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Approving External Training (by the Supervisor) 

DHHS supervisors should approve training for employees including external training. Supervisors should review the LMS External Training Process  to understand the process of adding external training to the NC Learning Center (LMS) after the training has been completed. 

This document will help a supervisor to perform their role in approving external training. 

The approval of the inclusion of the external training—training taken outside of the LMS catalog (and outside of OSHR, DHHS, other State Department, and/or your Facility or Division)—includes the attachment of a copy of the certificate of completion. If the copy of the certificate is not available, the approver--you, the supervisor--must see the certificate or other verifying information that proves completion of the course. Approval of the inclusion in the LMS is your responsibility, the employee’s supervisor.

Steps that you (along with the employee) should take prior to adding external training to the employee’s transcript are:

1. Make sure the external training is relevant to the employee’s work.
2. Give permission to employee to take external training related to current position.
3. Have and review the relevant training details (such as Course Title and Description, Provider, Training Dates).
4. If you do not have a digital version, scan in a hard copy of the training certificate and/or verification in order that you will be able to upload a digital copy as part of the request.
5. Remind the employee of the need of a certificate and/or verification of attendance.
6. Ask the employee to inform you when he or she will be requesting approval to add external training to his or her transcript, so you can be aware of the request for your approve the external training. 


Submission steps for the Supervisor’s approval for the external training:  
  
Supervisor       
1. Gives permission to employee to take external training related to current position.
2. Receives from employee and/or through the LMS the appropriate documentation of training completion (the certificate and/or other pertinent information for verification of attendance). 
3. Approves or denies the request for inclusion in the LMS, based upon the review of verification information.
           










You have received an email notice that an employee has External Training be added to his or her transcript.  Following are the step-by-step instructions for submitting the Supervisor approving external training to the LMS:

1. Login to Beacon.

2. Click the “LMS&NCVIP” tab at the top of the page.

3. [image: ]Click the “Submit” button on the next page.

3.













4. Click My Team
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Pending requests will open in the Action Item screen.
Find the employee’s name and the external training.





5. Click Approve/Deny link

6. Click View Details to review details of the training (such as description, training date,  
Requests submitted without supporting documentation (certificates of completion or other verifying information that proves completion of the course) should be denied.
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You can add additional comments.

7. Based upon whether you approve the training or not, select action:   Approve, Defer, or Deny.
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Ifyou have trouble connecting, please click here for an FAQ Help document.
Ifyou have questions about LMS content, please confact your agency LMS Coordinator.
Contact BEST Shared Services at BEST(@osc.nc gov if additional assistance is required.
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