
SOP: Technology and Learning Management System
(LMS) Training
This SOP provides a comprehensive framework for technology and learning management system (LMS) training,
covering the setup and navigation of the LMS, user roles and access management, content creation and course
enrollment processes, troubleshooting common technical issues, and best practices for online learning engagement. The
objective is to enhance user proficiency, ensure effective utilization of the LMS platform, and support continuous learning
and professional development within the organization.

1. Purpose

To establish standard procedures for conducting technology and LMS training to maximize efficient and effective use of
the LMS platform for organizational learning and development.

2. Scope

This SOP applies to all employees, trainers, administrators, and new LMS users who require access to or utilization of
the technology and learning management system.

3. Responsibilities

Trainers/Administrators: Conduct training sessions, manage user access, provide support, and oversee
LMS operations.
Learners/Users: Participate in training, manage personal account details, and seek help when required.
IT Support: Troubleshoot technical issues and ensure system availability.

4. Procedure

1. LMS Setup and Access
Ensure users receive login credentials via email.
Guide users through the login process and initial account setup.
Provide a platform navigation overview.

2. User Roles and Access Management
Assign user roles (e.g., learner, instructor, administrator) based on organizational structure.
Review and update access permissions regularly.
Deactivate or remove users who no longer require access.

3. Content Creation and Course Enrollment
Demonstrate the process for uploading and organizing course materials.
Guide instructors in creating modules, assignments, and assessments.
Show users how to self-enroll or auto-enroll in required courses.

4. Engagement and Best Practices
Encourage regular platform login and participation in discussions.
Promote use of interactive features (forums, quizzes, chats, etc.).
Share tips for time management and effective online learning.

5. Technical Troubleshooting
Provide support contacts and resource guides for common issues (e.g., password reset, access
errors).
Escalate unresolved technical issues to IT support.



5. Documentation

Maintain attendance, completion records, and feedback forms for all training sessions.
Document updates to user roles, access, and course content.

6. Review and Continuous Improvement

Collect feedback from users and trainers following each training session.
Review LMS usage data to identify areas for further training or support.
Update the SOP semi-annually or as necessary to align with system updates and organizational changes.

7. References

LMS User Manual/Help Center
IT Support Contact List
Organizational Training Policy
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