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LEARNING MANAGEMENT SYSTEM (LMS)
SIGN UP FOR A CURICULUM

This QRG will guide you through the steps to sign up for a curriculum.
1. Log on to the LMS.

NOTE: For instructions about logging on, refer to the Log-On Instructions

(TS02-L) QRG.

2. Click the Learning link in the left navigation menu.
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I-'I We are very excited to welcome you to the new 7.2 version of the HHS Learning Portal!
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Please take a quick look at this video that shows how the LMS system can be used to
\‘ help you attain your training goals.
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Figure 1 — Learning link in the left menu on the LMS home page
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http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS02-L_EmployeeLogOn.pdf
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS02-L_EmployeeLogOn.pdf

Curricula
link

3. Click the Curricula link.
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Figure 2 — Curricula link in the left menu

4. Click the Add Curricula link.

Curricula
A certification or curriculum is a set of learning items configured in a selected path that must be completed in order to become
“Acquired.” Both track your progress as the items are completed.
View Active
MName Show Required Curricula Only
Configure | Save Search Query
Search
Curricula Add Curricula | Print | Export | Modify Table
Showing 6 out of 6 results
Name Selected Path (% Complete) Status Assigned By Target Date Actions
EEO & Diversity Awareness Training for EEO & Diversity Awareness Discontinued  MIH Learner Actions
Employees
® (1] )
LMS Training Acquired T&H FeopleAdmin Actions
Path 1 - 0% Completed (More)

Figure 3 — Add Curricula link
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5. Enter the name of the curriculum you want to sign up for in the Name field
and click the Search button.

Select Curricula

Name

field \\
Mame Discontinued From == El Search
Updated On == _@'I Target Completion Duration == / bUtton

Configure | Save Search Query
Search

Curricula

Close

Figure 4 — Name field and Search button on Select Curricula screen

NOTE: NIH curricula are prefixed with NIH followed by the name of the actual
curriculum.
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6. Click the Select checkbox and then click the Select and Close button.

Select Curricula

Name Ims
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Configure | Save Search Query

Curricula
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Showing 1 out of 1 results

& Name
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Figure 5 — Select checkbox and Save and Close button

7. You will now be signed up for the curriculum.

If you experience trouble with this process, please submit a helpdesk ticket

at: http://intrahr.od.nih.gov/helpdeskform.htm
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