New Employee Orientation in the LMS
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If an employee is pre-registered to attend a New Employee Orientation session then once they are
registered for a session, their transcript will look like this:
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Once the employee completes the New Employee Orientation event as directed by their division,

section, or supervisor, their attendance for that event must be entered in the LMS by the appropriate
facility designee (LMS Basic ILT, aka: Training Coordinator, Training Specialist, Instructor, etc.). Once
their attendance is given, their transcript will look like this:
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The employee will then complete the acknowledgement by clicking on ACKNOWLEDGE:

I certify that I have completed the New Employee Orientation
program. I have been provided with a New Employee
Orientation Manual or have been advised how to access the
manual online. T understand that it is my responsibility to read,
understand, and adhere to the policies, provisions, and
processes contained in the New Employee Orientation Manual.
Further, I understand that it is my responsibility to contact the
appropriate manager at my work location for an explanation if
have guestions concerning any of the information contained in
the New Employee Orientation Manual or the New Employee
Orientation Program.
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Their supervisor will see this:
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