywords in the keywords field and click the next button, or click the 

next button without entering keywords to search the system for a complete 
list of scheduled offerings. 

5 A list of scheduled offerings displays. Click the select radio button next to the 
scheduled offering from which you want to withdraw your subordinate(s). 
Click the next button. 

6 Check the withdraw checkbox next to the subordinate(s). Click the next 
button. 

7 The record withdrawal page displays. To send email confirmations, place 
checks in the checkboxes to the left of users, instructors, supervisors, and 
others as appropriate. If these checkboxes are checked, an email will be 
sent to the user, the supervisor, the instructor, and other contacts stating that 
the user has been withdrawn. If you want to remove the scheduled offering 
from the subordinate’s learning plan, select the remove associated item 
from the learning plan checkbox. Click the finish button. 

8 The withdrawal status screen displays confirming the action. 
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SECTION 8.8: 
ASSESSMENTS 

Use the assessments link to review your subordinates’ 
assessments (your direct reports only). This screen only appears 
for supervisors. Supervisors may see only assessments for their 
direct reports. 

 
 

1 Click the my employees tab on the top menu bar from the eLMS home 
page.  
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2 Click the assessments link from the submenu. 
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3 A subordinate assessments in progress status screen displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
This screen contains four (4) sections each representing a stage in the assessment 
process of your subordinates: 
 

1. awaiting rater nomination: raters have not yet been selected by nominators or the 
training administrator 

2. awaiting rater approval: raters have been nominated but not approved by a 
designated rater approver 

3. assessments to complete: at least one rater has not completed the assessment 
survey 

4. awaiting review: all raters have completed their surveys but the reviewer has not 
reviewed their assessments.  

 
 

4 Click the expand icon to view the assessment status information in any of the 
four sections. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The quick reference guide on the following page summarizes the tasks performed to 
view the status of subordinates’ assessments.  
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Quick Reference Guide  

 
Viewing the Status of Subordinates’ Assessments 

Task 
# 

Action 

1 Click the my employees tab on the top menu bar from the eLMS home page.
2 Click the assessments link from the submenu. 
3 A subordinate assessments in progress status screen displays. 
4 Click the expand icon to view the assessment status information in any of the 

four sections. 
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SECTION 8.9: 
APPROVING 
ENROLLMENTS/ 
ONLINE ITEMS 

There are two actions you can be asked to approve: scheduled 
offerings and online items. These both occasionally require one 
or more people to approve the user’s self-registration process. 
When a user submits the request, an email notification is sent to 
the approver(s) to notify him or her of the requested approval.  
 
NOTE: The FAA is not currently using this function. 

 
 
SECTION 8.10: 
RUNNING 
REPORTS FOR 
YOUR 
SUBORDINATES 

If you are a supervisor, you have the option of running reports 
that include your subordinates. For more information on running 
reports, see chapter 7. 
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