Searching the Catalog, and Registering for, a Scheduled Offering Course

1. Log in to the Learning Management Service  https://lms.whs.mil
2. From your Learner Home Page, select the ‘catalog’ tab on the right.

3. Choose the simple catalog search if not preselected
4. From the simple catalog search page you can search the catalog for courses based on the title or description of the courses available in the WHS Learning Center.

5. Type the word ‘Action Officer’ into the ‘keywords’ text field and select the ‘Search’ button at the bottom of the screen to search for courses. 

6.  A list of available Action Officer courses should now be visible on the screen.  Click on the course you would like to attend and select ‘add to learning plan.’

7. Review your learning plan tab and you will see the course you selected with a status of ‘Must be registered’.  Click on the ’Offering details’ button which will take you to a screen that shows the dates and times the course is offered, and also allows you to register for the session you wish to attend.  Once you have decided which session you wish to attend, select the ‘Register’ button.

8. You will be presented with a ’warning details’ screen which informs you that your registration in the course is pending until the course registrar approves your request and enrolls you in the course.  Selecting the button labeled ‘yes’ indicates that you have read and agree to continue with the registration process.

9. Once you select the ‘yes’ button, you will be presented with information regarding the course, the session you selected, and the approvers for your request.  At this time you may add any comments related to the course or your request for registration.  If you are satisfied with the information and wish to continue the registration process, select the ‘confirm’ button.
10. This completes your portion of the registration process.  Your registration status will continue to be listed as ‘PENDING’ on your learning plan until approved by your training coordinator, supervisor and course registrar.
11. Once approved, you will receive an email from the Learning Center application stating your new status and providing course information.  The course status on your Learning Plan will be updated to reflect an ‘Enrolled’ status, and you can check this status any time.

If you have questions after you have read and the completed session this please contact the LMS help center at LMS@whs.mil.
