
 

 

  

    

 

 

 

 

 

 

 

 

 

Learning Management System Tip Sheet 

March 2011 

 

 Logging Into the LMS 

 Accessing Online Trainings  

 Successfully Completing Online Trainings 

 

Please note that in order to ensure successful completion, you must be on a computer with 

MS Outlook open.  The online system will then be able to send confirmation of your 

completion of the training.  Call Danielle Nick at x1879 if you have any questions. 

 

 



Logging Into the Learning Management System (LMS) 

1. Access Starport, and then select the Learning Management System link in the LCC eToolBox. 

 

2. Next, enter your User Name (TUID) and Password to access the new LMS, and then select 

Login. 

 

 

 

 

 



3. Here you can view the full screen with the individual sections highlighted below: 

 

Employee Links 

 

 

 

 

 

 

 



Training History:  This is the area where your completed trainings will be summarized. 

 
 

Employee Profile:  Here you can view your profile. 

 

Other Available Trainings:  Here are other trainings that are available to you.  Some may be 

required for your position, and, if that is the case, your supervisor will advise you. 



 

More Information:  This will take you to the OD website where you can review trainings schedules 

for the current month. 

 

LCC LMS Announcements:  Review this area for announcements relevant to training. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Required Employee Trainings:   Here you can review the trainings that you are required to take. 

 

 

Your Assigned Trainings:  Here you can review the trainings that have been assigned to you to 

take that are specific to your job responsibilities. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Accessing Online Trainings 

Note: Online trainings are not accessible from off campus; you will need to use Internet Explorer 

instead of Firefox when accessing the online trainings. 

If you need to take a training that is listed as online in Your Assigned Trainings, follow the steps 

listed below: 

1.  Click on Begin this training. 

 

 

2.  Next select Run. 

 

 

3.  Select Run again. 

 



 

 

4.  This will bring you to the main screen of your chosen training title.  Follow the instructions to 

start the training. 

 

 

5. In order to verify completion of online training or for the competency results to be emailed to the 

HR-OD account (a requirement for successfully completing the training) you must be on a 

computer that will allow you to be running Microsoft Outlook and where you can send 

and receive emails through Microsoft Outlook while you complete the training.  If you do not have 

access to a computer with Microsoft Outlook, you may take the training in the HR Department by 

calling 483-1879 to reserve a time, or you can call Emergency Management 483-1806.  Both 

locations have computers that will allow you to access the training and email results of the 

competency. 

 

6. At the end of completed online trainings, you will be prompted to submit confirmation of your 

competency or training.  You will first be asked to enter your name into a field at the end of the 

training.  



 

 

7. Then you will see these messages: 

 

With these messages which may display simultaneously, please first select Allow.  With the 

second, select Retry.  By doing this you will be sending an internal email to HR –OD 

(Organization Development) to verify your completion of the training.  It is imperative that you 

do this!  Thanks. 

 



 
8.  If you see the Oracle Collaboration Suite screen below, please select OK. 

 

9. You may then see a Successful Submission screen. 

 



 

 


