ELMS: How to Search, Register, and Cancel

This guide provides instructions to assist users with the following ELMS tasks:

v" How to search for activities in ELMS
v" How to register for activities in ELMS
v' How to cancel an activity registration

Search for Activities

All professional learning activities in ELMS are assigned an audience. The audience determines “who” can see
and register for a particular learning activity. For example: if a learning activity is assigned the All Administrators
audience, only CCSD employees with an administrative job code will be able to see and register for the activity.
This is very important to remember when searching in ELMS.

There are two ways to perform a search for an activity in ELMS, the Library (A), and the Enterprise Search (B).

The Library allows user to search for a professional learning by category, such as: BendED, Canvas, English
Language Learner, Professional Growth Plan Eligible, etc.:

1. Select the LIBRARY icon (A).
2. Expand the CCSD cATEGORY (C) to see the list of categories available.
3. Select the desired category to view related learning activities.

LIBRARY

The Enterprise Search (B), allows users to search by criteria such as: learning activity code, name, keyword,
partial description, etc.

WHAT ARE YOU LOOKING FOR TODAY?

1. Select the ENTERPRISE SEARCH icon (B).
2. Enter Search Crlterla (D), [LEARNIMGv Search for Courses, Training, Videos, Books, and Audiobooks D E Q]

Use the drop-down menu fo choose the type of content you're looking for, then enter your keywords. Not sure where to start? For more on

3. Click MAGNIFYING GLASS (E). o ExLiproe Searcn o6 e onind v

Register for Activities
There are two ways to register for a learning activity, One Click, and Details. To complete the registration using
One Click:

1. Locate the desired learning activity in the search results.
2. Select MORE AcTIONS (A).
3. Select REGISTER (B).
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If the learning activity requires participants to attend more than one time (sessions) complete the next step.
4. Review the Activity Registration list indicating each session date, and time; then select REGISTER (C).
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To view additional details regarding the activity prior to registration, it may be desirable to use the Details
registration method.

1. Locate the desired learning activity in the search results.
2. Select the learning activity NaAmE (A).

{ LEARNING ~ canvastips Q
Filter Results. Clear All 7 resuls for "canvastips” Sort By: Best Match ~ &3
Saved Searches > o
Activity Type ~ ) Reporting and Analytics in Canvas E
. y i sessionwit ovus o diferent staiisics: anaiis, and reports availzble in Canvas to help administiztors support their site's .
D ZZALT Class (4) m Start: 07/28/202102:30 pm PDT  End: 07/28/2021 03:30 pm PDT [l CCEOB00214-CLASS-00003
[[] zz-course (3) ©
Review details of the activity.
3. Select REGISTER (B).
# / Back to Search Results
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REPORTING AND ANALYTICS IN CANVAS

(¢

. SRR Y ...

Reporting and Analytics in Canvas DETAILS  ACTIVITIES

The system displays a registration confirmation.

However, if the learning activity requires participants to attend more than one time (sessions) complete the next
step.

4. Review the Activity Registration list indicating each session date and time; then select REGISTER (C).
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The system displays a registration confirmation.
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Cancel Activity Registration
To cancel the registration for a learning activity:

1. Loginto ELMS and select TRAINING SCHEDULE (A) from the home dashboard.

Clark County School District

ENTERPRISE LEARNING MANAGEMENT SYSTEM

Learning Dashboard Assigned Training Training Schedule
Add Advancement Activity Advancement Status

Review the list of registered activities located on the CURRENT/UPCOMING tab (B).

2. Select the CHECkBOX to the left of the desired learning activity name (C).
3. Select CANCEL REGISTRATION (D).

-

TRAINING SCHEDULE

This is a list of current training activities for which you are registered.

Search ‘ITJ

CURRENT/UPCOMING RESSED INTEREST COMPLETED CANCELED WAITING LIST OR PENDING APPROVAL LEARNER ATTACHMENTS
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Explore Carnegie Learning Math Solution for Grades 6-8 CPMAT00189-CLASS-00036 7/26/2021 7ihpr2021
Teachers: Full Synchronous Option Group 1
2Z-ILT Class

The Cancellation Confirmation window displays.

4. Select SELECT ALL (E).
5. Select CONFIRM CANCELLATION (F).

CANCELLATION CONFIRMATION

Please review the list of activiies below. Some activities may be included for cancellation automatically because of the registration option requirements.
You can choose to cancel your registration for only the marked activities or for all the activities on the page.

Note: If you have paid a fixed price for the group of activities and do not cancel from aii of them, you will still pay the fixed price.
If you cancel from all the activities, you will only pay the applicable fees.

Total cancellation cost of the activities [
below:
Total value of refunds: 0

Select All
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