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Viking Air’s Learning Management System (LMS) 


System Feature: ‘Find Learning’ Tab.  

Exploring the ‘FIND LEARNING’ tab within the LMS will provide you with a wealth of information in relation to the courses that Viking is offering. We currently have over 670 courses in our LMS.  Some are delivered in-house; some are delivered externally.   Some are instructor led while others are self-enrolling & self-completing.  Within the ‘find learning’ tab you can: 
· see which courses are active; 
· search for courses;
· review the course syllabus;
· see what courses are set up as re-current courses;
· see what courses are classroom versions and which are self-enrolling;
· and you can also ‘request a course’ if you can’t find what you’re looking for.  

To begin, open the course catalogue, by simply clicking on the ‘find learning’ tab at the top of your screen. 
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You will now see a list of course categories.  The number in brackets represents the number of courses under each category.  You can choose to expand your view to see all the courses at once by clicking on the ‘expand all’ button
  (this is your view) 
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If you click on the number in the brackets or anywhere beside it, a drop down will appear and you’ll be able to see all the sub folders and courses within that category. From there you can click on the sub folders and/or the course titles to see the course syllabus. 
  (this is your view) 
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If you click on the category title, a new window will appear and you’ll only see those courses under that category.  You’ll also be able to view the course syllabus. 
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If you know the name of the course, you can simple type it into the ‘search courses’ box.  If you’re not sure of the name, you can type key words in the ‘search courses’ box and the LMS will pull all the courses with that word in it.      
[image: C:\Users\wendyb\Desktop\3.png]
Note: there is also a ‘search courses’ box on the home page of the LMS at the very bottom of the screen.
Course Enrollment:
There is a simple way to tell if you or your employees can enroll themselves in a course…. when you open the course, it will simply tell you if you can. 
1. If you can self-enroll, you’ll see this button.  You simply click on the ‘enrol me’ button and follow the instructions 
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2. If you see this message, you cannot enroll yourself in the course. 
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If you’re interested in creating a course or you’d like the training department to perhaps create or source out a course for you, you can simply request a course.   At the bottom of the course catalogue page you find a button that says ‘request a course’.   
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Simply fill out the request and hit ‘request a course’.  An email will come to the training department with your request. 
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One final way of searching for courses is to go to ‘Courses’ under the Quick Links tab on your homepage. 
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The window that opens will give you search options to find what you’re looking for.  In this sample, I’ve tagged the SCORM package option.   So, the LMS will show me all the courses that have a SCORM activity in it.   
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From here you can sort as well by highlighting the column headings. 



The last thing I want to address is the ‘Certifications’ module under the ‘FIND COURSES’ tab.  
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The Certification catalogue looks just like the course catalogue but with much fewer courses. 
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The training department uses this Certifications module to track all the recurrent training for those employees enrolled.   
I.e. Forklift, Spill Response, WHMIS, Fall Protection, First Aid etc. are all courses that have a training expiry date associated with them – this mean the training is only valid for so long and then the employee must go through the training again. We even track our employees AME License renewal using this module.    The LMS allows us to take an existing course from the course catalogue and have the completed training dates from that course spill over into the Certification courses.  We then tell the Certification course what the recertification time is – 2 years, 3 years, 6 years…. etc.  
From there we run monthly reports going 2 months out.  The report tells us who is coming due and what course they need to take. 
Having a 2-month advance notification allows the training department time to schedule the training and to notify the Managers of the upcoming required training. 
Hope this LMS ‘system feature’ has helped to get you started and provided you with some valuable information. 
If you have any questions at all, please contact the training department and we’ll be glad to assist you!   
· Wendy
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