Warning Decision Training Branch

LMS Job Sheet: Taking an Online Course
Version 1.1, 1/30/06

This job sheet describes how to take an online course using the Learning Management System (LMS). This includes
searching for a course in the catalog, registering for the course, launching the course, taking a test and getting a comple-
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

| ==
H Class Scheduler Courses My Courses Students Notes Catalog Reports Personal Info
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1.2. Use the Search Function

E-Learning@DOC HIET

Text-only Log OFF Catalog My Coursez  FAQ | View Floorplan

Course Catalog

|Time | |[ Search |
® My Catalog O Entire Catalog

Advanced Search
Browse Catalog

Featured Courses 110 5 of 20

@The Impact of Weather on Air Traffic Management
Training Type: COnline Training
Vendor Information: UCAR/COMET

* 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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E-Learning@DOC HEE

Text-only Log Off | Catalog My Courses FAQ @ Yiew Floorplan

Course Catalog

‘Time |[ Search
Advanced Search
® My Catalog O Entire Catalog Browse Catalog
gquotedlist

Time Management: Planning Your Day
Vendor Information: METg (43022)
Duration: 2 Hou

Instructor: DOC System Adminstrator (fechs@oeolearning.com )

Course Description: In "Time Management: Flanning Your Day,” you will learn how to manage your time
on a day-to-day basis in a way that will increase your productivity. The program covers
how to develop a daily plan, how to manage technology, and how to say “no” to doing
too much. The program focuses on planning, scheduling, and concentration skills.
You will also learn how to handle e-mail, the internet, and the telephone productively.
You will also learn how to say "no”™ to unreasonable requests for your time.

Prerequisites: Mone
View Course Feedback

People who registered for this course also registered for:
e-Learning
Z006FY IT Security Awareness Training
2006 .3, Census Bureau - Title 13: Safeguarding Census Confidential Data
2005 U3 Census - Title 13: Safeguarding Census Bureau Confidential Data

Back
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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

m HW S Terminal Aerodrome Forecasts [Aviation)
3.1. Go to “My Courses” [Mot Atternpted]
) . Feedback
* After registering you must return - _
to your “My Courses” page to m Open RDA Build 7.0 Trg]-_ﬁ)gg_ (Radar
launch the course. [Mot Atternpted] Metearology)
Feedback

3.2.

* The Online Training (OLT)

courses will be displayed by [:I.:] ﬁ;ﬁﬁmem
default on the “My Courses” Project Management Basics: Scheduling Simulation: Elasicgs for
page. Project Management Basics: Scheduling Simulation Business

Click on the “Title” of the
course to launch it.
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E-Learning@DOC E

Text-onlpy | Log OFF

Course Catalog

Registration Successful %

| |[ Search ]
® My Catalog O Entire Catalog

Featured Courses

@he Impact of Weather on Air Traffic Management

fp SR, SR T R U S ——

Catalog My Courses

FAQ @ VYiew Floor

Advanced Search
Browse Catalog

1t05

lIncomnletal

* 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.

My Course: Open RDA Build 7.0 Training Do not hit refresh

S etroctor ] clase ] denting ] score )

* For courses that are launched through

» Most of the time, the course will provid

5.0. Take the Survey

a child window, you take the test that is embedded in the course.

e more detailed information about taking the test for the course.

« After completing the test, don’t forget to provide feedback to the course authors by submitting a survey.

* 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.

Taking an Online Course

FEELULEUR

[I]. Team HOAA - Putting the Pieces Together: [NOAA)
Team MNOAA - Pulting the Pieces Together
[Complete]
Feedback

Get your completion ceniﬂrcgjg

[I]. Time Management: PlanninigYour Day: (Time
Time Management: Planning Your Day Management
[Mot Atternpted] Series)
Feedback

Page 5 of 6



LMS Job Sheet

6.3. View or Print your Certificate

View Printable V a'siq?ln

* The certificate is available in a printable format by - -
clicking the “View Printable Version” link. Certificate of Completion

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. DONALD RINDERKNECHT

Team NOAA - Putting the Pieces Together
CERTIFICATE OF COMPLETION
this certifies that the person named above
has successfilly completed the interactive online course
through
E-Learning@NOAA
on

January 17, 2006
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