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Adding External Training to the LMS 

DHHS employees use this process to add external training to the NC Learning Center (LMS) after the training has been completed. External training is training taken outside of the LMS catalog that is relevant to the employees’ current position. For verification and approval, the certificate of completion should be attached in the LMS and/or a copy should be given to the supervisor.     

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, your supervisor, must see the certificate or other verifying information that proves completion of the course. Approval of the inclusion is the responsibility of the employee’s supervisor.

External training process:  

1. Employee finds needed external training.
2. Employee and supervisor discuss relevance of the external training to current job. 
3. If relevant, supervisor approves the employee’s training request.
4. Employee completes the external training and gets a digital (or scanned) copy of the certificate and/or other pertinent information for verification of attendance.
5. Employee adds the request for inclusion of the external training in the transcript along with the appropriate documentation of training completion in the LMS.
           
a. Login to Beacon.
b. Click the “LMS&NCVIP” tab at the top of the page.
c. [image: ]Click the “Submit” button on the next page.
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d. [image: ]Click “My Training and Transcript”.
d.


















e. In your transcript, click the dropdown arrow beside “Options.  Click on “Add External Training”. 
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f. A page will open up that will enable you to input the details of the External Training.  
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g. Click “Submit” when you have added all the required information about the External Training.
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6. Supervisor receives an email notice about the employee’s request to add External Training to the transcript.  The supervisor approves or denies the training based upon earlier discussion(s). The action of APPROVING or DENYING requested training be added to a transcript can only be done by the supervisor logging onto the LMS and completing the requested action on their task tab. 

a. Login to Beacon.
b. Click the “LMS&NCVIP” tab at the top of the page.
c. [image: ]Click the “Submit” button on the next page.

c.











d. Click the “My Team”. Any pending requests will automatically open in the ACTION ITEMS screen.
e. Find the employee’s name who took the external training.
f. To review the training request, click the APPROVE/DENY link.
g. Review the details of the training (such as description, training date, and other pertinent information).
h. Click the APPROVE/DEFER/DENY link to return to the approval screen.
i. Select APPROVE (or the appropriate response) and click SUBMIT. 






7. Employee, if your supervisor approves the External Training, the training will automatically be added to your transcript and can be found in the “Completed” list of training on your transcript.
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Note: 	 If your supervisor denies the inclusion of the training, the “Denied” status will be on your transcript. Click the   
 	 training title in the transcript, then click the down arrow next to “Approval History” to see the comments 
 	 relating to the approval process.  
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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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Enter the information below and submit for approval. This information will be added to your transcript, and you may follow the approval process by monitoring the
status of the external training.
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