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4.0

4.1

PURPOSE
This desktop procedure describes the sequence of events necessary for Training Points
of Contact (POCs) to utilize the Learning Management System (LMS) at the U.S.
Department of Energy (DOE) National Training Center (NTC).
SCOPE

This document applies to all Training POCs responsible for administering departments
within the NTC LMS.

RESPONSIBILITIES

Although each individual is responsible for his or her duties listed in this section, these
duties may be delegated to another individual who is equally qualified to perform the
same function.

LMS Administrator

The LMS Administrator is responsible for ensuring the functionality of the LMS and the
integrity of the data housed within the LMS.

Training Point of Contact

The Training POC is responsible for verifying the accuracy of student information and
processing all training requests in a timely manner.

OPERATIONS

NTC LMS - POC Administrator Login

4.1.1 Navigate to the NTC LMS Administrator Site at https://Ims.ntc.doe.gov/admin.

4.1.2 Enter the Username and Password, and choose Submit.

Please log in =

Usernarme

fl Required

Passwiord

I Required
¥ Remember me

Subrmit

s absorb

NON-PROPRIETARY INFORMATION
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4.2 View Student List

4.2.1 Click Learners.

;'_, Summary Your Details 2]

Welcome

fg Leamers — _Li You are logged in as RIRSPER {Logout)

— - view Absaorb Manual:
¥|| Reports - Onling Web Help

[#] Chanoe my Detsils. ..

Recent Activity D

Current system usage: LOW - 2 lessons have been
accessed in the last 10 minutes, 13 in the last hour,

4.2.2 Click Manage Learners.

';_'__' Summary Your Details ]

Welcome
{3 Leamers WJ#SPER (Logout)
Manage Learners ! Wiz Absorh Manual:

+ Online Web Help

M Reports [# Chanae ry Details. ..

Recent Activity D

4.2.3 Select saved filter Student List to automatically populate a list of all learners. If it does

not automatically populate the learner list, click the Search button to force the list to
load.

Manoge Leamers

If wou want ko learn more about these reports, please visit Absorb Acac

|=| Filtering Options

Saved Filters: | Stuclent List

Default
Department: | Student List
Default (Rani
Date:  profile Edited Report
Test

- Default -

NON-PROPRIETARY INFORMATION
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4.3

Student Search

4.3.1 To search for a particular student, enter search criteria in the column text box and click

Enter.

Lastw Depa
| =3 @
TERRY HOWARD NTC-
(Con
HILL AN mICHAEL IS
(Can
Kaniho Feooy MTC
CARSON CHARLES AU
(Con
Eranci=rn Ciawin I T™

4.3.2 To refine the selection, click the magnifying glass and select the desired criteria from the

4.3.3

list.

Last Name

Mo Filter
TERRY Cantains

Does Mot Contain
BRI Begins With
Kaniha Ends With

Exact Match
CARSEN Mot Equal To
Francisco Is Empty

y Department
[ v Qp

[C-REGISTRATION
ontractorn

[C-REGISTRATION
ontractor)

" (Contracton

C-REGISTRATICN
ontractor

M (Cantractorn

LTS DO IC AT T

Usd

HO

1 CH

FK

CH

Da

If the magnifying glass does not appear in the column name, you may need to resize the
column by clicking and dragging the column margin.

Last Hame ,First Name =

Toth Aaran
Berger Aaron
Chaoren Alexander

Cepartment M=z
O

MTC

iCantractor aaron.toth

o aaronber

{Contractar) o

NTC-REGISTRA _

{Contractor)
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4.4

4.5

Changing the Sort Order

To sort data, click the column name. To reverse the sort order, click the column name a

second time.

Last Name First Name & Depa
Q\ y Q\
HOLLIMS A NTD':;'
Tod An arrow head appears -
He next to the sorted column o
name.
BE

Student Active/lnactive/Suspended Search

45.1 Click Users tab.

45.2

4.6

4.6.1

ions

| Student List

- Select -

-

i | - All Departments -

i
Search

Actions -

Users Schedule

/7 Shaw Active Users

[V show Inactive Users

[~ Show Suspended Users

Check one or more of the “Show” option check boxes to filter by student activity. Once
you have made your selection, click Search.

View Student Transcript

Click Reports.

G' Summary
& Leamers
[

eports

Your Details D
‘welcome

3 ‘You are logged in as ACOSBY (Logout

View Absorb Manual:
il

[#] change my Details...

Recent Activity |:|

Current system usage: LOW - O lessons have been
accessed in the last 10 minutes, Oin the last hour

NON-PROPRIETARY INFORMATION
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4.6.2 Click Learner Activity.

My Summary

My Details

L Reports

My Preferences

3 Learners

Your Details
Welcome:

:‘; ‘fou are logged in as ACOSBY {Logout)
View Absorb Manual:
* Onling Web Help.

[# Change my Details...

Recent Activity

Current system usage: LOW - 0 lessons have been

Learner Actiyity ‘—uu:!ssed in the last 10 minutes, 0 in the last hour,

Course Approvals

Learner Course

2

a

4.6.3 Select Saved Filters: Student Transcript to automatically populate a list of all
transcripts. If it does not automatically populate the transcript list, click the Search button

to force the list to load.

]

Learner Activity

If wou want to learn more about these reports, please visit Absorb

| =] Filtering Options

Saved Filters: | - Default - v Ackions =
Student Transcript ‘-_._
Department: - Default - %
Search  Clear

4.6.4 To sort and search, follow the same procedure used to sort student names.

4.6.5 To view transcripts for a student, locate the student in the records and click View.

C

ﬂm" 568 Enrolliments Feport

Completed
ﬁ, ey

3 3 Wiy

1 4 Wiy

4.7

Approve or Deny Enrollment Requests

As the Training POC, you can approve or deny enroliment requests in one of two ways:
Approval/Denial email or Course Approval Reports.

NON-PROPRIETARY INFORMATION
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4.7.1 Approve or Deny Email

You will receive an automated email notification when your student requests enroliment
into an instructor-led course. You can approve or deny enrollment requests by following
the “Approve” or “Deny” links in your email.

Note: It is a best practice—and highly recommended—that you use the Course
Approvals Report rather than relying on email. Doing so will prevent issues with spam
filters, mail rules, white lists, etc. If you choose to rely on email, you should at least
check the approval report on a regular basis as an auditing procedure.

4.7.2 Course Approvals Report

4.7.2.1 Click Reports.

;'. Summary Your Details U
‘Welcome
~
d Leamers _g You are logged in as ACOSBY (Logour
e Vievs Absorb Manual:
|| Reports ety

[7] Change my Details. .

Recent Activity D

Current system usage: LOW - O lessons have been
accessed in the last 10 minutes, 0 in the last hour

4.7.2.2 Click Course Approvals.

B Summary ’L{J
‘j? Learners I_Fyout
|Lﬂ| Reports [=] Fil

Learner Activity Say
Course Approvals

- De
Certifitates

Manage Repaorks

4.7.2.3 Select Saved Filter Student Awaiting Approval to automatically populate a list of all
courses to be approved or declined. If it does not automatically populate the course list,
click the Search button to force the list to load.

| =| Filtering Options

Saved Filters: | - Default - < Actions
Stuclent Awaiting ‘________
Approval

- Default -
Course: | - All Courses - v

Department:

Date: | - Select - hd

Search  Clear

NON-PROPRIETARY INFORMATION
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4.7.2.4 Approve or decline the requested training by selecting the checkbox in the appropriate
column. Click Apply Changes.

First Name  Middle Name  Last Name ~ Course Lesson Usernames Email Apply Date  Approve Department  Decline
aQ o [ o™
Session Jul 14, 2011 special
Spider Man MEWTEST-77 Title TEST SpiderMan Iragland@ntc.doe gow 05-4E 03 Al r TEST
4.8  View Student Certificates
4.8.1 Click Reports.
g_ Syummary Your Details D
: ‘Welcome
( o N
{3 Leamers A3 You are logged in as ACOSBY (Loqout
Is Vievs Absorb Manual:
M Reports e

[7] Change my Details. .

Recent Activity D

Current system usage: LOW - O lessons have been
accessed in the last 10 minutes, 0 in the last hour

4.8.2 Click Certificates.

3 |_|:.|:|. e[S _I_F —~

[ ous =

Learner Activity

Course Approvals

Certifi@es -+

[Manage Reporks

4.8.3 Select Saved Filter Student Certificate to automatically populate a list of all certificates

awarded to learners. If it does not automatically populate the certificate list, click the
Search button to force the list to load.

|=| Filtering Options

Saved Filters: | - Default ] he Actions *

Stuclent Certifiﬁe *__

Drepartment: - Defau

Course: | - All Courses -
Date: | - Select - v

Search  Clear

NON-PROPRIETARY INFORMATION
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4.8.4 To sort and search, follow the same procedure as sorting student names.

4.8.5 To view transcripts for a student, locate the student in the records and click View.

4.8.6 To view and/or print certificates, click the View link to open the certificate. Click Print
Certificate to print the certificate.

114, 2011 02:37:22 A

prtificate Expires Expires {Days) View Edit Delete

o ey -

-14 jew X

Click here to
scroll right until
you seethe
View column

4.9 Advanced Filtering

4.9.1 Click the Advanced Tab. Using the Schedule tab capability will disable the Advanced

Filtering tab.

M Leamer Actiity

|=| Filtering Options
Saved Filters: | Student Transcript

Department: | - All Departments -

Search  Clear

IF wou want to learn more about these reports, please visic Absorb Academy, If vou have any feedback for us, please visit our helpdesk. If vou're experiencing g

h Actions ~ Users Schedule {t'.;dvanced

- ™ use Advanced Filkering

Advanced filtering is disabled when using scheduled

reports,

4.9.2 Check Use Advanced Filtering. Once checked, previously hidden options will appear

below the box.

Uzers

Schedule Advanced

r%l_lse Advanced Filkering

NON-PROPRIETARY INFORMATION
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4.9.3 Select filter method.

MUST HAVE ALL » += +5 %
IMust Have All % I_
Or Has Any ]
Mot If All
= Mot If Any it

4.9.4 Click the green plus (+) icon

4.9.5 Click the first header to select specific data.

Users Schedule Advanced

| Use Advanced Filtering

MUST HAVE ALL 4= +z X

Learner ID - EqualTo x
Learner D

Last Name
rch or 54

First Name

Middle Name
Username
Department
Enrollment Key

Location

4.9.6 Click the second header for filter options.

Users Schedule Advanced
| Use Advanced Filtering

MUST HAVEALL  += +5 X

Last Name Eg

DoesMotContain
StartsWith —
EndsWith

ch or select afilter tg

EqualTo
MNotEqualTo
GreaterThan
LessThan

4.9.7 Enter search criteria. (The example below would return all users with a last name of

“‘Bear”.)

Users. Schedule Advanced

| Use Advanced Filtering

MUST HAVEALL  += +5 %

Last Mame EqualTo X

NON-PROPRIETARY INFORMATION

9



ISA-DP-272, NTC LMS Training POC User Guide May 2014

4.9.8

4.9.9

4.10

4.10.1

4.10.2

4.10.3

NOTE: You may choose to filter by multiple data sets (i.e., by first AND last name) by
adding additional filter criteria with the blue plus (+) icon. If you choose multiple filter
criteria, follow steps 3-7 for each criterion.

MUST HAVETRTT 90 4=

Click the Search button or press the Enter key to begin the search.

NOTE: You may narrow your search by Department and Sub Department as well.

| =| Filtering Dptions
|~ Filtering Options

Saved Filters: | - Default - -
Saved Filters: | - Default - - Actions ¥

Department: | special TEST
Department: | - All Departments - -

Sub Dept: | Mext Level Sub Departm|e'

- All Departments -
. All Sub Departments
EEEURRES [% \ HMext Level Sub
Departments
This Department Only

You may choose to save your custom report for future use. Saved reports will be found
under the “Saved Filters” drop-down menu.

|=| Filtering Dptions
Saved Filters: | - Default - fctiu:uns -
. Save
Department: | special TEST .+ Save

Sub Depk: | FMext Level Sub Departme~ | | |2 Set .ﬁ.s%efault

Search Clear W Delete

Manage Student Enrollment

Navigate to the NTC’s Registration Resources page.

Open the “NTC Registration Request Form”. (Fields highlighted in yellow are for NTC
internal use only.)

Fill out the form following these guidelines:

Name should be in Last, First Ml format (e.g. Doe, John Q).

NTC LMS Learner ID is their username (e.g. JOHN.DOE).

Contractor field designates employee status, C for contractor, F for Federal.
Site is the student’s site.

Site address is the mailing address for the student’s site.

Office Phone is the phone number and extension for the student.

NON-PROPRIETARY INFORMATION
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NOTE #1: Students must have an HSPD-12 badge for access to the NTC site. If they do
not have an HSPD-12 badge, you must contact NTC Security at least two weeks prior to
attending class.

NOTE #2: You may enroll up to six students per NTC Registration Request Form.

4.10.4 Save the form to your computer, and email it to NTC Registration.

NON-PROPRIETARY INFORMATION
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