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[bookmark: _Toc423505896]Registration and Attendance

· Participants will register within the eLM system. 
· Trainers will be emailed their roster for their class. 
· For classroom training sessions, trainers will need to have participants sign the Class Roster (Excel template). 
· Rosters will need to be scanned and emailed to Patricia.A.Hanson@saic.com and Audrey.J.Figueroa@saic.com at the end of each day. 
· If a scanning device is not available, names should be typed into the Excel template and emailed.


[bookmark: _Toc423505897]Link to Test

http://saicitotest.service-now.com/navpage.do


[bookmark: _Toc423505898]Users with No Access

If a student cannot log into the test environment using their SSO credentials, log them in using one of our test logins set up for this purpose. There are four test logins for each trainer. Please use the test logins assigned to you so that you aren’t conflicting with another trainer. If you happen to need more than those allotted to you, please let Cindy know and she will allocate more to you from the spares.

Howard Allison 	01.test through 04.test
Kim Pratt			05.test through 08.test
Jake Kilpatrick		09.test through 12.test
Hadarah Daniels	13.test through 16.test
Theresa Croce		17.test through 20.test
John Doherty		21.test through 24.test
Phil Kowalski		25.test through 28.test
Charlie Lucas		29.test through 32.test
Tom Whitehouse	33.test through 36.test
Spares				37.test through 40.test

All logins have the same password: es3training

[bookmark: _Toc423505899]Remote Training 2012969 Leader PIN

The phone number is 1-800-366-7242. The Leader PIN for the 2012969 conference line is 2440.

[bookmark: _Toc423505900]Remote Training Problem Resolution

Impersonate the person having problems so that you can go through the steps using the screen as they see it.

[bookmark: _Toc423505901]Class Evaluation 

At the end of each class, whether remote or classroom, the students will need to complete the online evaluation. The url is http://saic.checkboxonline.com/ES3-Training-Assessment.aspx
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