· [bookmark: requirements]What are the requirements to view the available OFM classes? 
You must have a LMS User Account. 

To request an account, contact HR
[bookmark: _GoBack]
· [bookmark: instructorled]What instructor-led classes are available through the LMS?  
We currently have the OFM and DES training available for registration. However, there are also agency specific training, but access is limited to that agency only. 

· What type of Registration Notification will I receive?  
[bookmark: registration]When you register for a class, the system will automatically send out a Class Registration email notification to you and your supervisor. 
The email notification will include an iCal attachment that allows you to save the appointment on your Outlook Calendar. Instructions are provided in the notification. 

· [bookmark: drop]How do I drop a class?  
Once you have enrolled into a class, it will found under the ‘My Courses’ section. Access the course by clicking the ‘My Courses’ icon and clicking on the course name. 
You have 2 different options when dropping a class. If you have made a mistake and enrolled into the wrong course, click on Drop Course. If you are not able to attend the specified time and would like to select another class, click on Drop Class.

· What if the class shows no available seats? 
If there are no available seats, you can search for a different class date/time. 

· [bookmark: waitlist]When will I be notified of being pulled from the ‘Wait List’?  
You will receive a Class Registration Notification when you are pulled from the ‘WaitList’. 
  Important! When on a waitlist for a class and you wish to enroll into a different class associated with the same course, you will need to drop the class before enrolling into the new class.  You may also contact your agency's Training Manager if you need assistance. 

· [bookmark: materials]How do I view available course materials for a class?  
Once you enroll into a class, the ILT Activities tab will appear. In this section, you will see the Course Activities listed on the bottom of the screen and it will list any available course materials (if applicable).
Note: Not all classes will have course materials to review or print. 

· [bookmark: approval]Is there an approval required for OFM Training?  
No, all OFM training is available at no cost and is handled through a self-registration process. 

· [bookmark: agencyspecific]Is there an approval required for agency specific training?  
This is dependent on each agency. If a class requires an approval, the system will prompt you to submit a request and will walk you through each step of the process. Once the class has been approved, an email notification will be sent to the learner.

· Will my agency be charged if I'm pulled from the waitlist 1-2 days before the class and I'm unable to attend?  
Although you are on the wait list, you could automatically be enrolled if there are any cancellations, so please make sure you keep the wait list notification on your calendar and be prepared to attend the class. Your status for this class can change from “waitlist” to “enrolled” any time up to the day before the class takes place. Should your status change from “waitlist” to “enrolled” you will receive an electronic notification. If you stay on the wait list and your status changes to “enrolled”, but you do not show up for the class, you will be considered a no-show and your agency will be charged for the class. Note: This only applies to fee-based DES training.

