
Once logged into the Learning Management System (LMS) and you want to enroll 
into a New Learner Navigation Session for a brief overview on how to use the 

LMS. Please follow these directives: 
 
 

 Choose the Catalog tile 
 

 
Depending on your role, you will see different choices of courses. To enroll in a New 

Learner Navigation session, you can Search/Filter for it or scroll the courses 

using the Load More button if it does not appear on the initial landing page. 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

You should now see The New 

Learner Navigation Training course in your catalog section to the 

right: select the Choose Session button 



 
 

Within the calendar choose a date in the deep/dark red color you would like to 

explore session options from . 
 
 
 
 
 
 

 

 
 

You see will there are both In-Person Sessions and Virtual Sessions—the format is 
identified in the title with the date and time. 



Once you choose a date, some dates have several options to explore while other dates 

may only have 1 session to choose. Choose the Enroll button under the specific date & 

time you would like. 
 
 



After you have chosen a session, you should see a quick pop-up in the bottom right of 

your screen (if your popups are enabled) alerting you have been successfully 

enrolled in the session you choose. 

You will also now see your selected session has added details on the screen. You can 

add the session to your individual appointment calendar (via download popups, 

ensure this is enabled) 

 

 

*Individual appointment calendar: this will be dependent upon what type of 

calendar you use. However, your calendar appointment will reflect the link to the virtual 
session 

 
 

 

If you choose the wrong session you can also cancel your selection via the gray Cancel 

Session box as depicted in the screenshot above. As soon as you select the 

cancel button it processes the cancelation immediately. 



Choose the gray box with the down arrow to expand the details of the session, see the 

blue circle below 
 
 

The details of the session will include the link to the virtual session. *This will also be 

included in your calendar appointment reminder if you choose it. As well, it will be emailed to 

you. 
 

 
 
 

 

There is no further action you must take. If, 
for some reason, you have not received 

an email reminder, you can check your 
individual dashboard to confirm the 

session enrollment. 

Go back to your dashboard, choose the 

My Courses tile. 

Once My Courses opens you should see 

the session you enrolled in. 

*The Instructor-led courses (ILC )sessions 
you are enrolled in are listed by earliest 
date at the top 

 
 
 
 
 
 

Choose the View button on the right 



All of the sessions details should display along with the virtual link. This will be 
available to you anytime you open your dashboard, up through completion or 

cancellation of the session. 

 
If you don’t immediately see the session details, choose the down arrow on the gray box 

as depicted by the red circle below 
 

 
 
 
 
 

 
If you have any problems with enrolling into a session, please reach out to CEU: 

989-797-3445 


