
New Employee Orientation in the LMS 
 
Once a new employee’s action is worked in BEACON/SAP, they will be assigned New Employee 
Orientation.  This is what their transcript will look like: 

 
 
 
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:

 
 
 
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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Session must be added
by Basic ILT as Assign, Approve, Register.  DO NOT add to roster as Completed.  If so, the acknowledge status will not appear and the employee CANNOT complete this step. Once the employee acknowledges the training, it changes to COMPLETE status.
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The employee will then complete the acknowledgement by clicking on ACKNOWLEDGE: 

 
 
 
Then their transcript will look like this:

 
 
 
 
Their supervisor will see this: 

 




