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								Edge is the Recommended Browser for eLMS Training

								Internet Explorer 11 will be removed from all FAA computers by June 1, 2022. Edge is now, and will be the recommended browser going forward to take online training with eLMS unless otherwise specified for a particular course.  At this time, courses no longer need to be tested with Internet Explorer 11, but instead should be tested to ensure they work in Edge.
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								Make a Lasting Impact in a Young Aviation Pioneer's Life

								STEM/AVSED (Science, Technology, Engineering, Math, Aviation and Space Education) is FAA’s K-12 aviation education outreach program. The U.S. aviation and space industry is facing a critical shortage of pilots, mechanics, and engineers. STEM/AVSED is seeking FAA professionals to help promote and become an integral part of this exciting program. The eLMS course links below will show you how to get involved with STEM/AVSED.

								Outreach Representative                       General Awareness

								General Awareness for Supervisors
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								Skillsoft Courses on your Mobile Device!

								Did you know all Skillsoft courses in eLMS are avaliable on your mobile device?  Just navigate to eLMS on your Android, Apple, or Windows powered device, log in via MyAccess, and begin learning today!  Questions or issues?  Email 9-AHD-Skillsoft@faa.gov.
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				All FAA Employees have access to Skillsoft courses in eLMS as well as Skillsoft Books, Videos, and Audiobooks on the Skillport application you can access on your computer, or your mobile device.
				

				
					

						Skillport Learning

						
							In today’s fast-paced, technology driven world, you need access to learning whenever you have free time.  Whether it is a short five minute video on a topic that interests you, or an e-book to read on the flight next week, Skillport gives you access to learning when you need it.  Access thousands of books, videos, and audiobooks on the go, or at your desk.
							


							
								
										 Launch Skillport 
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						Skillport Reference Guides

						
								How to access Skillport
	Skillport on your mobile device


						


						System Requirements

						
								Minimum system requirements for accessing content on Skillport


						


					


					

						Live Events

						
								The 5 Levels of Leadership
	Teaming: How Organizations Learn, Innovate, and Compete in the Knowledge Economy
	Simply Brilliant: Essential Principles for Exceptional Performance
	True Grit: The Science of Success


						


						Knowledge Centers

						
								Project Management Knowledge Center
	Microsoft Office 2010 Knowledge Center
	HR Professional Knowledge Center
	Leadership Knowledge Center


						


						Top Five Courses of the Month

						
								Heat Stress Recognition and Prevention
	Cold Stress
	Fire Safety and Prevention
	Hazard Communication: An Employees Right to Know
	Hearing Conservation


						

					

				

			
		
			
			
				
					The IT Training Branch presents the Microsoft 365 (M365) Learning Collection and Software Mentoring!

				

				
					Federal employees, click the eLMS course number on the Weekly Schedule to register for the session of your choice in eLMS.  FAA contractors, click the course in the Course Descriptions to register in MS Bookings.

						Weekly Schedule (excluding holidays)
	Time/Day	Monday	Tuesday	Wednesday	Thursday	Friday
	10am ET	Software Mentoring	Software Mentoring	Software Mentoring	Software Mentoring	Software Mentoring
	11am ET		FAA30070097:M365 - Introducing the Virtual Office	FAA30070103: M365 - Posts vs. Chat	FAA30070105: M365 - Manage Shared Files in the Cloud	
	12pm ET	Software Mentoring	Software Mentoring	Software Mentoring	Software Mentoring	Software Mentoring
	1:30pm ET		FAA30070099: M365 – Teams 101	FAA30070102: M365 – Collaborate Using M365 Apps	FAA30070104: M365 - Organize and Facilitate a Teams Meeting	
	2:30pm ET	Software Mentoring		Software Mentoring		
	3pm ET		FAA30070101: M365 - Use Channels to Manage Your Workflow	FAA30070106: M365 - Manage Teams Files	FAA30070100: M365 - Fully Participate in a Teams Meeting	


				

				
					Course Descriptions:

				

									
					Click the session you want to attend and complete your registration through Microsoft Bookings (FAA contractors).


					Software Mentoring: IT Training Services provides one-on-one AND tailored group software mentoring sessions for you and your Team! Schedule a session today to get answers to specific software questions. You can also invite IT Training Services to your staff meeting! We can recommend how Microsoft 365 apps, with Teams as the hub, can support your unique business practices.


					Fundamentals

					MS365 - Introducing the Virtual Office: he virtual office is today's workspace for communicating, collaborating, meeting, and working. We explore many M365 tools that support teamwork, whether working remotely or in the physical office.


					MS365 - Teams 101: This Teams session provides tips on requesting a Teams site, setting up your workgroup, and adding Channels to your Teams site. We'll also discuss notifications and management options at the Team and Channel levels.


					MS365 - Manage Teams Files: This session simplifies a significant aspect of the virtual office. We'll share tips on managing files efficiently from Teams, including file sharing, editing, and versioning.


					Communication

					MS365 - Posts vs. Chat: When should I use posts or chats? We'll give tips on formatting options, different communication strategies, and why to use one vs. the other.


					MS365 - Fully Participate in a Teams Meeting: This session covers joining a meeting, using the Conversation and Participant panes, engaging with the presenter, and other participant features.


					MS365 - Organize and Facilitate a Teams Meeting: This session covers scheduling a meeting, sharing your screen, managing your participants, and other organizer responsibilities.


					Collaboration

					MS365 - Collaborate Using M365 Apps: This session shares ways to collaborate in the virtual office. We'll share tips on using comments, conversations, task assignments, and versioning to get your workgroup collaborating like pros.


					MS365 - Use Channels to Manage Your Workflow: This session goes into the features and functions of public and private Channels. We'll share some tips to give you some ideas on how Teams can improve your workflow.


					MS365 - Manage Shared Files in the Cloud: Explore OneDrive, Teams, and SharePoint Online file storage and collaboration capabilities. We'll share the characteristics of each so you can decide how each option benefits your workgroup.


					For additional assistance, please contact:  David P-CTR Williams or Kimberly CTR Cooper in Microsoft Teams OR email:  IT Training Services at 9-FAA-IT-Training-Services@faa.gov.
				

				

		
			
				
					
						What is an Individual Development Plan?

						
							An Individual Development Plan (IDP) is a tool to assist employees in career and personal development.  Its primary purpose is to help employees reach short and long-term career goals, as well as improve current job performance.  An IDP is not a performance evaluation tool or a one-time activity.  It should be looked at like a partnership between the employee and the supervisor.  It involves preparation and continuous feedback. 
						

						How do I create an IDP?

						
							There is a job aid on the Resource Center that walks you through the entire process of how to upload your IDP into eLMS.
						

					

					
						Can I download the IDP form without logging into eLMS?

						
							Yes, you can download the form for general FAA use here.


							If you work for ATO, their Line of Business (LOB) specific forms are located here and here.


							For the ATO Sys Ops IDP form, it is located here.
						

						Where is the item in eLMS that will store my IDP?

						
							The item in eLMS is Individual Development Plan Form (FAA30202642).  
						

					

				

			

		

		
		
			Helpful Resources

			
					
						Resource Center
					


						Need help?  Visit the eLMS and Blackboard Resource Center for helpful job aids, standard operating procedures, videos, interactive demos, and frequently asked questions.

					

						
						Mandatory Training
					


						Are you current with your mandatory training? This is a friendly reminder to review your eLMS Assigned Training tile for training you are required to complete.

					

						
						I'm New
					


						If you are new to the FAA, eLMS info and resources are avaliable on MyFAA.


						First time using eLMS?  Take a look at our Welcome to eLMS job aid.


						Be aware that it will take up to two weeks for you to gain access to eLMS.  If after two weeks you still do not have access to eLMS, email the eLMS and Blackboard helpdesk.

					

				
			

			
					
						eLMS and BB Help Desk
					


						For eLMS and Blackboard issues please email elmssupport@faa.gov (Monday-Friday, 8 am to 7 pm Eastern Time).


						eLMS Chat Support - Chat with a live helpdesk agent (Monday - Friday, 9am to 4pm Eastern Time).


						Did you know that there are two separate Help Desks for eLMS or computer-related training issues?  Are you confused about which Help Desk to contact?  Please review our desk guide for more information.

					

						
						MyIT Help Desk
					


						To request IT support, contact the MyIT Service Center 24 hours a day, 7 days a week. Call 1-844-FAA-MyIT (322-6948), email helpdesk@faa.gov, or visit the MyIT Service Catalog.


					

						
						System Requirements
					


						To optimize your eLMS experience, make sure your system meets our ideal requirements. Select here for information on supported operating systems, browsers plugins, and other settings and requirements.


						Even though eLMS works on Mozilla Firefox, Apple Safari, and Google Chrome, not all online courses function as they should within these browsers. Because of this, FAA employees and contractors should use Internet Explorer while taking online training within eLMS.

					

				
			

			
					
						eLMS Downtime
					


						Routine maintenance is performed in eLMS twice every month outside of normal FAA business hours.  Please select here for more details and the monthly schedule.

					

						
						Log in Guidance
					


						If you are an FAA contractor, you MUST log in to your email account at least once every 90 days or your eLMS account will become inactive. If you have an inactive eLMS account, click here for instructions to re-activate your account. NOTE: Please contact your line-of-business IT Help Desk for password issues.


						Users log into eLMS using FAA ITs MyAccess.  For additional information please click here.  If you do not have a fully enabled PIV card, go to https://IDMS.faa.gov to register your PIV card.  For detailed instructions on the registration process, go to click here.


						Need to reset your FAA network password?  Follow these steps.
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