Registering for a NYS OFPC Course:

Enrolling into a course

Step 1:
Once you have logged into SLMS you will arrive at the home screen. Go to the Search Catalog Tab. Click on the link.
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Step 2:
You will come to the screen below. In the Search the Catalog box type in the course you would like to take. For

example: Type in ICS 300. Once you have typed in your course click Search Activities. This will bring up all the courses
in the state that are being offered including the one you are looking for. For example: 1CS 300 will show all the courses
being offered in the state. Now in order to determine which course you would like to take you will need to look at the

“Activity starts on date .” The course date is located on your announcement so either have the announcement
when you register or make sure you know the date of the course.
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Step 3:
Once you have found the course you are looking for you will click on the enroll link.
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Step 4:

The screen below will come up and tell you what is expected of from the course. To enroll scroll down to the bottom of
the page until you see the enroll button.
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Activity Details

1-300 Intermediate ICS For Expanding Incidents

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

Activity Name: 1-300 Intermediate ICS For Expanding IncidentsType: *Instructor-Led Classroom

Activity Code: 04-11-0300-01-01-46-12007 Contact: - =
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Last Enroliment Date: (8/06/2012 Last Drop Date: s
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Language: English Duration: 27 Hrs
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At the bottom of page you will see a button to enroll. Click on that button.
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After you click on the button this screen will come up, click on the submit enrollment button.
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Enroll In Activity

Review Information

MELISSA CALHOUN, Code Enforcement, COUNTY OF ERIE

Activity Name: 1-300 Intermediate ICS For Expanding Incidents Type: *Instructor-Led Classroom
Activity Code: 04-11-0300-01-01-46-12007 Contact: -
Price Per Seat: 0.00USD Drop Charge: 0.00 USD

Start Date: 08113/, End Date: 08/29/2012
Last Enrollment Date: 012 Last Drop Date: =
Available Seats: Available Waitlist: 30
Language: English Duration: 27 Hrs
. Submit | Search Catalog Browse Catalog
v
& Internet 43 v ®100% v
i s start (& 4 Microsoft Office ... ~ | /2 NYS Division of Homel... Win..

300-Announcement... | T Document! - Microsof... 2 JE - M




You will know you have successfully enrolled once you have clicked the button because this screen will appear.
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Enroll In Activity

Enroliment Confirmation

MELISSA CALHOUN, Code Enforcement, COUNTY OF ERIE

«  Youhave successfully enrolled in I-300 Intermediate ICS For Expanding Incidents. This change in
status will be updated on the All Learning page.
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In addition to this screen you will also get an email confirming your registration into the course.



Dropping from a course

Step 1:

In order to drop from a course click on the My Learning link.
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Step 2:

It will bring you to the screen below. This screen will show you all the courses you are registered for. Find the course
you want to drop. Then click on the Drop button.
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You can view five of your most current activities and programs or select the View All Learning link to view all of your
activities and programs. You can search for learning using a keyword search or access the advanced search or
browse catalog by selecting the corresponding link. To view your scheduled activites, selectthe View Calendar
link. Submit a learning request by selecting the Request New Learning link.
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Step 3:
This screen will come up click on the Drop button.
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After you have clicked on the button this screen will appear stating that you have successfully been dropped from the
course.
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In addition to this screen you will also get an email confirming your registration into the course.



