How to Register for a TEL Event in My Learning Manager

1.  Go to the website http://mylearning.nps.gov

2.  Logon Screen:
user name = NPS email address - all lower case (ex. joe_smith@nps.gov)
password = 1st 3 letters of last name, birth month, birth day - all lower case (ex. smi0602)

First time users must designate your supervisor.  Instruction on how to do this are located under Help (left hand side of screen).
3. How to locate upcoming TEL courses (in the upper left hand corner of the screen):
· In the Search Catalog box – place your cursor in the box and type in the exact course title, OR
· Click on All Catalog Items, next screen click the drop down box above Catalog Type, select

TEL - Interactive, click the Search button, and navigate through all the upcoming TEL courses using the Next or Previous buttons until you locate the course or type the Catalog Code in, OR
· Click on Learning Categories; select Technology Enhanced Learned (left hand column – 
3rd up from bottom), navigate through the courses using the Next and Previous buttons until you have located the course or type in the Catalog Code.

4. Once you’ve located the course, click once on the Catalog Item Title - the lower portion of the screen 
will display the course description and misc. information.  Click the View Events button, the course 
date(s) and location will appear on the next screen.
 If you know that your TEL Station site is available to participate in this training, you may click on the 

 "Apply" button to the right and go to #7.  If you are unsure of your TEL Stations participation, you 
 must:

5. Click the Catalog Item Title for the event with the date you want to attend (if multiple dates are being 

 offered); on the next screen click "Click here for a list of TEL sites participating in this broadcast" to 

 see if your TEL site has registered to participate in this training.  If the TEL Station site has not 

 registered, please contact the TEL Station Manager to see if the training can be made available.
6.   If the site has registered, you will need to close out of two screens by clicking on the white X
      in the red box, in the upper right hand corner of your screen until you get to the screen with 
      the "Apply" button.

7. Click the "Apply" button, then select Confirm Application or Cancel.  The next screen will your 
Enrollment Status.  For all TEL courses, your enrollment type will always state "pending selection" under Enrollment Type.
Supervisory Approval:  in most cases, TEL courses do not require supervisory approval; the 

Supervisory Approval field will automatically state "approved".  If supervisory approval is required 
for a TEL course, your supervisor will receive an automated email notifying him/her to 
Approve/Deny your request.  Under Supervisory Approval it will state Waiting for Approval until 

the supervisor approves/denies the training request.  
EVALUATION:  After your TEL Station Manager has “finalized the roster”, the next day you will receive an automatic email notifier informing you of the on-line evaluation process.  Follow the instructions within the email and complete the 10 question evaluation as soon as possible.
If you have any difficulties, please email the Help Desk @ nps_helplms@nps.gov
Participant Materials can be located @ www.nps.gov/training/tel prior to the course.
