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 Depending on specific cases, courses can be:
 Assigned to you by the system (e.g. Mandatory Courses)
 Assigned to you by your supervisor or by a training administrator
 Recommended to you either by the system (based on your role, country or another training you have 

taken in the past) or by a colleague 
 Open for you to apply (different levels of approvals may be required)

 To access these courses, you have to enter the Learning section of the system. To do so:  

Manage Learning

OR

[2] 
Select Learning from the top page 
navigation

[1] 
Click on Access Your Learning in 
the Home Page 
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 If the course has been already assigned to you, you will find it under the ‘My Learning 
Assignments’ section

Manage Learning

When a course is among your 
assignments, you can launch it 
using the START COURSE button 

When you come back to an already started 
course, the START COURSE button is replaced by 
a CONTINUE COURSE button. Use this button to 
continue your learning at any time.
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 If the course has been recommended to you, you will find it in the Recommendations tile

Manage Learning

[2]
Click on the dark button to 
read more

[3]
Click on Course Title to 
access the course and 
register

[4]
Click on X to remove 
the recommendation

[1]
Click on the tile to expand it and check 
the details of the recommendation
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[1] 
Click on ‘Browse Course Catalogues’ 
from your home page

My Learning Search CataloguesHome

 If your want to look for available courses  for you to apply: 

In the Catalogue
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My Learning Search CataloguesHome

 If your want to look for available courses  for you to apply: 

In the Catalogue

[1] 
Browse the courses available in the LMS 
catalogue searching by keyword. Use this 
tutorial to learn more about the catalogue.

[2] 
Browse the courses catalogues offered 
by WFP’s learning partner:
- Cross Knowledge

[3] 
Browse the catalogues of courses 
offered by WFP’s learning partners:
- Disaster ready

http://docs.lms.wfp.org/documents/LMS_Help/WFP_LMS-SEARCH.pdf
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 If your want to look for courses  available in the LMS catalogue for you to apply: 

LMS Catalogue

[2] 
Browse the catalogue for the desired 
course.
Use this tutorial to learn more about the 
catalogue

[1] 
Click on ‘Browse all courses’ to 
access the course catalogue 
from the Find Learning tile

http://docs.lms.wfp.org/documents/LMS_Help/WFP_LMS-SEARCH.pdf
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 When you are in the catalogue you can hover on a course with the mouse and select to assign, 
start, or recommend a course.  You can alternatively click on the course name and do the same.

LMS Catalogue

[1] 
Here you can assign the course to yourself (to start 
later), start the course right away, or recommend 
the course to a colleague

[1] 
Inside the item details tab of a course you can 
alternatively find the options to assign a course to 
yourself, start it right away, or recommend it to a 
colleague
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 Some courses require approval.  These are usually instructor-led courses for which you must first 
request enrolment to a scheduled offering and then await for approval

LMS Catalogue

[1] 
With classroom or blended courses, you will find a 
section indicating available course dates.  Select one 
and click on Register Now

[2] 
If the course requires approval, the LMS will give 
you a warning before proceeding.  When you click 
on Yes, the approval will be sent to your supervisor 
and/or to the Training Focal Point, depending on 
the course

Note: you will receive an 
email when your request
is approved or denied

[3] 
Click Confirm to finish
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You reached the end of this tutorial

Thank you

END
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