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1. Chapter One: External Users
1.1.How to clear your browser cache

How to clear browser cache step by step instructions

Step | Action Results

1. Open your Internet Explorer browser.

2. Click on the Tools tab. Then, click on "'e“"“x""”"
Internet Options. Gramuieaor  x[H

Fle Edt View Favorites | Tools

1

Delete browsing history...
InPrivate Browsing

‘Turn on Tracking Protection
ActiveX Filtering
Fix.connection problems,
Reopen last browsing session
Add site to Start menu

Ctrl-+shift-+Del
Ctrl+shift+P

GDOT Search

View downloads
Pop-up Blocker
SmartScreen Fiter
Manage add-ons

Ctl+

==& ¥GF—=—= Traveling in Georg]

Compatibility View settings

Subscritie tothis feed.,,
Feed discovery
Windows Update

Performance dashboard
F12 Developer Tools

Ctrl+shift+U

Fiddler
OneNote Linked Notes
Send to OneNote

Report website problems

Welcome

|/
GEORGIA
FAI'P(C The Georgia D of
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Step | Action Results

3. Make sure that the ‘Delete browsing L: 2lx]
history on exit’ box is checked. \, General | security | Privacy | Content | Connections | Programs | Advanced |
Then, click on the ‘Delete’ button. E B
To create home page tabs, type each address on its own line.
y 3 ]
-]
Use current Use default Use new tab |

Startup

7 Start with Eabs From the last session
€5 Start with home page
Tabs

Change how webpages are displayed in tabs. Tabs |

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

1
*I? Delete browsing history on exit

2 % Delete. .. I Settings I

Appearance
Colors | Languages | Fonts I Accessibility |

QK I Cancel | Apply I

4. | Make sure that all the checkboxes have | [EEE I LETRA TS

been selected v |Preserve Favorites website data
' Keep cookies and temporary Internet files that enable your favorite
CI|Ck on the 'DeletE' button . hwebsites to retain preferences and display faster.

v [Temporary Internet files and website files I
ICopies of webpages, images, and media that are saved for faster

viewing.

[v |Cookies and website data

Files or databases stored on your computer by websites to save
preferences or improve website performance.

[¥ |History

List of websites you have visited.

¥ |Download History
List of files you have downloaded.

v |Form data
Saved information that you have typed into forms.

v |Passwords

Saved passwords that are automatically filled in when you sign in
ito @ website you've previously visited.

[v [Tracking Protection, ActiveX Filtering and Do Not Track
1 list of websites exduded from filtering, data used by Tracking

Protection to detect where sites might automatically be sharing details
out your visit, and exceptions to Do Not Track requests.

e

About deleting browsing history Delete | Cancel I
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Step | Action Results

5. | Click on the ‘Apply’ button. finternetoptions 2] x|

2
v General |SECI..II'it“I' | Privacy I Content' Connections | Programs | Advanced |
\
F Home page
1 Q To create home page tabs, type each address on its own line.
n
| 1 http: /fmygdot.dot.ga. gov/ ;I
[~
Use current Use default Use new tab |
Startup
£ Stark with babis From the st sessian
% | Start with home page
Tabs
Change how webpages are displayed in tabs, Tabs |
Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information,

¥ Delete browsing history on exit

Delete... I Settings |

Appearance
Colors Languages | Fonts | Accessibility |
Ok | Cancel | A;*_l
T -

6. | Click on the ‘OK’ button. [remeroptors 2

General ISecurity I Privacy I Contentl Connections | Programs I Advanced |

.

Home page
I l/? To create home page tabs, type each address on its own line,
u
| =

B
[

Use current Use default Use new tab |

Startup
) Stark with babs from bhe [ast session

% Start with home page

Tabs

Change how webpages are displayed in tabs. Tabs |

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

¥ Delete browsing history on exit

Delete... | Settings |

Appearance
Colors | Languages | Fonts | Accessibility |

WI Cancel | Epply |

You have cleared the Internet Explorer browser cache.
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1.2.How to disable your pop-up blocker

How to clear browser cache step by step instructions

Step | Action Results
1. Open your Internet Explorer browser.
2. Click on the Tools tab. e [ vl corgagovieagesjicraason

2 Welcome to the GDOT

x|

File Edit View Favorites | Tools

Ctrl+Shift+Del
Ctrl+shift+2

Delete browsing history...
InPrivate Browsing

Turn on Tracking Protection
ActiveX, Filtering

Fix canmection problems. ..
Reopen last browsing session
Add site to Start menu

View downloads Ctrl+2
Pop-up Blocker
SmartScreen Filter

Manage add-ons

Compatibility View settings

Subscritie ko this feed., .
Feed discovery
Windows Update

Performance dashboard
F12 Developer Tools

Ctrl+5hift+U

Fiddler
OneNate Linked Notes
Send to OneNote

Report website problems
Internet options

3. Click on ‘Popup Blocker’.
Then, click on ‘Turn off Pop-up Blocker’

. A =
K& & np: o,

/2 Welcome to the GDOT

dot.ga.gov/Pages/default. aspx

<[]

File Edit View Favorites

Tools Help

Delete browsing history. .. Cirl+5hift+Del
InPrivate Browsing Ctrl+5hift+
Turn on Tracking Protection

ActiveX Filtering

Fix connection problems. . .
Reopen last brawsing sessian
Add site to Start menu

View downloads Ctrl+]

Pop-up Blocker
SmartSecreen Filter
Manage add-ons

-

off Pop-up Blocker
Pop-up Blocker settings

Compatibility View settings

Stubscritie bobhis Feed. .
Feed discavery:
Windows Update

Performance dashboard
F12 Developer Tools

Ctrl+5hift+U

Fiddler
OneNote Linked Notes
Send to OneMote

Report website problems
Internet options

You have disabled the pop-up blocker.

1.3.How to Create Account

How to Register Learners step by step instructions
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Step | Action Results
7. From the Learning Management System | The Welcome to GDOT’s Learning Management System
and you are a First time user?, Click the | page is displayed.
link:
Obtain a logon ID and password.
8. Click the Register link. Check for Existing Account page is displayed.
9. | Enter your email address in the User ID CETT il
field. TI Check for Existing Account
@ Please prowde a valid emal address as account Your busmess email address is prefered. villl be validated to ensure emai address is not aln
D: (Maximum charz
allowed is 30)
10. | Click the Accept terms and Conditions .
checkbox. 3
NON DISCLOSURE / CONFIDENTIALITY
OF SENSITIVE INFORMATION AGREEMENT
Georga Dep of Transp a public corp and ity of the State of Georgia
(“GDOT") develops, operates, mamtains or has access to, data, applications and systems that contain
Sensitive Information that 15 vital to the services and responsibilities of state government. The
feguarding of this inf from horized use or disclosure 15 a responsibility of vital
mportance to GDOT.
This Agreement establishes and documents the person identified on the signature page of this
Agreement who will have access to such Sensitive Information (the “Recipient”) as to the protection
and safeguarding of sensitive data and/or nformation vital to GDOT or its government customers whule
Ew work on systems, applications, proposals, bids, confracts, projects, or research and
elooment tasks. This Aefrement 15 1n addition to anv other aereement between Rectorent and &
Accept terms and conditions
_Contiue Regisraton |
11. You will receive a verification indicating:
You will shortly receive a 4 digit code to your email
account. Also check your SPAM/JUNK folder.
Do Not close this page.
You will shortly receive a 4-digit verification code to your email test@testindustries.com’. Please make sure to check your
SpamiJunk folders. (0,0)
12. | Click the OK button.
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Step | Action Results
13. | When you receive the verification Code, B e
Enter it in the field provided.
r— GDOT Publications
f Transportation Policies & Procedures
Beamr otk By e ete T DoputyCorassorer
o e
or disclosure is a responsibility of vital img to GDOT
This i docunrts e persony idenifed o the sigoabre pags ofhis Ageement,will r
¥l Accept terms and conditions
zeo:’i:::ation I5TN —
Continue Registratione—
14. | Click Continue Registration. The New User Registration page is displayed.
15. From Create New Account, Your email
address is your user id.
16. | Enter your password. This is a number made up of:
e At least 1 upper case.
e One number: for example, the number 2
e One special symbol. |, #, etc...
17. | Select the Certificates Required drop-
down. Choose the certificate for which
you will apply.
18. | Under User Information: Enter Your:
e First name
e last Name
e Phone number
e Company
e C(lass type
e Drive Sate, Drive License #, and
e Select your Date of Birth.
19. | Under Primary Address: Select your
e Country
e C(City
e Enter your Address in the Address 1 field.
e Select your State
e And Enter your Postal Code.
20. | Under Security Questions: you need to | You must answer each question and provide a
complete this section in the event you response.
forget your password. These questions
are used to aid in the password reset
process.
21. | Click the Create Account button. You have now completed the New Registration process.
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1.4. How to Register for a Program

To register for a certification program, the user will carry out the following steps:

i

Q My Current Learning

1I-"i"*“-'~’|.ﬂxll Learning

Title
Writing for Transpor...

ACI Concrete Technic...
ELMS 9.2
ArcGIS N
ArcGIS N

View All 57

£ My Learning

E} Search for Learning

o@g
o (B O[;]G Mos
/‘Eu Higl
mll
Type Required Status Due Date Launch
FI
Web-Based Training In-Progress @ @ o
Cerification Reqgistered 0182017
Internal Learning Pending Approval
ClassRoom Pending Approval
Course Planned
f= 2

Enter a keyword and selectthe Search button to initiate the search.

Asphalt |

Search by keyword

Search Results

Advanced Search

View All First (4 1-150f103 » Last

Step | Action

Results

1. On the Home Page,
enter the
full/partial name of
the certification
program under the
‘Search for
Learning’ section
and click on the

’®' icon.

The Find Learning page is displayed with all the classes and
certification programs that have the entered keyword in them.
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Step | Action Results
2. Scroll the Search ;
Asphalt QCT1 - Initial (4840MRAQC1INITIAL)
Results for the
Certification B (2) View Reviews Certification Register
Program.
Asphalt QCT Level 1 - Initial View Details
This program has a duration of 999 days at a price of 0.00 USD.
Asphalt QCT1 - Renewal 1 (4840MRAQC1RENEW1)
B () Certification Register
3. Click on the Asphalt QCT1 - Initial (4840MRAQCTINITIAL)
Register button. R (2 Vew Reviews Certiication Register
Asphalt QCT Level 1 -Initial View Details
Note: If the user is This program has a duration of 999 days at a price of 0.00 USD.
new to the Asphalt QCT1 - Renewal 1 (4840MRAQC1RENEWA)
Certification .
R Q) Certification Register
Program, then
select the Program Asphalt QCT1 - Renewal 1 View Details
with Initial.
Example: Asphalt . . .
( P . P Review Information page is displayed.
QCT1 - Initial)
4, Click the Submit

Register button.

Review Information

Dawadi,Rashmi Pant

Program Name Asphalt QCT1 - Initial
Program Code 4840MRAQCAIMITIAL
Price Per Seat 0.00 USD

(9 Return to F

Type Certification
Contact

Drop Charge 0.00 USD

Schedule All requirements must be completed within 999 days from date of registration.

Expiration Date
Validity

Recertification Period 0 days

P——
Submit Registration
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Step | Action Results
5- CI |Ck the Smelt Review Information @ Return to Previous Page ﬁ} Learning Home
Reg|5trat|°n Dawadi Rashmi Pant
button.
Program Name AC! Concrete Technician Certification - Initial - TYPe Certification
Program Code 4340MRACICTECH Contact
Price Per Seat 0.00 USD Drop Charge 0.00 USD
Schedule All requirements must be completed within 999 days from date of registration
Validity This certificate will be valid for 1095 days fram date of complefion.
Recertification Period 0 days
Submit Registration
6. Registration Confirmation page displays.
Registration Confirmation @ Return ta Pr
Dawadi,Rashmi Pant
+  You have successfully registered in the Asphalt QCT1 - Initial program. You can view your
registration details on your My Learning page.
Confirmation Number 509478
Program Name Asphalt QCT1 - Initial Type Certification
Program Code 4340MRAQCTINITIAL Contact
Price Per Seat 0.00 USD Drop Charge 0.00 USD
Schedule All requirements must be completed within 999 days from date of registration.
Expiration Date
Validity
Recertification Period 0 days
7. Click the Home

link.
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1.5. Enroll for Classes

As an Internal User you can enroll for classes.

@ My Current Learning R - B D[E][‘J Most
View Al Learning - Highes
uﬂﬂu
Title Type I Required StatLIs Due Date Launch _
Writing for Transpaor... Web-Based Training In-Progress @ @ FEIL
ACI Concrete Technic... Cerification Registered 01182017
Asphalt QCT1 - Initi... Cerification Registered 011812017
ELMS 9.2 Internal Learning Pending Approval
ArciGIS I ClassRoom Pending Approval
Wiew All 58

& My Learning

E Search for Learning o

Enter a keyword and select the Search button to initiate the search.

[Worksite | @

Advanced Search

Enroll for Classes step by step instructions

Step | Action Results

1. On the Home Page, The Find Learning page is displayed with all the classes and
enter the full/partial | certification programs (if any) that have the entered keyword in
name of the class them.

under the ‘Search for
Learning’ section and

click on the ’®' icon.

[#] Expand [=] Collapse
Worksite Erosion Control Supervisor Certification (484406000)

@ (3) View Reviews Plan for Later

This one-day course is intended for Worksite Erosion Control Supendsors on GDOT projects and persons that are invalved with the
installation, maintenance and inspection of erosion contral devices. View Details

Class Code Type Duration Start Date Location Price

434406000ILT21784 ClassRoom 1HrE;ayS' 8 11/06/2013 Tifton, GA 0.0o0UsD Enroll
4344060001LT22133 ClassRoom aHrs 0317/2014 Cartersville, GA 0.00USD Enroll
434408000ILT22134  ClassRoom 0317/2014 Jesup, GA 0.00USD Enroll
484406000ILT22135 ClassRoom 03172014 Chamblee, GA Enroll
4344060001LT22137 ClassRoom 04/30/2014 Enroll
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Step | Action Results
2. Click the Enroll
434408000ILT22135  ClassRoom 031712014 Chambles, GA Enrall
button for the class.
3. From Review Review Information @ Retur
Information, click Dawadi Rashm Pant
. awadi, Rasnmi Fan
Submit Enroliment.
Class Name Worksite Erosion Control Supervisor Certification  Type ClassRoom
Class Code 484406000ILT22135 Contact Samuel Adele D.
Price Per Seat 0.00UsSD Drop Charge 0.00USD
Start Date 03/17/2014 End Date —
Last Enrollment Date - Last Drop Date —
Available Seats 11 Available Waitlist 0
Language English
| submit Enrollment
4, Enrollment confirmation page is displayed.
Review Information @© Reumto P
Dawadi Rashmi Pant
+  You have successfully enrolled in Worksite Erosion Control Supervisor Certification. This change
in status will be updated on the My Learning page.
Class Name Worksite Erosion Control Supenisor Certification  Type ClassRoom
Class Code 484406000ILT22135 Contact Samuel Adele D.
Price Per Seat 0.00USD Drop Charge 0.00 USD
Enroliment Status Enrolled Confirmation Number 509479
Start Date 03/17/2014 End Date —
Last Enrollment Date — Last Drop Date —
5. Click the Home link.

Note: To learn more about a class Click the Class Name Link.
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Review Information & ReumtoPr
Dawadi Rashmi Pant

«  You have successfully enrolled in Worksite Erosion Control Supervisor Certification. This change
in status will be updated on the My Learning page.

Class Name| Warksite Erosion Control Supervisor Certification | Type ClassRoom

Class Code 484406000ILT22135 Contact Samuel Adele D.
Price Per Seat 0.00 USD Drop Charge 0.00USD
Enrollment Status Enrolled Confirmation Number 509479
Start Date 03/17/2014 End Date —
Last Enrollment Date - Last Drop Date -
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The Class Details page is displayed.
Class Details
Worksite Erosion Control Supervisor Certification
(@

You can view further details about the Class by selecting the various links. You can enroll in the class by selecting the
Enroll button or add the class to to your Learning Plan by selecting the Add to Plan button.

Class Name Worksite Erosion Control Supervisor Certification type ClassRoom

Class Code 434408000ILT22137 Contact —
Price Per Seat 0.00 USD Drop Charge 0.00 USD
Start Date 04/30/2014 End Date 04/30/2014
Last Enrollment Date 04/30/2014 Last Drop Date 04/30/2014
Available Seats 26 Available Waitlist 0

Language English

Overview Objectives Met Schedule Prerequisites Motes and Attachments

Description This one-day course is intended for Worksite Erosion Control Supernvisors on GDOT projects and
persons that are involved with the installation, maintenance and inspection of erosion control

devices.

Class Syllabus
To receive credit for this class you must complete all required tasks.

1  worksite
Required Sessions

2  TEST
Required Test

Overview Objectives Met Schedule Prerequisites Motes and Attachments

This page provides you with a lot of detailed information such as the name of the Instructor,
Contact information, Enrollment Status, your Confirmation Number, Type of Training, (for
example, Classroom) Price per seat (if any), and the Class Syllabus. (For example, to receive
credit for this class you must complete all required tasks)
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1.6 Add Supplemental Learning

Learners might complete learning opportunities beyond the cataloged classes and programs,
for which you need to, keep a record. For example, they might attend, have equivalent external
work experience, or acquire some form of on-the-job training. For these types of equivalent
training you will use Supplemental Learning.

Main Menu ~

Search Menu:

mmm F FLeE

®

Self Senice
M Self Servi (3 Learning

anager Self Senvice v i
Erterorise Learm |5] Driver License 5 MyLearning

nterprise Learning i i

[5] Personal Information H [El FindLeamning

SetUp ELM |_'1 Cerification Status
FeopleTools 4 Status [=] Learning Objectives
Learning Home Registere |j Supplemental Learning

My Personalizations

My Systemn Profile

Enrolled | = Ceanmmg rtans

Pending Approval Certification

Add Supplemental Learning Step by step instructions

Step | Action Results
1. From the Main Menu select Self The Add Supplemental Learning page is displayed.
Service, Learning, and then
Supplemental Learning. Add Supplemental Leaming {4 Lesming o
Margan, Kfisti CortactUs
Supplemental Learning is leaming that is not listed in the standard learning catalog
Select Supplemental Leaming (2
"Type Select v
* Required Field
Add Supplemental Leaming
2. From the *Type drop-down select | Based on your user login only those supplemental

the type of Supplemental learning.

learning type that match your login ID will be displayed.
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Step | Action Results
Add Supplemental Learning ﬂ Leaming Home
Morgan, Krist ContactUs

Supplemental Leaming is leaming thatis not listed in the standard leaming catalog.
Select Supplemental Leaming (7

*Typg OWR: Approved Industry Training ¥

OMR Approved Industry Training
Select
jre

*Requi
Add Supplemental Learning

Click the Add Supplemental

Learning button.
* Required Field

Add Supplemental Learning

The Add Supplemental Learning page is displayed.

Add Supplemental Learning @ Refurn to Previous Page ﬁ Learming Home
Morgan, Kristi General Attributes Contact Us

Supplemental Learning Details

Title
*Description
“Status Select -

Type OMR Approved Industry Training
*Start Date 032412014 1)
*End Date 032422014 |

Education Units

* Required Field

Save
4. Complete the form_ Add Supplemental Learning @REW[I‘IIUF[EV\UHS Page '}}LeammgHume
Morgan, Kristi General Atiibules ContactUs

e *Enter the title

*Description
Select the Status.

Enter Education units

*Required Fields.

Supplemental Leaming Details

*Title jAsphalt 101

*Description this is a ¢lass that was taken an is equilevent to Beginning Asphalt

“Status gybmit For Approval v
Type OMR Approved Industry Training
*Start Date 032422014 &)
*End Date 03242014 |5

Education Units

* Required Field

Baie

Click the Save button.

You will recive a message indicating that you have
successsfully added the supplemental learning Asphalt
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Step

Action

Results

101 with Submit for Approval status.

Add Supplemental Learing

Morgan, Kristi General Affibutes

You have successfully added the supplemental learning: Asphalt 101 with Pending Approval status.
Supplemental Leaming Details

“Title Asphalt 101

*Description this is a class that was taken an is equilevent to Beginning Asphalt

*Status supmit For Approval v
Type OMR Approved Industry Training
“startDate 03412014 |5
*End Date paz4iz01s |

Education Units

* Required Field

Documents

You have successfully added the supplemental learning: Asphalt 101 with Pending Approval status.

(9 Retur to Previous Page 'Jﬁj Learning Home

ContactUs

If you need to add supporting
Documents click the Documents
button.

Ciocuments

From the Attachments page Click
the Add Attachment button.

Attachments Personalize | Find | View Al I@ |D

O

Delete Atachment Add Atachment

0k Cancel Apnly

First 4 9 0f 1} Last

From File Attachment click the
Browse button.

File Attachment

Upload Cancel

Help

Browse...
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Step | Action Results
9. Navigate to the file location in your
folders.
Select the file from your folder.
10. Click Upload. File Attachment
Help
C:\Users\mcrowder\Desktop\proces flow elms.txt Browse...
Lipload Cancel
11. Your file is now attached to the supplemental learning
you created.
12. Enter a brief description of the file
you just Uploaded' Attachments Personalize | Find | view Al | C2 | E First' 4/ 10f1 '} Last
Attached File Description
O proces_flow_elms.bd this is atest
Delete Attachment Add Attachment
Ok Cancel Apply
13. Click the Apply Button if your are add Attachrment
finished adding attachments.
Note: You can always change your mind and Click
If not Click the Add Attachment . . y gey .
Cancel. At this point none of your attachments will be
button and repeat the above steps.
saved.
14. If you are finished click the Apply Apply
button.
Note: If you change your mind and realize that you
uploaded the wrong document, click the Delete
Attachment button.
15. Click the OK button. Qb

You are returned to the Add Supplemental Learning
Page.

The Documents button and the Save button are no
longer available.
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Step | Action Results
Add Supplem ental Learning @ Return to Previous Page /j} Learning Home
Morgan, Kristi General Attributes Contact Us

You have successfully added the supplemental learning: Asphalt 101 with Pending Approval status.
Supplemental Leaming Details
*Title Asphalt 101

*Description this is a class that was taken an is equilevent to Beginning Asphalt

*Status submit For Approval v
Type OMR Approved Industry Training
*StartDate 032412014 |5
“End Date 03242014 |5

Education Units

You have successfully added the supplemental learning: Asphalt 101 with Pending Approval status.

16.

Click either Return to Previous
Page or go to Learning Home.
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1.7 View All Learning

As an LMS learner you have the option to view all of your learning history using “View All
Learning.” The new LMS 9.2 provides you with two ways to view all of your learning history.
From View All Under My Current Learning and from the Main Menu. Both methods of viewing
all of your learning are included in the step by step instructions.

View All Learning step by step instructions

Step | Action

Results/Descriptions

View All from the Landing page

5} .
@ My Current Learning T ov I Most Enrolled Leamning IR
&
View All Learning - Roadway Testing Technician - Renewal 1
Certification
Title Type Required Status Due Date Launch
*  Asphalt QCT1 - Renewal 2
Aggregate Technician Certification Registered 12H712018 Certification
Asphalt QCT Level 1. ClassRoom Enrolled
? o * AsphaltQCT2 - Renewal 2
MR Approve .
Test01 Industry Training Pending Approval Certification
o *  Aggregate Technician - Renewal 1
OMR Approved . . N
test Industry Training Pending Approval Certification
test OMR Approved Pending Approval Roadway Testing Technician - Renewal 2
Industry Training Certification
View All 25 @ Find Learning
=y Cearning A
Highest Rated Leamnin o 8~
anll e ¢ -
p Search for Learning LA
* Asphalt QCT1 - Initial
Enter a keyword and select the Search button to initiate the search Certification
@ * Class or Program Name
Advanced Search * Class or Program Name
* Class or Program Name
* Class or Program Name
@ Find Learning

1. From the Landing Page
select View All

For example, View All 25

The Learning Page is displayed.

This page displays all of your Learning by; title, Status, Due date,
Start Date, and Completion date.
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3 To view Class Details click Learnng
. e i T S Date
the title Link Aggregate Technician - Initial Registered 12M17/2016
. Asphalt QCT Level 1 Training W. Enrolled
Testo1 Pending
Approval
test Pending
Approval
Fending
test Approval
Asphalt 101 Pending
1 Class Detail
Worksite Erosion Control Supervisor Certification
g
This one-day course is intended for Worksite Erosion Control Supernvisors on GDOT projects and persons that are
td involved with the installation, maintenance and inspection of erosion control devices
A Class Code 434406000ILT22134
Al
Type ClassRoom Start Date 03/17/2014
o Status Completed 5
A Price Per Seat 10000 USD
5 Close
Al
Jorksite Erosion Control SUper... Completed 027242074 02124Z074
Asphalt QCT1 Written Test Completed 03/12/2014
Pilot Car certification - Init... Completed 03M4/2014 03/13/2014
Asphalt QCT1 - Initial Completed 12/04/2016 03122014
Asphalt QCT1 - Renewal 1 Waived 03M12/2017 03/12/2014
Asphalt QCT Level 1 Training W. Cropped
Asphalt QCT Level 1 Training W... Dropped
Asphalt QCT1 - Initial Dropped 11/27/2016
Return

< | 1

View All from the Main Menu

Main Menu ~

Search Menu:

®

Ak

Self Service

3 Learning
[5] DriverLicense

[5] Personal Information H

Manager Self Service My Learning

Enterprize Learning LR

o oy m F P o
(I (O [ (o)

SetUp ELM Certification Status

PeopleTools 4 Status Learning Objectives

Learning Home Registere D Supplemental Learning

My Personalizations Enrolled | [5] Leamning Plans

My System Profile Pending Approval Certificatior

=

From the Main Menu Select
Self Service.

2. Select Learning from the
sub-table of content.

3. Select My Learning. My Learning page is displayed.
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Step | Action Results/Descriptions
My Learning [ view Calendar & Request New Leaming A3 Leaming Home
Morgan, Kristi Contact Us
TVISW 2 tearming - any status, fype or dste > | o
Wy Learning =
Aggregate Technician - Initial Cartification Registered 4 Drop.
f;u-Z:f:T Level 1 Training [
Asphalt 101 Madity
Test02 Modity
test ity
test Modity
\","‘1:'[?:;1@?5 ion Control Supervisor Review &
Pilot Car certification - Initia Rewview &
Pilot Car Certificate Class Review =]
test )
2014 QCT1 1A EVAL Rewview -}
Asphalt QCT1 - Initial Review =]
Asphait QCT1 Field Demenstration ClassRoom Complated 3122014 Rewview -]
My Certification Status |2
Program Name status Recartiny Prnt
Asphalt QCT1 - Initial B Complete Receartify o
4, From this view you have the ability to:
e Drop a class: when selecting this option you will be asked,
“Are you sure you want to drop this program?” You will not
be dropped from any learning classes in which you have
enrolled to complete this program — you will need to drop
them separately.
o Modify your class: You will have the ability to Add
documents and save the changes.
e Review your class: Let’s you rate and review the class.
o Rate Classes. By 1 to 5 stars. 1 being the lowest 5 is the
highest.
5' TO Rate a CIaSS CIICk the Pilot Car Certificate Class ClassRoom Completed 03122014 I Reizw
Review button.
6. The Rate/Review dialog is displayed.
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Step | Action

Results/Descriptions

Rate / Review

2014 QCT1 IA EVAL

Select Ratings

QCT1 |A Evaluation Jan-July 2014

&
Sawve Clear Cancel
7. Select Ratings by clicking on Rate / Review
each of the star(s). 2014 QCT1 1A EVAL
QCT1 |A Evaluation Jan-July 2014
Select R.atirIgs
&
Save Clear Cancel
From My Certification Status
My Certification Status | 1-3 of 3
Program Name Status Status Date Recertify Print
Azphalt QCT1 - Initial Complete 03M12/2014 Recertify 5
Azphalt QCT1 - Renewal 1 Waived 03M12/2014 Recertify
Pilot Car certification - Initial Complete 031312014 Recertify &

8. Select the Rectify link.

Rectify lets you Register for the program (again). (For example,
you need a higher passing score, or you had to drop the class at
the last minute, you can re-register for the class from Rectify.)
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Step | Action Results/Descriptions
9. You also have the ability to view your Status. (For example you
Waived a class and now you need to Rectify (register) to take
the class.
Available Recertifications (:D Return to Previous Page /]Q} Learning Home
Morgan, Kristi
Recertifications
4340MRAQCTRENEW2 Asphalt QCT1 - Renewal 2 Register
10. | To Register for the class ;
. . Register
Click the Register button.
11. | Return to the Previous Page

to continue with
Recertification or Click the
Learning Home link.
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1.8 User ID and Password

General Profile Information may get lost or misplaced. LMS from “General Profile” will let you
change your password but not your email address. (The email address is your user id. Please
keep both your password and User ID in a safe place. )

General Profile Information

Moco-o Lot
=)

Password
Change password

Change or set up forgotten password help

Dorcopolioobonc

My prefemred language for PIA web pages is: English

My preferred language for reports and email is
English

Currency Code [usp |3
Default Mobile Page

Alternate User

If you will be temporarity unavailable, you can sekect an alternate user to recsive your routings.
Alternate User ID

From Date 2

To Date 31
Workflow Attributes
Email User  [f]Worklist User

Miscellaneous User Links

Email Personalize | Find |2V [ Fit (4 1 051 @) oot
Primary Email . .
Account Email Type Email Address

Business w |elmsdev@tgdot.dot.ga.gov +| [=]
I Information Personalize | Find [&% | B8 Fist ' 4 1081} Last
Protocol XMPF Domain UserlD Password
HMPP 3, +| [=]
ol Save

The General Information page is divided into seven sections. Password, Personalization’s,
Alternate User, workflow Attributes, Email and IM Information.

General Information step by step instructions

Step Action Results

Password

Password

Change password

Change or set up forgotten password help
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Step Action Results
1. Select Change password. Change password
Current Password:
Hew Password:
Confirm Password:
Ok Cancel
2. Enter your Current Password.
3. Enter your New Password. This is a number made up of:
o At least 1 upper case.
e One number 2
One special symbol. !, #, etc...
4. Confirm your password. Both the new password and Confirmation
password should match.
5. Click OK
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1.9 Forgot your password or Email ID?

From the LMS Welcome page are two links. Forgot Your Password and Forgot your Email ID.
Click the link that you need help with.

Georgia Dy pariment ul T ransport ation

‘Welcome to GOOT's Learning Management System

Email ID

Password Login

Forgot your Password?
Forgot your Email 102
If you don't have a GOOT LMS account? Register

Important Notice Departmental Training support
This is 2 GDOT application. It is provided to conduet official State business and Nead help with a specific training couvrse or certification?
must be vead appropriately. All individuals using this application must follow the Contact the department training administrator for that
appropriate vse policy and procedures definad by their individual Agenecies or as division

dafinad by GDOT's appropriate wse policy.

You are about to accsss Georzia Department of Transportation computar system
that iz intendad for avthorized vsers only. By logzing into this application, vou agres
to abida by all astablished Enterprize. State and Federal policizs zoverning the
appropriate vse of State of Georgia resovrces. Unavthorizad use of this svstem i
strietly prohibited and may be subject to eriminal prosscution. By proceading, yvour
us2 of this system constitutes vour consent to monitoring, ratrisval, and diselosure
of any information within this system for any purposs deemed appropriate by
GDOT, ineluding law enforcement purposes and enforcement of roles concerning
unaccaptable uses of this system

Forgot Your Password? By the way, you have 5 attempts to try and enter your password after
the sixth attempt you will receive an error message that you will need to have your password
sent to you.

1. Click the Forgot your Password? Link.
a. Forgot My password page is displayed.
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Forgot My Password

If you have forgotten your password, or your password has expired,

answer security questions and you can reset password.

Enter your Email 1D below. This will be used to find your profile, in order to authenticate you.

Email 10:

Continue

% Refrazh

2. Enter your Email ID in the text field.
3. Click the Continue button.

a. Your Password will be emailed to you.
Forgot your Email ID?

1. Please place your email id somewhere safe. This is the only reference you and GDOT will
have to update your password. However if you do forget your email address contact the
Solutions Center.
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1.10

Update Profile Information

Use the Personal Information page to review and update your personal profile information.
External learners can update their personal profile information through self-service pages.

MainvMenu » Learning Home

Search Menu:
| 1 Self Service : I
« [ Manager Self Service = LE_E'”-'"-'E_' i’
_ O Enterprise Learning || Driver License - |
| 3 Set Up ELM |=] Personal Information Home I
I [ PeopleTools b Registered 12M171201¢
i |_'1 Learning Home Enrolled

|j; My Per&unalmt}:::ns Pending Approval

Personal Information step by step instructions

Step Action Results
1. From the Main Menu select
Self Service.
2. Select Personal Information | The Personal Information Home page is displayed.

from the Submenu.
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Step Action Results

Personal Information Home 1‘_1 Leaming Home
Morgan, Kristi

Name

Morgan, Krist

Update Name

) Add
Address Summary
‘Address Type Address Primary
Home 114 W 12th Street Suite B Tifton, GA 31795

Update Addresses

Email Addresses
Emal Typa Emall Address Primary
Business elmsdev@tgdot.dot.ga gov

Update Email Addrasses

Phone Mumbers

Phons Type Phone Primary

Update Phane Mumbers

3. From this page you can update:

e Name: Last name first, then first name (for example,
Morgan, Kristi)

e Add a Photo:

e Address: Home or business mailing address.

o Email Address: Company Email address.

e Phone numbers

e Learner Preferences: for example, how you want your
Catalog Search listed, either Advanced Search or Basic
Search, number of items displayed per search.

o Certificate Access: choose to Show All Certificates
or only those that match your learning
preference (for example, Pilot Car)

o Classification Type: for example, Contractor.

e Driver License information

4, Once you have made all of
your updates, Click Save.
5. Click Learning Home to
return to the Home page. A} 1ozrning Home
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