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Please refer to the following recommendations before working in the CSOD 
Learning Management System.

IT Recommendations

Disconnect 

from VPN

• CSOD may be “blocked” by the JSP VPN. Access would 
need to be initiated after disconnecting from the VPN.

• A ‘warning’ pops up when you download an excel file 
(e.g., to view a report), click View Spreadsheet instead. 

Disable 

popup-

blocker

Disable your popup-blocker by going to your browser’s 
settings, privacy and security, popups and redirects, 
and allow popups from www.dau.csod.com.

Internet 

Browser

• Add Cornerstone to your Organization’s white pages and 
use Google Chrome as the Internet Browser.

• Increase the size of your screen by holding CTRL button and 
+ at the same time or go to your browser’s settings, zoom.

Frequently Asked Questions (FAQ’s)

Visit the DAU FAQs @ https://www.dau.edu/faq/
Or contact the DAU Help Desk:

Commercial: 703-805-3459; Option 1
Toll Free: 866-568-6924, Option 1

DSN: 655-3459; Option 1
Email: DAUHelp@dau.mil
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New Users will need to submit a DAU SAAR form to obtain access to CSOD… 

Step 1: Go to https://saar.dau.edu.

NOTE: If you support the Department of Defense and have a Common Access Card (CAC), 
the system can determine if there is already a DAUID associated to your information. 

2

Request an Account Using the SAAR Form

Back to Table of 
Contents

Step 2: Select Department of Defense Agency.
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Step 3: Select Continue after reading the Warning Notice.

Step 4: Answer the DoD CAC question.

3

Request an Account Using the SAAR Form 

(Cont. 1)

Back to Table of 
Contents

4
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Step 5:  Read the information regarding your DAUID and answer Yes or No to the question. 

5

Request an Account Using the SAAR Form 

(Cont. 2)

Back to Table of 
Contents

Step 6:  Select Virtual Campus (Online Training) to obtain access to the Virtual Campus. 

6
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Step 7:  Enter the reason you are requesting access to the system. 

7

Request an Account Using the SAAR Form 

(Cont. 3)

Back to Table of 
Contents

Step 8: Select your Citizenship Type.

Foreign National Students must have a DoD CAC or a DAUID to submit this form. Guidance is 
available on the FAQ Website for obtaining the required DAUID.

Step 9: Enter your SSN/FIN or DAUID. If you do 
not have either, please go to the FAQ website for 
additional guidance. 

8

9
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Step 10:  Enter your First and Last Name.

10

Request an Account Using the SAAR Form 

(Cont. 4)

Back to Table of 
Contents

Step 12: Select your Organization. Step13: Select your Sub Org. 

12

Step 11:  Select your Designation.

11

13

Step 14:  Enter your Telephone number. Step 15:  Enter your Email.

14 15
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Step 16:  Enter the contact information for your Supervisor.

16

Request an Account Using the SAAR Form 

(Cont. 5)

Back to Table of 
Contents

Step 17: Read the User Agreement and select the I Agree box..

17

Step 18:  Enter the captcha Security Code and click the Submit button. 
Note: You can select the green arrows to generate a new code or select the green sound image for the 
code to be read out loud. 

18

IMPORTANT: If there was any information that was not filled in correctly, there will be red 
text in the area of the form that requires your attention for correction. Afterwards, you will 
need to select the “I Agree” check box again and enter the new code in the image box for 
your SAAR to be submitted. Select the “Submit” button once you have completed the form. 
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Step 19:  Read the information on the SAAR Thank You Page regarding next steps. 

Request an Account Using the SAAR Form 

(Cont. 6)

Back to Table of 
Contents
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Log On - CAC Access

Step 1: Go to URL: https://dau.csod.com/ (preferably using Google Chrome or Edge). You may want to log 
out of VPN before starting this process.

When you want to login using your CAC…

Step 2: The Sign In window will popup.  Select the “Sign in with CAC Card” button below the fields for 
Username and Password.

2

Back to Table of 
Contents

1
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Log On – CAC Access (Cont. 1)

After entering your CAC card PIN, CSOD should open with your Organization's logo in the top left corner. 

Back to Table of 
Contents
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Log On – Username and Password

Step 1: Go to URL: https://dau.csod.com/ (preferably using Google Chrome or Edge). You may want to log 
out of VPN before starting this process.

When you want to login using your Username and Password…

Step 2: The Sign In window will popup. Enter your Username (work email used by OKTA and
CSOD) and Password (DAU provided).

2

Back to Table of 
Contents

1
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Log On – Username and Password (Cont. 1)

CSOD should open with your Organization’s logo in the upper left corner.

Step 3: Click Sign In.

3

Back to Table of 
Contents
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Forgot Password

When you can’t log on…

Step 1: If you need help signing in, select the Need help signing in? link at the bottom of the window.

1

Back to Table of 
Contents
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Forgot Password (Cont. 1)

Step 2: If you already set up OKTA to reset your password, select the Forgot Password? option to have a 
new password/PIN sent to your email or phone.

2

Back to Table of 
Contents
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Forgot Password (Cont. 2)

Step 3: Select the OKTA support FAQs option and follow the directions for Q2.

3

Once you successfully complete the SSO log in process, CSOD should open with your Organization’s logo in 
the upper left corner.

Back to Table of 
Contents
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View and Update Your User Record

When you want to view and/or update your User Record…

Steps 1, 2: Hover over Home and click Universal Profile. 

1

Step 3: Your User Record will be displayed on the screen. To expand a section within the User Record, click 
on the arrow next to the section. The only section in which details are not visible to you is Federal 
Acquisition Workforce and Supervisor Contact Information. 

3

2

Back to Table of 
Contents

NOTE: You also can easily expand all sections by clicking on Options button at the top right 
of the page shown below and selecting Expand all sections.

NOTE: If you transfer out of 
the SC Workforce, contact 
the DAU Help Desk.



20

View and Update Your User Record (Cont. 1)

You will be able to view your Name and User Name. 

Under the Contact section, you can view your Address including city, state, zip, country, phone, and email 
address as applicable. 

Back to Table of 
Contents
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Under the Settings section, you can view your Time Zone.

Back to Table of 
Contents

You can also view the following information under the Organization Structure section:

• Manager
• Dean of Director
• Position
• Location

• HR Admin
• Organization
• Grade

Several items in the Organizational Structure section 
do not pertain to DSCUStudents and can be ignored.  

These items include – Dean or Director, Position, 
Location, and HR Admin.

View and Update Your User Record (Cont. 2)
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View and Update Your User Record (Cont. 3)

The Defense Security Cooperation Workforce section is not editable. This field will dictate which SC 
Certification will be assigned to you.

You can view information under the Other Demographics section. Here you can view the following fields 
that may or not be applicable to your position. 

DSCU Enterprise and SC Flag – Groups all DSCUStudents who are either under the DSCU 
Enterprise Organization or have the SC Flag = Yes (this means they have either a position or 
a billet assigned to them). 

Back to Table of 
Contents
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View and Update Your User Record (Cont. 4)

Step 1: Navigate to Global Search at the top right of your screen and click on the magnifying glass icon. 

Back to Table of 
Contents

Step 2: Click on Forms. 

2

1

Step 3: Click on the SCW User Record Updates Form. 

3
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View and Update Your User Record (Cont. 5)

Back to Table of 
Contents

Step 4: Use this Form to update your User Record information. All fields with an asterisk are 
required. Once finished click Submit. Updates will reflect your User Record immediately. 

4

Note: If you find duplicate 
values when updating your 

Manager, use the field 
below to enter your 

Supervisor’s information. 
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Moving to DSCU Organizations in CSOD

When you want to change your Organization to DSCU in your User Record…

Steps 1, 2: Hover over Home and click Universal Profile. 

1

Step 3: Your User Record will be displayed on the screen. To expand a section within the User Record, click 
on the arrow next to the section. The only section in which details are not visible to you is Federal 
Acquisition Workforce and Supervisor Contact Information. 

3

2

Back to Table of 
Contents

NOTE: You also can easily expand all sections by clicking on Options button at the top right 
of the page shown below and selecting Expand all sections.

If you would like to become a 
DSCU Student in CSOD and have 
full access to DSCU courses and 
Certification Dashboard, you can 
change your Organization to 
DSCU.
If you would like to just take a 
DSCU course such as SC-101, you 
can search it using Global Search. 
You will remain under your 
current Organization.
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Moving to DSCU Organizations in CSOD (Cont. 1)

Step 4: Click the Edit button at the bottom right of the page.

You can change your Organization affiliation under the Organization Structure section. Changing your 
Organization under DSCU Registrar will give you access to all DSCU’s Online and Instructor Led Training 
courses.  

Step 5: If you have an Organization currently listed, click on the x to clear the selection. 

4

5

Back to Table of 
Contents
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Moving to DSCU Organizations in CSOD (Cont. 2)

Step 6: Click on the expand icon.

Steps 7, 8: A list of organizations will appear on the screen. Search for DSCU and click Search. You can 
navigate to the other pages by clicking on the page number at the bottom right of the popup window.

7 8

6

Back to Table of 
Contents
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Moving to DSCU Organizations in CSOD (Cont. 3)

Step 9: Once you find your organization, click on the title. This will select the organization. In the example 
below, the organization Combatant Commands has been selected.

The Organization field in your user record will update to reflect your selection.

9

8

Step 10: Click Save at the bottom of the page.

10

NOTE: It is highly recommended to make this change at the end of the day. Once  you have changed your 
Organization in CSOD, the system will need 4 hours to reflect this change. If you log in before 4 hours has 

passed, the changes made to your Organization will not save. Once your Organization has updated, you will 
see the DSCU Home page when you log in.  

Back to Table of 
Contents
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View Your Transcript

When you want to view your Transcript…

1

3

1

Steps 1, 2: Hover over Learning and click on View Your Transcript. 

Steps 3, 4: Your Transcript will be displayed on the screen. By default, the filter is set to active courses that 
are still in progress. To view your completed training, click on Active dropdown and select Completed. Note 
that you also have the option to sort by date, title, and status. 

4

2

Back to Table of 
Contents

Please refer to 
the next page for 
more information 
on each status.

Note: These are 
hyperlinks for 
quick access.
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View Your Transcript (Cont. 1)

Note that there are various ways you can filter your training in your Transcript Page. When you click on the 
arrow next to  By Date Added you can further filter your search by Title, Status, By Date Added, By Training 
Type, or By Due Date. 

You can also filter you search by Training Type. You can click on All Types and further filter your search by 
All Types, Certification, Curriculum, Online Class or Session. Note that by default, Certifications will show 
on the Active tab, even if you are certified. 

Back to Table of 
Contents
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View Your Transcript (Cont. 2)

The icons below explain the various kinds of training content you may see on your transcript 
based on what DSCU is offering. 

Back to Table of 
Contents

Online Class
Asynchronous course 
that is available 
online. 

Certification
SCW members require 
professional certification and 
is a condition of employment 
for civilians and an order for 
service members.

Curriculum
Comprised of multiple 
Learning Objects which are 
part of one program and 
can include tests, external 
courses, online learning, or 
instructor-led training.

Session
A synchronous online 
or in person class led 
by instructors.

Test
An exam at the end of a 
course or module. Can 
also be in the form of a 
pre-test (test-out).

Material
A training type that can be used to 
manage various types of 
documentation. A material can be a 
website URL or an uploaded file such 
as an image, text document, or 
presentation document.

Online Content
Not currently being used.by DSCU. 
An example would be an 
asynchronous online course ( e.g., 
LinkedIn, Harvard).

External Training
Users can capture training taken 
outside the system, such as 
conferences, external online courses, 
books, etc. on their learning transcript 
that they would like credit applied 
towards their Continuous Learning 
Hours.  
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View Your Transcript Status

When you want to view the status of training courses in your Transcript…

Steps 1, 2: Hover over Learning and click on View 
Your Transcript. 

1

See below the available Transcript statuses in CSOD followed by a brief description.

TRANSCRIPT 
STATUS

DEFINITION APPLICABLE TRAINING TYPES

Approved Training was approved by the approver. This status is 
accompanied by the Register option. For approved 
events, the Select Session option appears.

All

Cancelled User was registered for an ILT session that was 
cancelled. This status is accompanied by the Select 
Session option.

ILT Session

Completed The training is complete and all required evaluations 
and acknowledgments are complete. For WebEx 
sessions, a status of Completed is achieved if:  

- The session is ongoing, but the User has completed 
enough parts for completion to occur and an 
administrator submits the roster for completed Users.

- The User has completed all attendance/part 
requirements, and an administrator submits the roster.

All

2

Under the Active view of your Transcript page, 
you may check the status of training courses you 
are enrolled in. Right beneath the training title, 
you will see the field “Status”. This field displays 
the status of the training you are enrolled.

See next page for more

Back to Table of 
Contents
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Back to Table of 

Contents

See below the available transcript statuses followed by a brief description (cont. 1).

TRANSCRIPT 
STATUS

DEFINITION APPLICABLE TRAINING TYPES

Denied Approval is required for the training item 
requested by the User and the training 
request was denied by the approver.

For DSCU, only External Training has an 
approval workflow.

Curriculum, Library, Online Course, Posting, 
Quick Course, Video, External Training

Incomplete

This may mean either that the course was 
marked complete and the User did not 
pass or attend all the required parts, or a 
test was failed but more attempts are 
allowed.

All (except Video)

Incomplete/Past 
Due

This status displays when the above 
conditions for the Incomplete status are 
met, and the due date for the training has 
passed.

All (except Video)

In Progress
This status appears when a training item is 
currently in progress. 

Cohort, Curriculum, ILT Session, Library, Online 
Course, Posting, Quick Course

No Show User did not attend any of the parts for an 
ILT session and the roster was submitted.

ILT Session

No Show/Past Due The User did not attend any parts for an ILT 
session and the roster was submitted, and 
the due date for the session has also 
passed.

ILT Session

Not Started The training has not yet been launched or 
opened by the User.

All

Registered
The User receives this status for training 
when training has been added to their 
transcript (either via a request or 
assignment), and no further actions are 
required prior to taking the training.

All (except events)

View Your Transcript Status (Cont. 1)

See next page for more
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Contents

See below the available transcript statuses followed by a brief description (cont. 2).

TRANSCRIPT 
STATUS

DEFINITION APPLICABLE TRAINING TYPES

Registered/Past 
Due

The above conditions for Registered are 
met, and the due date for the training has 
also passed.

ILT Session

Registration 
Pending

The User receives this training status if the 
User has been granted an opening from 
the waitlist for an ILT session but has not 
yet registered for the session.

ILT Session

Waitlisted The User receives this training status for an 
ILT session when they request a session 
which has no more available seats. The 
User remains on a waitlist until a seat 
becomes available.

ILT Session or Library

Withdrawn The User withdrew or was withdrawn from 
an ILT session or external training item.

External Training, ILT Session

Pending Approval The User receives this status for training if 
the training requires approval before the 
User can be registered for it.

For DSCU this is only applicable for External 
Training.

Registered The User receives this status for training 
when training has been added to their 
transcript (either via a request or 
assignment), and no further actions are 
required prior to taking the training.

All (except events)

View Your Transcript Status (Cont. 2)
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Learning Search

When you need to filter and search for training courses…

Steps 1, 2: Hover over Learning and click on Learning 
Search.

Step 3: In the Search field, enter the appropriate search terms. If appropriate, you may filter your search 
results by selecting a search type from the dropdown list, or filter from the left of the page. You can also 
click on the Event Calendar to find and register for upcoming sessions.

Back to Table of 
Contents

Learning Search
The Learning Search page allows 
Users to search for and filter training 
in the system. The robust filter 
options make it easy for Users to 
find training. Learning Search is 
accessed from the Learning menu.

2

1

3
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Learning Search (Cont. 1)

Back to Table of 
Contents

Duration options display based on the entered search terms, 
meaning that if no training that meets a User's search criteria 
has a duration of greater than two hours, then the 2+ 
hours filter option doesn't display.

Type options display based on 
the entered search terms, 
meaning that if, for example, 
no curricula meet the User's 
search criteria, 
the Curriculum filter option 
does not display.

Subject: If no training 
that meets the User's 
search criteria has an 
associated subject, the 
subject filter does not 
display.

Provider options display based on the 
entered search terms, meaning that if, 
for example, no training items that 
meet the User's search criteria are 
associated with the provider Skillsoft, 
the Skillsoft filter option does not 
display. Inactive providers may display 
if associated with the search results. 



38

Global Search

When you need to search and find training courses…

Step 1: Click on the magnifying glass to open Global Search.

Step 2: In the Search field, enter the appropriate search terms. If appropriate, you may filter your search 
results by selecting a search type from the dropdown list, or from the menu to the left of the page.

Back to Table of 
Contents

Global Search
This predictive search bar, 
found at the top right of 
the home page, helps 
Users search for Training, 
DAU Certifications, and 
Forms. 

1

2
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Global Search (Cont. 1)

Steps 3, 4: You may also refine your search to get more relevant results. 

Helpful tips using Refine Search:
✓ DSCU courses have been mapped to Areas of Concentration that can be found under 

Subjects.
✓ Use Provider to search for training provided by DSCU.
✓ Only Learning Search has the additional filter : Duration

To view Refine 
search, you must 
click on the 
Training tab 
under Show All to 
the left of the 
page first.

Back to Table of 
Contents

4

3

5

Step 5: Once you are done, click Search to view results.
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Register for Learning Guides

When you want to register for a Learning Guide Course…

Step 1: From your Homepage, use 
Global Search to find the Learning 
Guide course you’d like to take. 
Type in the title of the course and 
press Enter on your keyboard.

1

Step 2: The Learning Guide course will be displayed on the screen. Click on the title of the course. 

2

Step 3: The online class will be ready to launch. Click on the Launch button to begin the course. This 
action will automatically add this training course to your transcript. 

3

Back to Table of 
Contents

NOTE: You must click Launch in order to add the Learning Guide to your Transcript. If you 
wish to complete the course later, you can exit out of the course after you have launched it.
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Register for Instructor-Led Training (ILT) 

When you want to register for an Instructor-Led Training…

Step 1: From your Homepage, use Global Search or Learning > Events Calendar to find the instructor-led 
training course you’d like to take. 

Step 3: If the Event has Sessions, they will be available on this page. Next to the desired Session, click 
on Request.

Step 2: On the Events Calendar, you can search by Title, Session ID, Location, or Instructor.  

1

2

3

1

If the Session is full 
or if you are not 
eligible for the 
course, you will be 
placed on a Waitlist. 

Back to Table of 
Contents
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Withdraw from a DSCU ILT/VILT Course

1

3

1

Steps 1, 2: Hover over Learning and click View Your Transcript. 

Step 3: Your Transcript will be displayed on the screen. By default, the filter is set to active courses that are 
still in progress. 

2

Back to Table of 
Contents

When you want to withdraw from a DSCU ILT or VILT course…
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Withdraw from a DSCU ILT/VILT Course (Cont. 1)

Step 4: When you want to request a different session from the DSCU ILT/VILT course in which you have 
registered for, or you can no longer take the course, you will need to withdraw your registration. You will 
not be able to register for more than one session for the same event at a time. From your Transcript page, 
click on the arrow next to View Training Details for the session you wish to withdraw.

5

Step 5: Click on the Withdraw button.

Step 6: Click on the dropdown arrow 
to select a reason for withdrawing 
from the session. 
Step 7: Add your comments as 
applicable. 
Step 8: Click Submit.

6

7

8

4

Back to Table of 
Contents

NOTE:
• If your ILT/VILT has 

started, you won’t 
be able to 
withdraw. Work 
with your Instructor 
if you need to 
withdraw in this 
circumstance. 

• You and your 
Supervisor receive 
email notifications 
upon Withdrawal.
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Step 9: If you wish to select another session for the same event, click on the Select Session button from 
the session you just withdrew from. If requesting a session from a different event, use Global Search to 
find and request the course.

11

Step 10: You will be taken to the training course details. Scroll down until you see the sessions available on 
the screen. Click the View Details dropdown.
Step 11: Click Request.

9

10

You will be taken back to your Transcript page. Notice that the new session has been added to your 
Transcript with status Registered.

Back to Table of 
Contents

Withdraw from a DSCU ILT/VILT Course (Cont. 2)

If you do not 
meet the 
prioritization 
criteria for the 
Session, you’ll 
not have the 
option to 
register. Instead, 
you will have the 
option to be 
placed on a 
Waitlist.
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Complete a DSCU Curriculum

4

Steps 1, 2: Navigate to Global Search and search 
for the course you wish to take. 

When you want to complete a DSCU Curriculum…

1

2

Step 3: Click on the title of the course in the Global Search results.

Step 4: Click on Open Curriculum. This action will add the course to your Transcript page. You will also 
receive an email notification thanking you for enrolling in the course. 

3

Back to Table of 
Contents

Note that DSCU academic policy is 
to deny all exception requests.  
AllStudents are required to 
complete the course prerequisites 
before registering for a course.
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Complete a DSCU Curriculum (Cont. 1)

DSCU academic policy allows Students to take a knowledge test out for each course module. If the Student 
achieves a 70% or above on a module, that module will be updated with a Completed status. Students will 
only need to launch and take the tests for the non-complete modules (Constructive Credit).

Step 5: To view the test out option, click on View Details next to the Knowledge Test Out (Optional)
section.

5

Step 6: To take the Test Out option, click on Launch Test. You will have one attempt to take the Test Out. If 
you do not pass, you will be required to complete each module and pass each corresponding test. If you 
pass the test out option for the module, the module and test will be marked Completed Equivalent.

6

Back to Table of 
Contents
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View Your SC Certification Status

When you want to check your SC Certification status…

Step 1: You can view your Certification Dashboard by clicking on Track Your Certifications from your Home 
Page. 

1

Back to Table of 
Contents

C

NOTE: You can also view your Certification Dashboard by navigating to Learning > DSCU 
Continuous Learning Dashboard.

1
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View Your SC Certification Status (Cont. 1)

Step 2: Click on the SC Certifications tab. Your Certification Dashboard shows your overall status towards 
becoming certified. You can also click on the Continuous Learning Hours tab to view your status on 
remaining in good standing with your learning hours. Note that when you log in, the Continuous Learning 
Hours page view is shown as the default.

Back to Table of 
Contents

2

NOTE: All DSCU and DAU courses count towards your Continuous Learning 
Hours. The Certification Dashboard will automatically calculate your progress.
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View Your SC Certification Status (Cont. 2)

Step 3: Click on View Details to see your progress toward becoming certified. 

Back to Table of 
Contents

3

Step 4: You will be able to view the status of courses that count towards your certification. Click on Hide 
Details when you are done.

NOTE: The Certification Dashboard automatically calculates and visually displays points 
earned and points remaining towards becoming certified.

4
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Request Course within an SC Certification

When you want to request a course within their SC Certification…

.

1

4

Steps 1, 2: Hover over Learning and click View Your Transcript to view the courses that you need to 
complete within your SC Certification. 

Step 4: Select Request next to the course that you would like to begin. 

Step 3: Select Manage on the certification.

2

3

Back to Table of 
Contents

NOTE: Depending on the course type you would like to take please follow the directions 
below:
• Online Class or Curriculum: Search for the course and click on Request, then Launch to 

add to your active transcript. 
• ILTs/VILTs: Search for the course and choose the Session you would like to attend. Then 

click on Request.
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Request Course within an SC Certification (Cont. 1)

Back to Table of 
Contents

Step 5: Once you complete a required course, you will have the option to complete a course 
Evaluation. Click on Evaluate (Optional). 

5



Submit a Request

04
View and Request an Exception
View and Request an Equivalent Course
View Requests Stored in CSOD
View Denied and Returned Forms
Submit External Training Request

04
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View and Request an Exception

When you want to request an exception for a Curriculum …
Step 1: Search for the course you wish to take using Global 
Search and click on the course title.

Step 2: Click on Request.

Back to Table of 
Contents

2

NOTE: All Exception Requests for asynchronous online courses will be Denied. You are 
required to complete the Prerequisites prior to registering for the course. 

What is Exception Request?
Students can request to be excused from having to complete a prerequisite course for 
asynchronous online courses. The exception request can be submitted at the time the 
Student is enrolling on the course. 

v1
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View and Request an Exception (Cont. 1)

Step 3: A popup window will appear on the screen, explaining that this course has a required prerequisite. 
If you would like to view and register for the prerequisites, click on See Prerequisites.
Step 4: If you do not wish to submit an exception request, click the X icon, and you won’t be able to register 
for the training you are trying to request. 
Step 5:  By clicking Exception Request you are requesting to be excused from completing this prerequisite. 
Select Exception Request. 

5

3

The training course you have requested will be added to your Transcript page with the status Exception 
Requested. Upon Exception Granted, your status will change to Registered. If exception is not granted, the 
status will be Denied. 

Notice that you will be required to complete the prerequisite course before you can attend 
the training course (event) requested. If you do not complete the prerequisite in time, you 
will be withdrawn from the session before the session begins.

Back to Table of 
Contents

NOTE: If you have 
previously taken the 
prerequisite, you will 
automatically be 
registered for the course. 

4
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View and Request an Equivalent Course

When a Student wants to submit an Equivalency Credit Request Form…

Step 1: Navigate to your Global Search on 
the top-right corner of your Home page and
click on the magnifying glass. 

4

Step 2: Click on the Forms button on the left. 
Step 3: Select the Equivalency Credit Request Form.

1

Step 4: Fill out the form with the applicable 
information.
✓ Select the Course you are requesting 

equivalency credit for
✓ Enter the Training Start Date
✓ Enter your Training End  Date

Back to Table of 
Contents

3
2

Some DSCU courses may be 
equivalent to an alternate course 
offered by another Agency or 
commercial vendor.  In these cases, 
the Student needs to submit an 
Equivalency Credit Request Form to 
receive the corresponding credit.
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View and Request an Equivalent Course (Cont. 1)

Step 5: Click on Select a File or drag and drop a file to attach your documentation (certificate of attendance 
or completion, or course transcript).

5

Step 6: Once you are done, click on Submit. This course will be added to your 
transcript with Exempt status in a few days when the equivalency is processed.

6

Back to Table of 
Contents

NOTE: You can also submit an Equivalency Credit Request directly from your Home 
page under the section Submit Requests. The turnaround time for                     
these requests to be reviewed can take up to one week. Contact LMS@bah.com if 
you need assistance.

You may also submit a Transfer Credit request form by clicking on the Transfer Credit 
Request button under Submit Requests in the homepage. The Transfer Credit form 
requires you to submit a memorandum which is provided within the form and routes for 
approval. Upon approval, the course credit requested will be added to your transcript with 
Exempt status.
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View Requests Stored in CSOD

When a Student wants to view their stored forms…

Steps 1, 2: Hover over Home and click on 
Universal Profile.

Step 4: Click on the Documents widget on the 
page. This will take you to a page where you can 
view folders along with the forms submitted by 
you. 

1

4

2

Step 3: Click on Documents.

Step 5: To view a form, click on the 
corresponding folder on the screen (Transfer 
Credit Requests or Equivalency Credit Requests).

Step 6: To view form details and status, click on 
the title of the form.

Back to Table of 
Contents

3

5

6
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Submit External Training Request

4

Steps 1, 2: Hover over Learning and click View Your Transcript. 

When you want to receive credit for External Training…

1

3

2

Steps 3, 4: Click on the Options box to expand and select Add External Training.

Back to Table of 
Contents

Users can request credit for non-Agency training.  This includes attending a 
conference or completing an external course related to your certification area.  
After approval, the credit will be applied towards your Continuous Learning 
Hours requirement. 

You can also click on 
External Training 
Requests via your 
Home Page under 
Submit Requests.
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Steps 5-10: Fill out the Form with the applicable information. Notice that you should add as much 
information as possible, as this request will be routed for approval. Click Submit. Upon approval, the 
request will be added to your Completed Transcript page as well as your Certification Dashboard.

Back to Table of 
Contents

10

Enter the Training Description and 
Institution or Location of the 
Training (e.g., Verizon Center, 
Washington D.C.)

This is a mandatory field. Attach 
your certification of completion or 
“proof” of attendance.

Enter the number of CLH 
requested for this training – this 
will give you credit toward your 
Continuous Learning.

5

6

7

8

9

Submit External Training Request (Cont. 1)
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Steps 11, 12: Navigate to Learning and click on View Your Transcript. Once your request is approved, there 
are a few more steps that must be completed so you can receive credit for the external training. 

Back to Table of 
Contents

Submit External Training Request (Cont. 2)

Step 13: Search for the approved External Training. Click Mark Complete.

Step 14: Go to the Completed tab under the Active. The training will be listed with Completed status.

11

12

13

14
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View Denied and Returned Forms

When a Student wants to resubmit their denied and returned form…

Steps 1, 2: Hover over Home and click Universal 
Profile.

1

2

Steps 3, 4: Click on Actions > Actions.

3

4

5

Step 5: Search for the form in your listed Actions. Click on Launch.

The form will open on the screen. All the fields are editable to you. The form status, along with the 
approver’s comments will display at the top of the form, highlighted in orange.

Step 6: Once the form is updated, click on Resubmit For 
Approval. 

6

Back to Table of 
Contents
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Shared Reports

When you want to access reports shared with you…

Steps 1, 2: Hover over Reports and click Custom and Shared Reports.

Step 3: Click on Shared With Me. Depending on your permissions, you will have access to different shared 
reports in the system.

1

2

3

Back to Table of 
Contents

NOTE: Students will not be able to edit custom shared reports unless they are 
given the permission to do so when the report is shared with them.
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Filter and Download Custom Reports

When you want to filter and download a report…

Steps 1, 2: Hover over Reports and click Custom and Shared Reports. 

Step 3: On the left-hand side of the screen, click Shared With Me to see reports that have been 
shared with you. 

3

2

1

Back to Table of 
Contents

Step 4: Click the Report Name you want to view to update the report filters.

4
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Step 5: Update the filters as needed. The filters will vary based on the report. 

Step 6: Click Refresh in the top right corner to see 
a sample of the newly-filtered report on the 
bottom portion of the page. 

5

Step 7: Click the Download Options icon in the 
top right corner to see the formats available for 
this report. 

6

Step 8: Choose the File Format in which you would like to download the report. The report will download to 
your computer. 

7

8

Back to Table of 
Contents

Filter and Download Custom Reports (Cont. 1)

For more information 
on Custom Reports, 

visit Online Help.
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Email Notifications

See below the list of emails sent to the Student from CSOD

Equivalency and Transfer Credit Request Form 

This email is triggered when a DSCU Student submits an Equivalency or Transfer Credit Request Form.

Email Triggered: DSCU Equivalency and Transfer 
Credit Form Submitted

Send to: Form Respondent
Reply to: noreply@dscu.edu

Subject: You have submitted a FORM.TITLE

Message:
FORM.RESPONDENT.FIRST.NAME FORM.RESPONDENT.LAST.NAME,

You have submitted the form FORM.TITLE on ACTION.DATE. To view the form, go to 
https://dau.csod.com/phnx/driver.aspx?routename=Social/UniversalProfile/Snapshot/Documents and click on 
the corresponding folder for your request.

Please note that your request will be processed within 30 days, and once completed, you will see the course in 
which you submitted the request under your Completed tab within your Transcript page with Exempt status.

*** Please do not reply to this email. This mailbox does not allow incoming messages.****

Transfer Credit Request Form – Approval Completed

This email is triggered after the Transfer Credit Request From has been approved. 

Email Triggered: DSCU Transfer Credit Form Approval 
Completed

Send to: Form Responder
Reply to: noreply@dscu.edu

Subject: Your FORM.TITLE Form has been APPROVAL.STATUS

Message:
FORM.RESPONDER.FIRST.NAME FORM.RESPONDER.LAST.NAME,

The FORM.TITLE form has been APPROVAL.STATUS on ACTION.DATE. To view the form, go to 
https://dau.csod.com/phnx/driver.aspx?routename=Social/UniversalProfile/Snapshot/Documents and click on 
the corresponding folder for your request.

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Email Notifications (Cont. 1)

Interest Notification

This email is triggered when an ILT Session is approved and made available for enrollment. 

Email Triggered: DSCU ILT Session Becomes Available Send to: Interested Users, Session’s Instructors
Reply To: noreply@dscu.edu

Subject: The Session TITLE Starting on SESSION.START.DATE Became Available for Enrollment

Message:
This email is to notify you that the session TITLE starting on SESSION.START.DATE just became available for 
enrollment. Go to Search and find the session if you would like to request it.

****Please do not reply to this email. This mailbox does not allow incoming messages.****

Session Changed

The Session Changed email is triggered if the following Session fields were changed: Advanced Registration 
Settings, Instructor, Location, No Show Penalty, Pre-work/Post-work/Prerequisite Details, Session Charge 
Date, Start or End Dates and Times, and Waitlist Deadlines.

Email triggered: DSCU ILT Session Changed
Outlook Meeting Invite

Send to: Registered Students, Session Instructors
Reply to: dsca.wright-
patt.dscu.list.registrars@mail.mil

Subject: TITLE Has Been Changed

Message:
RECIPIENT.FIRST.NAME RECIPIENT.LAST.NAME,

The ILT session information for TITLE was changed on ACTION.DATE. Please see the current information 
below.

SCHEDULES.DETAILS

SESSION.LOCATION

Session Information: CUSTOM.Session_Information

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****
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Email Notifications (Cont. 2)

Session Start Date - Disability Students (45-Day Reminder)

This email is triggered when a Student is self- identified as requiring additional accommodations for attending 
a session.

Email Triggered: DSCU Session Start Date (45-Day 
Special Needs Student) Reminder

Send to: Disability Flagged Students
Reply To: dsca.wright-
patt.dscu.list.registrars@mail.mil

Subject: Special Needs Student - Accommodations Information Request Reminder for TITLE 
(TRAINING.NUMBER)

Message:
This is a REMINDER EMAIL that follows up an earlier email. If you already replied to the earlier Special Needs 
email, please disregard this reminder.

If you did NOT reply to the earlier email, please respond immediately to the following four questions:

1. Have you taken a DSCU course before? If so, which one, when? Did you request a reasonable 
accommodation for that course? If so, how were you accommodated?
2. What activity or activities does your condition affect?
3. In what way(s) do you anticipate that your disability or condition will limit your ability to perform the 
essential functions of a Student attending a DSCU course?
4. What do you suggest as a reasonable accommodation and how will the accommodation assist you in 
successfully participating and completing the course?

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****
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Email Notifications (Cont. 3)

Session Start Date - Disability Students (15-Day Reminder)

If all pre-work is completed by the Student prior to the trigger date for the reminder, this email is not sent to 
the Student.

Email Triggered: DSCU Session Start Date (15-Day 
Special Needs Student) Reminder

Send to: Disability Flagged Students
Reply To: dsca.wright-
patt.dscu.list.registrars@mail.mil

Subject: Special Needs Student - Accommodations Information Request Reminder for TITLE 
(TRAINING.NUMBER)

Message:
This is a REMINDER EMAIL that follows up an earlier email (SUBJECT: Special Needs Student - Accommodations 
Information Request). If you already replied to the earlier Special Needs email, please disregard this reminder.

If you did NOT reply to the earlier email, please respond immediately to the following four questions:

1. Have you taken a DSCU course before? If so, which one, when? Did you request a reasonable 
accommodation for that course? If so, how were you accommodated?
2. What activity or activities does your condition affect?
3. In what way(s) do you anticipate that your disability or condition will limit your ability to perform the 
essential functions of a Student attending a DSCU course?
4. What do you suggest as a reasonable accommodation and how will the accommodation assist you in 
successfully participating and completing the course?

Your response will provide DSCU with the information needed to respond to your request for reasonable 
accommodations. Please send a reply to this email even if you do not require any special assistance, or if you 
have cancelled out of this class.

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****
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Email Notifications (Cont. 4)

Session Start Date (15-Day Reminder)

This reminder email will be triggered to remind Users of the start date for a Session for which they are 
registered.

Email triggered: DSCU Session Start Date
To be sent 15 days before the session starts

Send to: Registered Students, Session Instructors
Reply to: noreply@dscu.edu

Subject: Reminder:  TITLE starts on SESSION.START.DATE 

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

You are registered for TITLE from SESSION.START.DATE to SESSION.END.DATE . 

SCHEDULES.DETAILS

First Day Info: The first class will start at SESSION.START.TIME on SESSION.START.DATE . 
CANCELLATION: If you need to cancel or change your registration, please go to your transcript 
(https://dau.csod.com/phnx/driver.aspx?routename=Social/UniversalProfile/Transcript) and withdraw.

****Please do not reply to this email. This mailbox does not allow incoming messages.****



73
Back to Table of 

Contents

Email Notifications (Cont. 5)

Session Start Date (30-Day Reminder w/ Blackboard)

This reminder email will be triggered to remind Users of the start date for a Session for which they are 
registered.

Email triggered: DSCU Session Start Date (30-Day 
Reminder) - w/ Blackboard Message

Send to: Registered Students, Session Instructors
Reply to: noreply@dscu.edu

Subject: Reminder:  TITLE starts on SESSION.START.DATE 

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

You are registered for TITLE from SESSION.START.DATE to SESSION.END.DATE.

SCHEDULES.DETAILS

First Day Info: The first class will start at SESSION.START.TIME on SESSION.START.DATE.

DSCU provides access to Blackboard materials 30 days prior to classroom attendance. Your course materials 
for TITLE (TRAINING.NUMBER) are now available. 

Access Blackboard (https://dscu.blackboard.com/webapps/login/) to view your course materials. Instructions 
on accessing pre-work materials will be posted in your class. Course materials will be available until seven days 
after your course's end date. 

CANCELLATION: If you need to cancel or change your registration, please go to your transcript 
(https://dau.csod.com/phnx/driver.aspx?routename=Social/UniversalProfile/Transcript) and withdraw.

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Email Notifications (Cont. 6)

Session Pre-work (Due in 30 Days)

This email is sent to a Student a specified number of days prior to the start of an ILT Session if they have not 
yet completed the Session's pre-work assignments. If all pre-work is completed by the Student prior to the 
trigger date for the reminder, the email is not sent.

Email triggered: DSCU Session Pre-work is Due in 30 
Days
To be sent 30 days in advance from the session’s start 
date

Send to: Session attendees
Reply to: noreply@dscu.edu

Subject: TITLE (TRAINING.NUMBER) Pre-Work is Due in 30 days

Message:
Your pre-work for course TITLE is coming due. To review your pre-work, go to your Transcript page and click on 
View Training Details next to the session title.

****Please do not reply to this email. This mailbox does not allow incoming messages.****

Session Pre-work (Due in 7 Days)

This email is sent to a Student a specified number of days prior to the start of an ILT Session if they have not 
yet completed the Session's pre-work assignments. If all pre-work is completed by the Student prior to the 
trigger date for the reminder, the email is not sent.

Email triggered: DSCU Session Pre-work is Due in 7 
Days
To be sent 7 days in advance from the session’s start 
date

Send to: Session instructors and Registered Students
Reply to: noreply@dscu.edu

Subject: TITLE (TRAINING.NUMBER) Pre-Work is Due in 7 Days

Message:
Your pre-work for course TITLE is coming due. To review your pre-work, go to your Transcript page and click on 
View Training Details next to the session title.

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Email Notifications (Cont. 7)

Cancel Session

This email will be triggered for current/upcoming ILT Sessions that have been cancelled.

Email Triggered: DSCU Session Cancelled Send to: Cancelled Students and Session Instructors
Reply to: noreply@dscu.edu

Subject: Session TITLE scheduled to start on SESSION.START.DATE Has Been Cancelled

Message:
This email is to notify you that the session TITLE (Class number TRAINING.NUMBER), TRAINING.TYPE training 
type starting on SESSION.START.DATE has been cancelled on ACTION.DATE due to REASON.CANCEL.SESSION. If 
you would still like to enroll in this training course, please search for another session available to you and enroll 
accordingly.

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****

Assign ILT Session

This email will be triggered when a Supervisor assigns an ILT Session to Users or an administrator uses a 
learning assignment to assign an ILT Session to Users.

Email triggered: DSCU Assign ILT Session Send to: Student
Cc: User’s Manager
Reply to: noreply@dscu.edu

Subject: You have been assigned TITLE

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

You have been assigned training TITLE TRAINING.NUMBER from SESSION.START.DATE to SESSION.END.DATE 
by ASSIGNOR.FIRST.NAME ASSIGNOR.LAST.NAME. 

SCHEDULES.DETAILS

****Please do not reply to this email. This mailbox does not allow incoming messages.****



76
Back to Table of 

Contents

Email Notifications (Cont. 8)

ILT Session Register (Email)

This email will be triggered when a User registers for an ILT Session

Email triggered: DSCU ILT Session Register – email Send to: Student
Reply to: dsca.wright-
patt.dscu.list.registrars@mail.mil

Subject: You have been registered for TITLE 

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

Your registration is confirmed for TITLE

SCHEDULES.DETAILS

CANCELLATION: If you need to cancel or change your registration, please log into CSOD and make the 
applicable changes. Your promptness in changing your reservation allows a waitlisted Student an opportunity 
to attend the course.

SPECIAL NEEDS STUDENTS: If you identified yourself as requiring special needs when you applied for this 
course, a representative from DSCU will contact you to discuss any special needs you may have. Perhaps 
someone has contacted you already, in which case no further action is required unless there is a change in the 
type of assistance you need. For those who haven't already been contacted, please contact dsca.wright-
patt.dscu.list.registrars@mail.mil.

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****
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Email Notifications (Cont. 9)

ILT Session Register (Outlook Calendar)

This email will be triggered when a User registers for an ILT Session

Email triggered: DSCU ILT Session Register – outlook 
calendar

Outlook Calendar Invite

Send to: Student
Reply to: dsca.wright-
patt.dscu.list.registrars@mail.mil

Subject: You have been registered for TITLE 

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

Your registration is confirmed for TITLE

SCHEDULES.DETAILS

CANCELLATION: If you need to cancel or change your registration, please log into CSOD and make the 
applicable changes. Your promptness in changing your reservation allows a waitlisted Student an opportunity 
to attend the course.

SPECIAL NEEDS STUDENTS: If you identified yourself as requiring special needs when you applied for this 
course, a representative from DSCU will contact you to discuss any special needs you may have. Perhaps 
someone has contacted you already, in which case no further action is required unless there is a change in the 
type of assistance you need. For those who haven't already been contacted, please contact dsca.wright-
patt.dscu.list.registrars@mail.mil.

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****



78
Back to Table of 

Contents

Email Notifications (Cont. 10)

Waitlist Request

This email will be triggered when a User registers for an ILT Session and has been placed on the Waitlist. 

Email triggered: DSCU Waitlist Request Send to: Student
Reply to: Noreply@dscu.edu

Subject: RECIPIENT.FIRST.NAME RECIPIENT.LAST.NAME added to waiting list for TITLE

Message:
RECIPIENT.FIRST.NAME RECIPIENT.LAST.NAME,

You have been added to the waiting list for the following activity:

Session name: TITLE

Start Date: SESSION.START.DATE

End Date: SESSION.END.DATE

SCHEDULES.DETAILS

You will receive a registration confirmation if and when you are moved from the waiting list to a registered 
status.

****Please do not reply to this email. This mailbox does not allow incoming messages.****

Cancel Registration (Without Withdrawal Penalty)

This email will be triggered when a User has been withdrawn from a Session.

Email triggered: DSCU Cancel Registration Send to: Student
CC: User’s Manager
Reply to: Noreply@dscu.edu

Subject: You Have Been Withdrawn From TITLE 

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,
You have been withdrawn from the session TITLE TRAINING.NUMBER scheduled to start on 
SESSION.START.DATE and end on SESSION.END.DATE. 

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Email Notifications (Cont. 11)

Session Transcript Status Changed by Roster Submission (No-show)

This email will be triggered for each User separately by the DSCU Registrar submitting the roster

Email triggered: DSCU Session Transcript Change/No 
Show

Send to: Student
Cc: User’s Manager
Reply to: dsca.wright-
patt.dscu.list.registrars@mail.mil

Subject: You Have Been Marked as "No Show" for TITLE

Message:
RECIPIENT.FIRST.NAME RECIPIENT.LAST.NAME,

Your training status for TITLE on SESSION.END.DATE was recorded as a No Show.

If you feel this is an error, please contact the DSCU registrar for this class.

****If you have any questions, please reach out to dsca.wright-patt.dscu.list.registrars@mail.mil.****

Approve Training Request (External Training)

This email will be triggered once an External Training Request has been approved. 

Email triggered: DSCU Training Request Approved Send to: Student
Reply to: Noreply@dscu.edu

Subject: External Training TITLE Has Been Approved

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

Your request for External Training title TITLE has been approved on ACTION.DATE.

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Deny Training Request (External Training)

This email will be triggered once an External Training Request has been denied.

Email triggered: DSCU Training Request Denied Send to: Student
Reply to: Noreply@dscu.edu

Subject: External Training TITLE Has Been Denied

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

Your request for External Training title TITLE and CREDITS learning hours has been denied on ACTION.DATE. 
Denial comments: DENY.COMMENT. If you have any questions, please reach out to your Supervisor.

****Please do not reply to this email. This mailbox does not allow incoming messages.****

Register (Online Class and Curriculum)

This email will be triggered when a User registers for Online Class or Curriculum.

Email triggered: DSCU Registration Send to: Student
Cc: User’s Manager
Reply to: Noreply@dscu.edu

Subject: You Are Registered for TITLE

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME (RECIPIENT.USERNAME),

You have been registered for TITLE.

To access this course, click here: LAUNCH.TRAINING.

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Training is Completed (with Evaluation L1 Link)

This email will be triggered once the User has successfully completed a session, online class, quick course, 
curriculum, library, posting, test, or material.

Email triggered: DSCU Training is Complete Send to: User
Reply to: Noreply@dscu.edu

Subject: Thank you for Completing TITLE

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

Congratulations!! You have successfully completed TITLE TRAINING.NUMBER

Click here to print your certificate: CERTIFICATE.LINK

Click here to complete a short survey about the training: EVALUATION.LEVEL1

****Please do not reply to this email. This mailbox does not allow incoming messages.****

Training is Completed (without Evaluation L1 Link)

This email will be triggered once the User has successfully completed a session, online class, quick course, 
curriculum, library, posting, test, or material. This is applicable to all Learning Guides, Socium and Constructive 
Credit courses.

Email triggered: DSCU Training is Complete Send to: User
Reply to: Noreply@dscu.edu

Subject: Thank you for Completing TITLE

Message:
TRAINEE.FIRST.NAME TRAINEE.LAST.NAME,

Congratulations!! You have successfully completed TITLE TRAINING.NUMBER

Click here to print your certificate: CERTIFICATE.LINK

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Assign Evaluation Task (L1 & L3)

The Assign Evaluation Task email is triggered for each individual Student after the course was completed by 
that User on evaluation assignment date (immediately after the course ends for Level 1, and 60 days after the 
course ended for Level 3 ILT).

Email triggered: DSCU Assign Evaluation Task Send to: Evaluation Task Assessors
Reply to: Noreply@dscu.edu

Subject: DSCU Needs Your Feedback for EVALUATION.TASK.TITLE 

Message:
RECIPIENT.FIRST.NAME RECIPIENT.LAST.NAME (RECIPIENT.USERNAME),

You recently completed a DSCU online training or instructor-led course. The EVALUATION.TASK.TITLE has been 
assigned to you for completion. This evaluation helps us ensure the training you completed has long-term 
value for you.

Please complete the evaluation using this link: EVALUATION.TASK.LINK

Note: The evaluation will expire after 14 days.

Evaluation Task Due (L1 & L3)

This email will be triggered 7 days before the evaluation expires.

Email triggered: DSCU Evaluation Task Due Send to: Student
Reply to: Noreply@dscu.edu

Subject: DSCU Needs Your Feedback for EVALUATION.TASK.TITLE – it will expire in 7 days

Message:
You recently completed a DSCU online training or instructor-led course. The EVALUATION.TASK.TITLE has been 
assigned to you for completion. This evaluation helps us ensure the training you completed has long-term value 
for you. Please complete the evaluation using this link: EVALUATION.TASK.LINK.

Note: The evaluation will expire in 7 days.
Thank you!

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Enrolled in Certification

This email is triggered when a User becomes enrolled in a certification via assignment or proxy enrollment.

Email triggered: DSCU Enrolled in SC Certification Send to: Certification Candidate
Cc: User’s Supervisor
Reply to: Noreply@dscu.edu

Subject: Registration for DSCU Certification CERTIFICATION.TITLE

Message:
CERTIFICATION.USER.FIRST.NAME CERTIFICATION.USER.LAST.NAME,

Welcome and thank you for enrolling in CERTIFICATION.TITLE provided by Defense Security Cooperation 
University (DSCU). You have been enrolled in this certification based on your position 
CERTIFICATION.USER.POSITION. Please start working on the completion of this certification.

DSCU Student Policies for a Certification can be found at the following link: 
[https://www.dscu.mil/pages/certification/certification-1.aspx].

****Please do not reply to this email. This mailbox does not allow incoming messages.****
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Terms Definition

Approvees
Users for whom another User is designated as an approver. The Users for whom an 
approver is responsible for making approvals on behalf of are referred to as “approvees.”

Approver
The employee responsible for approving all of your training requests. This is a Learning 
term.

Archived Transcript
This transcript training category contains training items that have been archived by the end 
User, their manager, or an administrator. This is a Learning term.

Availability
Availability is the means by which administrators determine which segments of the active 
User population will have access to Learning Objects, Tasks, etc.

Curriculum

Curricula are comprised of multiple learning objects which are part of one program and can 
include tests, external courses, online learning, instructor-led training, postings, tests, 
evaluations and more to allow for a blended learning experience. Once assigned, curricula 
appear within a User’s transcript to be managed. This is a Learning term.

Document

Documents page is part of the Universal Profile and it enables Users to view and manage 
Equivalency and Transfer Credit Forms submitted by a User.

Email Tag
A tag is a text code which automatically substitutes specific information, such as the User's 
name, the name of a training item, a date, etc. into the email when it is sent to Users.

Email Trigger
An email trigger is the action that triggers an email in the system. For example: A User has 
requested training. An email is sent to his manager to approve the training. The email 
trigger is the request for training.

Event

Instructor-led training courses. An example of an event could be "Introduction to Public 
Speaking." Because there are typically many instances of one course held at different times 
and locations by different instructors, every event can occur at a variety of times and 
places. In the system, these scheduled instances of an event are referred to as sessions. 
This is a Learning term.

Events Calendar
A comprehensive session management and integrated facilities management system for 
instructor-led training (ILT) and other Organization events. This is a Learning term.

Facility Physical space used for instructor-led training session. This is a Learning term.

ILT

Instructor Lead Training (ILT) is any type of training that is led by an instructor. This type of 
learning object (LO) is first built in the learning management system (LMS) as an event, and 
then the specific instances of the event (called sessions) are scheduled and built next. This 
is a Learning term.

Learning Object A learning object (LO) is any training opportunity within the system. This is a Learning term.

Location
A default type of OU describes the physical location of a Student or division of an 
Organization. If this OU is not appropriate for the client portal, it can be renamed.

My Account
My Account allows Users to modify their preferences including their absent status, manage 
social accounts, manage devices, manage course reviews, and view order history. The My 
Account may be accessed in the upper-right corner of any page.

Pre-Work
User must complete pre-work before the training, if not, their status will be marked 
Incomplete when the session is marked complete.
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Terms Definition

Sessions

A specific scheduled instance of an instructor-led training event. For example, if there is 
an "Introduction to Public Speaking" event, then there may be a session that occurs once 
a month if the training event is available on a monthly basis. Sessions can have multiple 
parts if the session occurs across multiple days, such as a week-long training. This is a 
Learning term.

Subject
Helps categorize training by topic. This makes it easier to search for and identify training. 
This is a Learning term.

Transcript Displays and manages all training for a User. This is a Learning term.

Waitlist
An administrator can view a list of Users who want to attend a full session. Administrators 
can then enroll waitlisted Users if an opening arises.

Welcome Page
The first area of the system an end User sees when they log in to the portal. It may be 
configured by Division through the use of standard widget boxes, selection of a color 
theme, and determining the Welcome Greeting.
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