LMS – Learning Management System
Regeana Arrowood, Atalissa IA 52720 - 1/25/2011
Pauline A Bauer – Manager, Hawkeye District Learning, Development, & Diversity: 515-278-4210

LDD staff members: Kelly Snyder – MPOO 1, Waterloo, Sioux City; Bernita Jones – MPOO 2, DSM Plant Tour 1; 

Bryon Preminger – MPOO 4, BMC, Quad Cities, DSM Plant Tour II & III; Roberta Johnson – MPOO 5 & Cedar Rapids; Joann Rose – MPOO 6, Waterloo. Pat Johnson – MPOO 7 & 8; Trish Beck – Quad Cities, District Off, NDC
Local Cost Center Administrators (LCCA), which includes PEDC, NCED, Bolger staff, & all EAS 11 & above employees assigned outside of a training unit will use LMS to record training that was not scheduled as Course Events (Instructor led classroom training sessions scheduled by PEDC, NCED, & Bolger staff).

To access LMS program:

On Hawkeye Blue Share pg, > USPS Blue Page (upper tab) 
On Blue pg: > Log On (left).  Enter Ace User ID & Password. > Log On 
> Yes (Security Info) > My Life > ( Learning Management System (LMS) (under Training)
__________________________________________________________________________________________

Enter After the Fact (ATF) training: Access LMS program with above instructions.
> After the Fact (ATF) Training Entry. (Be patient……….more patience……. Finally!! )
> Find (after Course Type Name *)

Course Type Name:                                   Type partial or full course name OR Course # in box. > Find
A list of courses will appear. >     in front of correct course. > Add
If Cost Center (Finance #) is correct: > Create Roster
If not correct: > Change Type correct finance #. > Validate  > Create Roster 
Start Date:*          > ( (calendar box) > (starting date)
End Date: *           > ( (calendar box) > (ending date)
Training Hours: *            Type training hours used.
Training Days: *           Type # of days needed to complete training. 

> Participants > Find Participant  

Search for Participants by:                 (  > ( (down arrow) > Cost Center Number > Find (to right of finance #). Scroll down.
>       (by employee needed) > Add Course Participant 
To continue adding employee training for this course: > Find Participant. 
Search for Participants by:              (  > Cost Center Number > Find (to right of finance #) Scroll down. 
>       (by employee needed) > Add Course Participant 
Continue until all employees are entered for this course. 
When finished: > Submit
Message: (  The After the Fact training course has been successfully created. >  X  to exit.

File 2432 in training folder.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

To Request Training: Access LMS with above instructions. > Learning Portal. > Training Activities.

 Search Term            , enter course # (no dashes).  > Find or Extended Search (Very slow-be patient) Click course name (right). > Request Participation or Book this Course (bottom of pg) > OK.  
Non-exempt employees must send an email to supervisor & ask them to approve the request via Manager’s Portal: 

To approve training request: From Blue pg: > Log on. Enter Ace ID & password > My Life > To do list (right side 
under My Profile) > (course name) to highlight in orange. > Approve Participation (bottom of pg). 
You should receive an email stating training has been approved.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
To start Training Course (after approval): Access LMS with above instructions. > Learning Portal  
> Training Activities (bottom left, under My Learner Account) > (title of course)(middle of pg) > Start Course Now
When training course is completed: Dbl click Course name. Scroll down. > Confirm Participation or Confirm Course Completion > OK
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
To view training records for past 5 years: Access LMS program with above instructions.  

> Learning Portal > ( Training Activities (lower left side) Scroll to bottom to view most recent entries. > X (to exit)
To view employee’s training records: Log on the Blue pg with ACE ID & password. > My Work (top blue tab) 
> My Staff (left) > ( Employee Training Activity (middle of pg-under Training Resources) Click employee’s name.
Static web-based training can consist of: hyperlinked web pages, CD/DVD media, and/or streaming of audio/video content.

To sign up for these courses, submit a request through the Learning Portal. EAS exempt employees do not need approval for courses with no fees.

To receive credit for an eLearning course taken on CD. (after course has been completed)

Access LMS program. > Learning Portal > Extended Search (left side)
Search Term:                          (type the name of course)
Delivery Method:                        (  Click ( (down arrow) > Static Web-Based Training > Find
Course should be listed under Static Web-Based Training (bottom of screen). Click course title.
On “course description page” > Book this course (bottom of pg) Message: Do you want to book this course? > OK
Message: Participation was successfully booked. (Top of pg) > Start Course Now
Message: “You have selected to take a course offline. Load CD ………….”

> X (to close window)
On “course description pg” (Scroll to bottom)  > Confirm Course Completion > OK

Message: “Your Participation in this course has been completed” (It will be listed in your completed courses)
____________________________________________________________________________________________
If course needs a Completion Certificate: Enter LMS with instructions on 1st pg. > Learning Portal
After completion of course, it should be listed as 100% complete. 
Under “My Training Activities” to right of course: > Confirm Complete
Confirm Course Completion pg: Do you want to confirm completion? Only if course states 100% complete: >   Yes
Course Successfully Confirmed Complete and Followed Up >   Continue  

(Or after viewing video course: > (course name). Scroll to bottom of course description pg) 
> Confirm Course Completion. Message: Do you want to confirm…………. > OK
Hawkeye employees: If unable to enter courses ATF (After the Fact), send completed 2432s to:

Learning Development & Diversity, PO Box 189994, Des Moines IA 50318-9403
For help, information, and updates on LMS: https://aes.usps.gov/lms/ 

To view a tutorial on the Learner Portal: https://aes.usps.gov/lms/portals/learner/USPS_LearnerPortal_WBT.htm 
To view a power point on the Hawkeye Learning, Development, & Diversity website. Under “What’s new on the Training Frontier,” click “After the Fact” training: http://hawkeyeintranet.usps.gov/index.cfm?treeID=8783 
