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This job sheet describes how to take an online course using the Learning Management Sy
searching for a course in the catalog, registering for the course, launching the course, takin
tion certificate.

Assumptions:
• User has logged into the LMS. (See the Login Job Sheet for details.)

• User has proper Library Access for the library of the course.

1.0. Find the Course
• Use the Catalog in the LMS to find the course of interest.

• The Catalog Menu item is available on almost every page of the LMS.

1.1. Click on the Catalog Menu Item

http://wdtb.noaa.gov/LMS/JobSheets/lms_js_login_v1.pdf
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1.2. Use the Search Function

• Type the keyword for the search in the input box, then click on the Search button.

• You can specify more details for the search using the “Advanced Search” link.

• Browse the Categories in the LMS by using the “Browse Catalog” link.
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2.0. Register for the Course

2.1. Click the “Register” button.
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2.2. Registration Results
• On the catalog listing for the 

course, click the “Register” but-
ton to sign up.

• If you have previously registered 
for the course, the LMS will dis-
play a message stating that fact.

• If all goes well, you’ll see “Regis-
tration Successful” as in the 
screen capture.

3.0. Launch the Course

3.1. Go to “My Courses”
• After registering you must return 

to your “My Courses” page to 
launch the course.

• The Online Training (OLT) 
courses will be displayed by 
default on the “My Courses” 
page.

3.2. Click on the “Title” of the 
course to launch it.
• Some courses will launch in the current window.

• Other courses will be launched through a child window.
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4.0. Take the Test
• For courses that open in the exist-

ing window, you access the test 
via the “Testing” tab.

• For courses that are launched through a child window, you take the test that is embedded in the cours

• Most of the time, the course will provide more detailed information about taking the test for the course

5.0. Take the Survey
• After completing the test, don’t forget to provide feedback to the course authors by submitting a surve

• Not all courses have a survey attached, but please submit one if it is available.

• Click on the “Survey” tab on the course page to submit your survey.

6.0. Get your Certificate

6.1. Go to “My Courses”
• After completing the test, return to your “My Courses” page to access your completion certificate.

• Click on the “My Courses” link at the top of the page.

6.2. Click on the “Get your com-
pletion certificate” link.
• Find the course of interest on the 

page.

• Click on the “Get your completion 
certificate” link to view the certifi-
cate.



LMS Job Sheet

Page 6 of 6
Taking an Online Course

6.3. View or Print your Certificate
• The certificate is available in a printable format by 

clicking the “View Printable Version” link.

7.0. Task Complete!
• You have completed your course!

• Logout by clicking the “Log Off” button or the small “X” 
button on the top right of the LMS window.
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