Title: External Training

	Purpose of the External Training Request
	This provides the ability for an employee to record training that has been taken outside the LMS or record any certifications that have been achieved by the employee.  This can be used for historical or future training dates.
[image: ]

	Requirements for accepting External Training Requests
	· The agency must have an established External Training Request Form.
· A business process of how to manage the External Training Courses.
· The frequency of cleaning up External Courses.
· Managing common training requests with the option to convert to a User Defined Task (UDT).
 
Note:  This does not guarantee enrollment into the training.  The registration process is managed outside of the LMS and does not include the payment of training.  This only provides a method for the employee to add training records to their transcript for events not offered in the Learning Management System (LMS).

	To begin, you must be logged into the LMS.

	· [bookmark: _GoBack]Login in at  http://lms.des.wa.gov/.

	Approve the External Training Request
	Purpose: Locate and approve the employee’s external training request.
Note:  An email notification will be sent to a designee as determined by the agency when the employee submits a request.
1. Click [image: ] tab.
2. Select the Approval Manager module on the left navigation menu then select Learning Requests.
3. Locate the employee’s request.  (By Username or Last Name)
4. Select the record to Approve.
5. Next, you will validate all the data in the request and make the appropriate updates:

[image: ]
In this example, we have included the agency acronym to the Course Title and Course Code.

6. To approve the request, click on the Approve or Approve All option.
[image: ]
Once the request has been completely approved, you may mark their completion.

You have completed this process. 

	Mark the External Training Course as Completed
	Purpose: To mark completion for this External Training for one employee.
1. Click [image: ] tab.
2. From the Learning Activities module, select Gradebook.
3. Select the By Learner Name tab and locate the employee’s record then click Edit.
4. Locate the course, select it and click Mark as Complete.
[image: ]
a. Enter the Completion Date and Time.
[image: ]
b. Click Save.
You have completed this process. 

	Archive the External Course
	Purpose: To mark completion for this External Training for one employee.
1. Click [image: ] tab.
2. From the Approval Manager module, select External Courses
3. Search for the course and click View.  Next, click the Archive function.
This helps clean up the External Courses list.
You have completed this process.

	What does the employee’s transcript look like once a request has been submitted?
	The training record appears on their Learning Transcript and will remain in a ‘Registered’ status when the Learner submits the External Training Request.
Note: This does not confirm their registration to the training.  This is for transcript purposes only.  
[image: ]

When the training is marked complete using the gradebook, the Learning Transcript will be updated with a Completion Status of “Completed” and a Completion Date that was entered using the gradebook.  Refer to ‘Mark the External Training Course as Completed’ in this document.
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