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Before You Start: 

 
IMPORTANT:  
External training events that users attend can be recorded as part of the 
user’s training history. If that training is external and NOT funded by 
ATF, the External Event recording wizard should be used. The 
External Event wizard should not be used to record any other type of 
training. 

1. Log in to the LMS and click on the 
User Management tab. 

 

2. 
Click Learning Event Recorder 
from the left side and select 
External Event. 

3. Click Next. 

 
 

4. Enter a description and click Next.  
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5. 

Enter all pertinant information and 
any other information provided to 
you. 
 
Completion Date, Completion 
Time and Time Zone are required 
fields.  
 
Click Next. 

6. On the Add Users page, click the 
Add one or more from list link. 

7. Enter the user’s first and/or last 
name and click Search. 
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8. 
When you have located the 
user, check the Add radio 
button and then click the Add 
button. 

9. 
If you are done adding users, 
click Next. If not, you can use 
the Add one or more from list 
link to add additional users. 

10. Enter any comments and 
grade, if applicable. Click Next. 

11. 
Do not enter any information on 
the Event Financial 
Information page and click 
Next. 
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12. The Record Event page 
displays, click Finish. 
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