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Login to eLMS

1. Access eLMS using the following link: https://elms.dot.gov
2. Login to eLMS.

3. [image: image23.wmf]Enter your User ID and Password, and click on the Login button.  
[image: image24.wmf]
4. Your User ID is the first initial of your first name, your fill last name, and then the last four digits of your SSN.  For example, Bill Smith's User ID would be BSMITH1234.  Be sure to enter this in all capital letters.
[image: image25.wmf]If you forgot your password, use the feature shown below the login section and your password will be sent to your FAA email address.

[image: image26.wmf][image: image1.png]p EEIES

Fle Edt Vew Favortes Toos Heb | &
O - © - ¥[8 B Pt Jyromnies @3- L W -[JE B
Address [] htps:jens.dot.gov/plateauuser fogi. o |uns »| &

U.s. Department of
Transportation

The DOT eLWS is a robust learning management system that: PASSWORD

DOT eLliS | 7 Help

s 15 DOT's offcial system of record for employee training.
s Tracks your personal learning needs and history.

Provides you with @ comprehensive catalog of learning events and schedules.
152 central paint to register for traiing events and launch online courses.
 Provides  map of your Learning Plan, Curriculum status, and more.

+ Provides support for your career development.

What if I forgot my password?
Click here to enter your User 1D and have your password emailed
£ your government email account.

EAWARNING**++ Security Question:
To have your password e-mailed, you must establish a security
question. The first time you login to eLMS after November 15,

This is an offcal US Government System for authorized use only. This system moy be monitored to protect The Frtime eLS ot Noverrber 15
Tt anathorved e, Aampre o it securiey oa tha Syscom for wntROnSGd parpOSer. or 2667, you il beprompred c sabian vour persea ey
interfere with the system, its data, or operation is prohibited. Unauthorized acts may result in criminal in the fields; the answer must be at least 5 characters in length
rerecution wndcr s Compatcn Eroud oo Abase ket of 1555 onc e Notionch nformasin afeacafucture P e it e arsuer mus B clcostS Soaaens nerah
Fotection Act of 1996. Use of this system constitutes consent to momitoring. and i NOT case sensiive. This s 2 required securiy evel for yo
oo Privacy policy What i 1 forgot my 102
Click here for the DOT Privacy Policy Click here to retrieve your ID. Enter your government email
e e e Do g yods e 5 i sppear
s p Learming Resources Page in the User ID box. Caution: Your government emal addrecs must
SeeEE ing - be correct in your User profile in order for your ID to appear.

Hint: Your User/Learner ID is your FIRST.initia], LAST-name, Last-
four-SSN (2.9.SIONES1234). Use no spaces and ALL CAPS when
typing your ID; the ID is case sensitive.

time log 2 Or need login directions?
Click here to o to the eLMS info page for login instructions, an
overview of LIS, tips and tricks, etc.

Still need help?
Contact the eLMS Help Desk:

» Telephone: 405-954-4568 (M-F 6AM-6PM Central Time)
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First time logging in? Or need login directions?

Visit the DOT’s eLMS info page at: http://dothr.ost.dot.gov/hrprograms/learningdevelopment/elmsinfo/index.htm for login instructions, an overview of eLMS, and tips and tricks.

My Plan Overview
My Plan is an Individual Development Plan (IDP) made up of a collection of goals and activities for a specific user. 
It could be viewed as a defined career and professional development plan, generally developed collaboratively between a user and his/her supervisor/manager.
The user will identify the goals he or she wishes to attain and the activity by which he or she will accomplish these goals.
NOTE: Contact your line-of-business’ eLMS primary level 1 administrator for rules on how to create and maintain an individual development plan.

Creating My Plan
To create a My Plan as a User:
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DOT eLliS | 7 Help

s 15 DOT's offcial system of record for employee training.
s Tracks your personal learning needs and history.

Provides you with @ comprehensive catalog of learning events and schedules.
152 central paint to register for traiing events and launch online courses.
 Provides  map of your Learning Plan, Curriculum status, and more.

+ Provides support for your career development.

What if I forgot my password?
Click here to enter your User 1D and have your password emailed
£ your government email account.

EAWARNING**++ Security Question:
To have your password e-mailed, you must establish a security
question. The first time you login to eLMS after November 15,

This is an offcal US Government System for authorized use only. This system moy be monitored to protect The Frtime eLS ot Noverrber 15
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Hint: Your User/Learner ID is your FIRST.initia], LAST-name, Last-
four-SSN (2.9.SIONES1234). Use no spaces and ALL CAPS when
typing your ID; the ID is case sensitive.

time log 2 Or need login directions?
Click here to o to the eLMS info page for login instructions, an
overview of LIS, tips and tricks, etc.

Still need help?
Contact the eLMS Help Desk:

» Telephone: 405-954-4568 (M-F 6AM-6PM Central Time)
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Select the Career menu.
[image: image2.png]Career





2. Select the My Plan link.
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* MyPlan - Assessment Status - Assessment History = Competency Assignments + Career Planner

My Plans and Goals i

The details of this plan are shown below. This Plan has been approved. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals to the Plans. You may add or edit
Supporting Activities for those Goals. However, if you have made changes since the Plan was last approved, you must submit the Plan for Approval again. Only approved Goals and Activities are
reflected in the Performance Review. You may view or add notes to this Plan at any time. To select another plan, hover your mouse over the image by the side of the current plan Title and select a
different Plan. IF you have been designated as a Coach, you may view / update or add other User's Plans.
Plan Title : Plan Period :
FY08 Plan (Select Other Plan) Oct 1 to Sept 30

Plan Purpose :

My development

© This plan contains changes that have not been approved.

Plan Status : Version :
Active/Approved (Expires 265 days from now) » [ (current 5]

Effective Date: Expiration Date:

10/1/2007 [o/30/2008

There are no Goals on this Plan Area. Please add new Goals by dlicking the New Goal button.
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3. Click the Create New Plan button.

4. Enter the plan details:
· Plan Title; NOTE: This is a required field.
· Plan Period
· Plan Purpose
· Effective Date 

· Expiration Date; NOTE: This is a required field.
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Create My Plan

You have chosen to create a new plan. Enter the overall details for this plan and select Add to create the plan.

VWelcome MARY ADMIN | Home | Search Catalog
Career

* MyPlan - Assessment Status - Assessment History = Competency Assignments + Career Planner

* Plan Titl [individual Development Plan
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GO | 7 Help |t Logout

Wistart| | @ 3 W] (] & > | 6 Novel Groupiwise -Maibox | [ PrEACK= 001 (G1)

|[ €700t ettts Learning a-.. | ) 1P job ad - Mirosoft .

[ 3 @ Trusted sites.

= EAAD T@EEN s0aM





5. Click the Add button.
The My Plans and Goals screen opens.

Add Goals to My Plan
You have the option to add short-term or long-term goals.

1. From the My Plan and Goals screen, click the New Goal button.
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view / update or add other User's Plans.
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2. Enter the goal details:

· Goal Type

· Goal Number

· Goal Name; NOTE: This is a required field.

· Goal Description 

· Goal Category: click the select link to the right of the field, then click the select link for either the career development, personal development, or position essential goal category.
· Section: click the drop down arrow in the section field to select either FAA short-term goals or FAA long-term 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 plan; 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; NOTE: Do not type the percentage symbol (%) in your entry or you will receive an error message when saving the goal. 
3. Click the Finished button. Or, click the Save and Add Another button to continue adding goals. Repeat the steps above to add as many goals as needed to meet your plan. 

Add Activities to the Goal
1. From the My Plan and Goals screen, click the ► to the left of the Goal Name to which you want to add activities.
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2. Click the ► next to the word Activities.
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3. Click the ► to the right of the Add Activity link. Select either the Create New Activity or Search for Activity link. The Create New Activity link will allow you to enter information on external events. The Search for Activity link will allow you to search for eLMS items to add as an activity.
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4. To add an external event, click the Create New Activity link. Enter the activity name (NOTE: This is a required field), target date (NOTE: This is a required field), priority, target value, and stretch value. Click the Add button.
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5. To search for an activity, click the Search for Activity link. Enter a keyword in the search field (to search for an Exact Phrase, check the checkbox). Click the Search button.
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6. Select the item you wish to add to the goal by placing a check in the checkbox. Click the Add button.
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7. After adding an external activity (Create New Activity) or item, you will be returned to the My Plans and Goals screen. Repeat the steps above. Add as many activities as needed to meet your goal. You must have at least one activity for each goal.  
8. If your plan is complete, click the Submit for Approval button. 
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Edit / Modify My Plan
1. Access My Plan (Career > My Plan).

A list of all plans will be displayed. To view a plan, click the View Plan button. 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. 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

To edit your plan, click the View Plan button, which displays the My Plans and Goals screen.
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2. Click the Edit button.

[image: image14.png]=181

Fle Edt View Favores Took Hep

| &

O - © - ¥[8 B Pt Jyromnies @3- L W -[JE B

‘Address [] https:/eims. dot. gov/plateau/user fper formance folan vienL earnerPlan.

Us. Department of
Transportation

My Plans and Goals

Plan Title :
FY08 Plan (Select Other Plan)

Plan Status :
Active/Approved (Expires 264 days from now) »
Effective Date:
10/1/2007

G ke 7| &

Welcome DEBORAH KOEHLE | Home | Search Catalog

GO | 7 Help |t Logout

Career

* MyPlan - Assessment Status - Assessment History = Competency Assignments + Career Planner

The details of this plan are shown below. This Plan has been approved. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals to the Plans. You may add or edit
Supporting Activities for those Goals. However, if you have made changes since the Plan was last approved, you must submit the Plan for Approval again. Only approved Goals and Activities are
reflected in the Performance Review. You may view or add notes to this Plan at any time. To select another plan, hover your mouse over the image by the side of the current plan Title and select a
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3. Add or correct information in the fields for the selected goal. Click the Apply Changes button to save the updates. 
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4. Updates will appear on the My Plans and Goals screen.
5. 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. The plan status will change from draft to submit/pending (with a submission date).
Supervisor / Manager Actions
1. When a subordinate submits a My Plan for approval, the supervisor/manager will receive an alert on his/her eLMS home page.  
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2. Click on the Alert to go directly to the approval page.
3. The Pending Reviews and Approval screen opens. The plan you need to review and approve appears under the heading Subordinate Plan Approvals. Information about the plan to approve also appears. Click the Review button.
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4. To review activities associated with the goal, click the ► to the right of the goal name.
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5. The activities display. NOTE: You may need to scroll down to see all of the activities. View or add notes to the activity by clicking the View/Add Notes link. View details about the item by clicking the View Item Details link (this link will NOT appear for external items).
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6. Once you have reviewed the plan, click the Approve or Reject button as appropriate.
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7. The status on the plan will change to reflect the supervisor/manager actions. 

8. If you reject the plan, you will be asked to enter more information about your reasons for rejecting the plan.
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9. Enter the reason for your rejection in the Notes section. Click the Reject button. When the employee reviews the plan, the plan status will be “rejected.”
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FAQ / Common Helpdesk Problems
I can’t remember my eLMS password.

If you forgot your password, use the feature shown below the login section and your password will be sent to your FAA email address.

I am a new employee.  How do I setup an eLMS account?  
No action on your part is required.  Please allow approximately 4-5 weeks for your User account information to be uploaded from the Federal Personnel and Payroll System (FPPS) to eLMS.  Contact your Primary Level 1 Administrator or the eLMS Help Desk to check eLMS to see if your account has been created.

How do I correct the information in my User Profile?
Information in your profile is uploaded from FPPS.  Requested updates should be coordinated with your organization’s HR representative.  Updates are entered in FPPS to ensure that information in both systems is consistent.  Required changes to the supervisor field should be coordinated with your organization’s Primary Level 1 Administrator.  If you do not know who your Primary Level 1 Administrator is contact the eLMS Help Desk for contact information.
What if I cannot see the Learning Profile of Employees that I supervise?
Your organization’s Primary Level 1 Administrator manages Supervisor and Employee relationships in eLMS.  If you do not know who your Primary Level 1 Administrator is contact the eLMS Help Desk for contact information.

Who is the Primary Level 1 Administrator for my line of business or organization?
Contact your training manager or the eLMS Help Desk for contact information for your Primary Level 1 Administrator.

If you still require assistance, contact the eLMS Help Desk at 405-954-4568 (6AM-6PM Central Time), or via email at eLMSHELP@dot.gov
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