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ELM USER GUIDE 
Workforce Development 



 
Use your Novell user id and password to login. 

 

Access to ELM 



Navigation 

 
1. Enter the course code in the keyword text box OR to refine your search, click the Find Learning link or the Advanced 

Search link. 
 

2. Click the “My Learning” link to view completed and enrolled classes and launch online courses. 
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Searching for a course 

1. To search for a specific course, enter the course code in the “Course Code” field and click the “Search” button. 
2. Click the class code title to view the course description, prerequisite, class times and facility/room information. 
3. To enroll for the class, click the “Enroll Now” button. 
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Instructor-led Courses 



3. Enrollment for instructor-led courses require manager’s 
approval. 
 

4. Once enrollment has been approved by your manager, you 
will receive an email notification confirming your 
enrollment. 

Instructor-led Courses 

1. The Review Information page allows you to verify the class 
you are enrolling. 
 

2. Click the “Submit Enrollment” button. 
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Online Courses 



 
5. Click the “Launch” link to start the course. 

 

1. The Review Information page allows you to verify the class 
you are enrolling. 
 

2. Click the “Submit Enrollment” button. 

3. Enrollment for online courses does not need manager’s 
approval. 
 

4. Click the “Launch” link. 

Online Courses 
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My Learning 



My Learning Page 

1. You can view all the courses that you have completed or are currently enrolled. 
2. Click the play icon under the “Launch” column to start the online course. 
3. Click the “Drop” button to drop courses . 
      *You can drop courses only if it is self-initiated enrollment. 
4. Click the “Review” button to provide feedback about the course. 
5. Click the printer icon under the “Print” column to print your certificate. 
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