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Course Title: Introduction to LMS 
  
Department/Function: Human Resources 
 
Procedures Referenced (if applicable): LMS-P1_LAS Rev. 1 Learning Management System-Training 
Procedure 
 
Date of Course Revision: 7/8/2014 
 
Course Level: 100 (Beginner) 
 
Course Description:  This course reviews Lastar’s Learning Management System, or LMS. The LMS is 
used to manage learning throughout the organization and is a vital tool for documenting required 
training records, ensuring compliance, and developing talent. Learners review the background of the 
LMS and are given hands-on opportunities to apply their knowledge to basic tasks. 
 
Audience: All new salaried employees. 
 
Required Equipment: Training workstation for every learner, with internet access.  

 
Course Instructions: 
 

1. Attention Grab: Ask the audience if anyone graduated from college (or high school). Ask how 

they knew that they would be able to graduate. Answers should  

2. Learning Objectives: At the conclusion of this course, learners will be able to: 

 Describe the purpose, function, and structure of the LMS. 

 Define terms used within the LMS. 

 Log in to the LMS. 

 Enroll in a class session. 

 Enroll in an elective course. 

 Complete an online course. 

 View a learner transcript. 

3. Recall Prior Knowledge: Ask learners about any past experience with LMS, online learning, 

online talent systems, etc. Make references to prior student experiences with gradebooks and 

transcripts. 

4. Present Content: See the Content section for slides, notes, and screenshots. Use appropriate 

methods for presentation, such as a projector or video screen. 

5. Provide Guidance: Answer questions that learners have and be sure to add your personal 

experiences to the learning content. For instance, describe a time when you have had to enroll 
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in a class session, and the steps that you took to do so. Explain the frequency that they may 

have to perform certain tasks with. Ask them why they feel certain procedures occur in the 

manner that they do, and explain the reasoning behind any configuration decisions. 

6. Elicit Performance: Slides 24-28 provide learners with an opportunity to perform certain tasks. 

See the content section for specific instructions, and give learners an opportunity to practice the 

tasks on Assessment #2 before administering it. 

7. Provide Feedback: Guide learners during their practice opportunities in slides 24-28. Highlight 

their correct steps and ask them questions if they stumble. For instance, if a learner cannot 

enroll in a course, ask them to recount each step that they took. Refer back to the instructor 

guide for the correct steps to any task. 

8. Assessment: This course has three assessments: One is a written test with multiple choice and 

matching questions, one is a performance checklist, and one is an online assessment as part of 

the sample online course. See the Instructional Material for guidelines on when to administer 

each assessment. 

9. Ongoing Retention and Transfer: After completing the course, be sure to conduct these follow-

up activities to ensure that learners apply their learning: 

 Contact supervisor and request assignment of at least 1 course within a week of class 

completion. 

 Contact Corporate Training and request assignment of at least 1 course within a week of 

class completion. 
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Content:  
 
 

Slide 1 

 

Lastar’s Learning Management System

Introduction to LMS
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Slide 2 

 

Why do we record learning?

 

 

Why do we record learning? Ask the audience for their thoughts and jot them down on a 
whiteboard. Comment on their reactions accordingly. 
 
There are several reasons for managing learning within the organization. Some of these include: 
 
Ensure that new employees are trained in their jobs 
Comply with legal requirements 
Design a career/professional growth and development path 
Identify areas of improvement 
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Slide 3 

 

Overview
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Slide 4 

 

What is the LMS?

 

 

LMS stands for Learning Management System. It is a technology tool used by an organization to 
record, plan, organize, and deliver learning to a group of participants. 
 
The LMS used by Lastar is called “The Lastar University”, although many people simply refer to it 
as, “the LMS”. Every Lastar employee—full-time, part-time, and temporary—has an LMS 
account. 
 
Lastar’s LMS is provided as a “Software-as-a-Service” tool. This means that the organization 
pays a subscription fee to have the system hosted by a third-party provider. The provider for the 
LMS is SumTotal Systems. 
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Slide 5 

 

What it is not

LMS

Online 
Training

 

 

The LMS is not just online learning. This is important to remember, because some people refer 
to online training courses as “LMS courses”. Online training is part of the LMS, but In fact, most 
learning will take place in away from the computer screen, in classrooms, labs, and on the job.  
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Slide 6 

 

• Records database

• Management tool

• Content management

Functions

 

 

The LMS performs different functions.  
 
It acts as a records database that documents learning activities. This is a vital part of Lastar’s 
Quality System. As an ISO-registered organization, Lastar is required to store and maintain 
records of training to ensure that workers know how to perform their job tasks. 
 
The LMS also acts as a tool that helps company managers bring new employees up to 
competence in performing their work. The LMS offers a consistent, organized system that 
ensures that everyone possesses necessary skills and knowledge. It is also used for ongoing 
training as new products, processes, and regulations are introduced to the workplace. 
 
The LMS is a content management platform also. This means that training content can be stored 
and organized within the system. Content may exist in the form of e-learning courses, slide 
decks, instructor guides, job aids, white papers, diagrams, and other documents. 
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Slide 7 

 

Administration

 

 

 

  



11 Introduction to LMS Instructor Guide 

 

Slide 8 

 

Administration—Governance 

Human Resources

Corporate Training

President/CEO

 

 

The LMS is governed by Corporate Training. CT is a function of the HR department and is 
accountable to the Director of HR. The SOP for CT is defined in QMS procedure LMS-P1_LAS Rev. 
1 Learning Management System-Training Procedure. Corporate Training is responsible for 
carrying out all administrative tasks including: 
 
User Management 
Content Management 
Course Assignment 
Evaluation 
Reporting 
 
Corporate Training is also responsible for training new hires in the use of the LMS. 
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Slide 9 

 

Administration—User Management 

• User attributes

• New users

 

 

As mentioned earlier, all Lastar employees have an LMS account. The LMS account stores 
records of all learning activities that have been assigned or elected, as well as records of 
whether or not training was completed. 
 
User accounts contain a number of attributes, including job title, location, date of hire, 
supervisor, and more. Changes in employee data are uploaded so that they are reflected in the 
LMS. Corporate training is responsible for ensuring that all user accounts are up-to-date. 
 
User accounts are created within 1 or 2 days of a new hire’s first day. Information from Lastar’s 
ADP HRIS (Human Resources Information System) is imported into the LMS. 
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Slide 10 

 

• Online courses

• Instructor guides

• Slide decks

• White papers

• Job aids

Administration—Content Management

 

 

Learning content can be uploaded, organized, and distributed by the system. Online training (e-
learning) courses are hosted directly by the LMS, and served to learners through the internet 
on-demand. Learning content for other types of courses can also be uploaded. For instance, an 
instructor guide can be stored as a .pdf or .doc file and then served to an instructor when a class 
is created. A white paper or job aid may be stored as part of a user-defined task course and 
served to a learner on-demand. 
 
The system will also track the revision level of documents. This can be helpful if a course goes 
through updates throughout its useful life. 
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Slide 11 

 

Administration—Reporting

 

 

The LMS captures data on users, courses, classes, and assignments. This data can be extracted 
from the LMS through its reporting capability.  
 
Ad hoc reports can be run by Supervisors for their direct reports or by Administrators for any 
group.  
 
Regular reports can also be scheduled to run automatically, and to email results to specific 
individuals. 
 
Lastar’s senior managers ask for two indicators to be reported on a monthly basis: 1. Time in 
training and 2. On-time completion of assigned training. 
 
Lastar’s goal for time in training is 20 hours of training per employee per year.  
 
The organization goal is 100% of assigned courses completed on-time. In most cases, training is 
assigned with a 2-week due date. Managers are directed to follow up with any individuals who 
are late in completing assigned courses. 
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Slide 12 

 

Structure
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Slide 13 

 

Structure—Roles 

Role Description

Learner Default role; sign up for and complete learning.

Instructor Prepare for class sessions.

Supervisor Assign and monitor learning for direct reports.

Administrator Day-to-day management of system tasks.

Domain Manager System-wide design and configuration.

 

 

Accounts are defined by roles. A role is a given set of permissions available to a user. The most 
basic role is called Learner. This means that the user can navigate to public areas of the LMS, 
sign up for courses and classes, and view an individual transcript. Other roles have additional 
permissions, including the ability to assign courses, review status, create courses, schedule 
classes, and so on.  
 
Here is a list of roles and a summary of their permissions: 
 
Learner: Take courses, view catalog, sign up for classes, view own transcript 
Instructor: Schedule classes, download instructor material 
Supervisor: Assign courses and view gradebook for direct reports, run basic reports 
Administrator: Assign courses and view gradebook for all employees, create courses, run and 
schedule advanced reports 
Domain Manager: Set attributes, create user accounts, modify user interface 
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Slide 14 

 

• Instructor-Led Training (ILT)

• On-Line Training (OLT)

• User-Defined Task (UDT)

Structure—Courses 

 

 

A unit of learning is defined as a course. A course is focused on a particular topic or task, and 
consists of a description, learning objectives, a duration, and instructional content. The 
instructional content may include a slide deck, instructor guide, online module, white paper, or 
other files and documents. Courses will also most often contain an evaluation or assessment of 
some sort. 
 
There are three types of courses: Instructor-Led Training (ILT), On-Line Training (OLT), and User-
Defined Tasks (UDT). 
 
Instructor-Led Training includes traditional “stand-and-deliver” classroom lectures or 
presentations and facilitated labs. In most cases, ILT courses have a class associated with them. 
A class is an instance of an ILT course being taught in a particular time and place. ILT courses 
include a person who acts as an instructor. The instructor tracks attendance, presents material, 
answers questions, guides lab activities, and administers evaluations and assessments. 
 
On-Line Training includes e-learning modules. The online course may last anywhere from a few 
minutes to more than an hour. Some online courses are authored by third-party providers such 
as Skillsoft, while other online courses are authored by Corporate Training. 
 
User-Defined Tasks are courses that involve some self-directed activity, such as reading a 
document or watching a video. Learning is typically completed by finishing a checklist of tasks 
under the supervision of a supervisor or administrator. 
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Slide 15 

 

• Specific date & time

• Flexibility

Structure—Classes 

 

 

A class is an instance of an ILT course being taught in a particular time and place. For example, 
the course may be “Introduction to LMS”, but the class is Tuesday, August 4th in the Lou 
Goldman Room, taught by Jeremy Evans. 
 
In most cases, an ILT course will have several class sessions created in order to offer learners 
flexibility. Class sessions are also often hosted using Microsoft Lync or some other virtual 
conferencing tool in order to reach audiences outside of the location they are being taught. This 
also offers the ability to record class sessions, in case a learner cannot attend any of the 
scheduled classes. 
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Slide 16 

 

• Required

• By supervisor or Corporate Training

Structure—Assignments 

 

 

An assignment is a required learning activity. Assignments occur most often in new hire training, 
as learners are gaining knowledge and skills to perform in their jobs. Assignments will also apply 
to tenured staff when new products are launched, regulations are created or changed, or when 
new procedures and work instructions are published. An assignment can be made by a 
supervisor or by Corporate Training. All assigned courses must be completed by the due date 
specified in a course. In most cases, the due date for an assignment is 2 weeks after the 
assignment date. 
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Slide 17 

 

Navigation
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Slide 18 

 

Navigation—Learning & Growth Home Page

 

 

Upon logging in to the LMS, users are welcomed by the Learning & Growth home page. This 
page contains links and tabs to the parts of the system that users will employ to conduct their 
various activities. 
 
The home page also contains a listing of upcoming classes, a training calendar, and RSS feeds for 
various technology and learning resources. 
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Slide 19 

 

Navigation—My Required Learning

 

 

The My Required Learning tab contains a list of all courses that have been assigned. Courses 
may be assigned by a supervisor or an administrator. All courses assigned in My Required 
Learning must be completed by their due date, which in most cases is two weeks from the date 
of assignment. 
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Slide 20 

 

Navigation—My Elective Learning

 

 

The Elective Learning page contains all courses that a learner has elected to enroll in . Elective 
learning differs from required learning in that learners may take additional time to complete 
coursework. Also, elective courses can be dropped at any time.  
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Slide 21 

 

Navigation—Course Catalog

 

 

The Course Catalog contains all of the active courses in the LMS. Users are able to search for 
specific titles or keywords using the Search For field, or by browsing alphabetically. 
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Slide 22 

 

Navigation—Intergalactic Search

 

 

The Intergalactic Search page allows users to search for courses and online resources. Online 
resources may include slide decks, .pdf files, user procedures, and other documents. Online 
resources are not listed in the Course Catalog, so the Intergalactic Search is a good way to find 
supporting materials once a course has been completed. 
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Slide 23 

 

Navigation—My Transcript

 

 

The transcript is a complete record of all training activities that a learner has had assigned or 
enrolled in. The transcript contains course names, completion status, registration and 
completion date, and other information.  
 
Transcripts are useful at the end of the year during the performance review process. All 
employees are required to complete a self-evaluation of their past year’s performance against 
their goals and competency profiles. Part of every employee’s goal plan is learning and 
development, so the transcript can provide a helpful reference when completing this 
evaluation. 
 
****ADMINISTER ASSESSMENT #1**** 
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Operation
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Slide 25 

 

Operation—ILT Class Enrollment

 

 

Click on the My Required Learning tab to find an ILT course that has been assigned. Click on the 
course name to open up the Scheduled Classes tab. 
 
This tab shows all classes currently scheduled. The class listing shows the date, time, location, 
and number of open seats.  
 
Select a desired class and click on the Enroll in This Class button. Confirm your choice and then 
click on Close Record. 
 
You are now enrolled in a specific class. You will receive an email notification detailing your class 
selection. This notification contains a Microsoft Outlook calendar attachment. Open the 
attachment and click on Accept to add the class reminder to your Outlook calendar. 
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Slide 26 

 

Operation—Online Courses

 

 

Click on the My Required Learning tab to find the “Introduction to LMS” online training course. 
Click on the course name to open up the OLT Activities page. 
 
Click on the course under the Activity Name heading to launch the course player. It will open up 
in a new browser window. 
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Operation—Transcripts

 

 

Click on the My Transcript tab. The standard transcript view shows courses, classes, status, and 
dates of registration and completion. Learners can sort by these attributes, or search for a 
particular course using the Search field. 
 
****ADMINISTER ASSESSMENT #2**** 
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Slide 28 

 

Questions?
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Slide 29 

 

Thank you for your time!
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Assessments 

 

Assessment #1 (administer after completing Slide #23) 

1. What two indicators are reported to senior managers every month? 

a. Hours in training and on-time completion of learning. 

b. Total courses assigned and # of QMS courses completed. 

c. Cost of training and % of correct answers. 

d. Learner reactions and return on investment. 

2. What role allows users to assign courses to direct reports? 

a. Learner 

b. Instructor 

c. Supervisor 

d. User 

3. Match the term with the description: 

 

 Term Definition 

 A. Course 1. A specific instance of ILT 
offered at a specific time 
and place. 

 B. Role 2. A unit of learning that 
contains a description, 
objectives, and content 
such as an instructor 
guide and slide deck. 

 C. Instructor-Led Training 3. Courses that include self-
directed activities such as 
reading a document or 
watching a video. 

 D. Class 4. A set of permissions 
given to a user account. 

 E. On-Line Training 5. Courses that include 
traditional “stand-and-
deliver” lectures or 
presentations. 

 F. User-Defined Task 6. Courses that consist of an 
e-learning module. 

 

4. What is the primary difference between an assignment and elective learning? 

a. Only ILT courses can be assigned. 

b. Only OLT courses can be elective. 

c. Elective courses may be dropped at any time. 

d. Learners can assign courses to other members of their workgroups. 
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Key for Assessment 1: 

1. A 

2. C 

3. A-2, B-4, C-5, D-1, E-6, F-3 

4. C 

 

Assessment #2 (Administer after completing Slide 27). 

Ensure that all learners are seated at a workstation console with access to the internet. Observe each 

learner as they complete each task. All steps must be completed successfully in order to count the task as 

correct. 

1. Log in to the LMS. 

o Open web browser. 

o Navigate to LMS link from Favorites menu. 

o Type in Username. 

o Type in Password. 

o Click Enter button. 

2. Enroll in one of the assigned “Introduction to LMS” classes. 

o Log in to the LMS. 

o View My Required Learning page. 

o Find & click on Introduction to LMS course. 

o Find & click on Introduction to LMS class session. 

o Enroll in class session. 

3. Find a course in the Course Catalog. 

o Log in to the LMS. 

o Find & click on the Course Catalog. 

o Use Search field. 

o Enroll in course. 

4. View My Transcript. 

a. Log in to the LMS. 

b. Find & click on My Transcript. 

 

Assessment #3 (Administered automatically as part of the online course). 

Direct learners to complete the OLT course, “Introduction to LMS” after completing all presentations 
and assessments. Learners may complete this course at their training workstation, or at their desk. 
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Learner Names (or attach roster sign-in sheet): 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________                 

 

 

 

 

 
  
Instructor Name: ________________________________________________________ 
 
 
Date: _________________________________ 


