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Before You Start: 

Occasionally a user will not be able to register themselves in a 
Scheduled Offering because they are out in the field, but they want to 
reserve a place in an in-person or virtual course. Training Coordinators 
can register users in these cases. 
IMPORTANT:  
Training Coordinators should not register users in training that requires 
an approval process without getting the appropriate supervisory 
approval. Training Coordinators should never register users in training 
that has a selecting committee or requires approval of a training 
manager or program office. If you are unsure, contact the training 
manager or program office listed on the scheduled offering. 
Please make sure that the user is not already registered in another 
session of the same offering by checking the user’s registration tab. If 
so, you must drop the other session before you may register the user in 
another session.  

1. Log in to the LMS. 

 

2. Click the Learning tab. 

3. On the left side, Click the 
Scheduled Offerings link. 
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4. 

If you know the Scheduled 
Offering ID, you can search for it 
here. If not, you can search by 
Description. 
 
Tip:  Search using a broad descriptor. 
The course may not have the same 
title in the LMS that you know it by. In 
this example, I am searching for Victim 
Witness, but I just search for “Witness” 

e most results possible. to get th  

5. 

 
 
Select the SO that you would like 
to register a user in by clicking the 
edit icon. 
 
 
 

 

4 

Search by SO ID or
Description.
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6. 
On the Scheduled Offering 
record, Select the Registration 
tab. 

7. On the Registration screen, Click 
add one or more from list. 

8. 

Search for the user by first and 
last name. If you know the user’s 
user ID, you can also use it here. 
 
Tip: User IDs must be entered in all 
CAPS. 
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9. Check the Add box and Click the 
Add button. 

10. 

 
 
You are returned to the Edit 
Scheduled Offering screen. The 
user is now registered. You can 
see the user on the registration list. 
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