Tennessee

State Government

How-to-Guide: LMS Course Enrollment, Navigation, &
Account Creation

Note: Before enrolling in a course, students must email a copy of their required prerequisites to the
course POC and wait for approval. The POC will notify you when you can enroll in the course.
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Course Enrollment:

1. From the main dashboard, select “All Courses” from the navigation menu on the left of
your screen.

Military =1 Welcome to TEMA Training LMS!

Dashboard Customize this page

Calendar
N - welcome to TEMA Training LMS

Private files

Al Courses

i—Learn Bank

Admin Dashboard

Announcerments

E—Librcrmy

Site Survey

Reports & analytics
My Courses

Recommmended Courses

Support

Site Administration

2. You will navigate to the following page. Scroll down until you find the course you are
looking for.

Search : Tennessee Emergency Management Agency I

Saved Searches select *
Tennessee Emergency Management Agency e
course name or shortname

» View more

Clear search

Topic Level:  Select Topic Level =

m - »

Show all 30

0 0]
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3. You will then click on “View Course”.

PUBLIC ASSISTANCE

anit E
Military ~ TEMA

Tennessee EMergency Management...

Public Assistance: Applicant ...

View Course

4. You will then navigate the course landing page. Click on the gear icon in the top right
corner and select “Enroll me in the course”.

Public Assistance: Applicant Briefing 10 | U BER

Enroll me in this course
Table of contents

Credit Activity Report
My courses . General

Activity completion

Public Assistance: Applicant Briefing
~ General More...

i Navigate to Secton

This course provides an in-depth overview of the FEMA Public Assistance (PA) Program for
TEMA Student Cede of

- . . . . . . Catalog Path
ot @ eligible applicants in Tennessee. Participants will gain a comprehensive understanding of B Tennessee Emergency

Brieing Videos the seven phases of the PA process—from operational planning and impact identification Management Agency

Termesses Emergency to scoping, costing, obligation, monitoring, and final closeout. The course covers applicant -
Management Agericy Course eligibility, categories of eligible work, cost documentation, and state-specific requirements ;°’:‘Z"O" Ciiteria @
Evaluation nable

for contracts and compliance. Designed for local governments, state agencies, and private
G&A for the Applicant Briefing X i .
non-profits, the course equips attendees with the knowledge and tools necessary to

5. Next, you will navigate to the following page. Do not select the “Enroll Me” icon shown
below. Instead, scroll down to the bottom of the page.
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A pachboard > 1@ AllC

Public Assistance: Applicant Briefing

Tennessee Emergency Management Agency > Public Assistance: Applicant Briefing

Public Assistance: Applicant Briefing

Catalog: Tennessee Emergency Management Agency
Short name: PAAB

Course start date: 08/06 /2025

Enroll Me
PUBLIC ASSISTANCE

Applicant Briefing

6. You will need to click on this “Enroll me” option.

Enrollment Options
v Self enrollment (Learner) a

No enroliment key required.

7. Once selected, you are enrolled in the course. You may be kicked back to the main
dashboard. If this happens, navigate to the all courses tab and re-enter the course.

Table of contents Greetings

Public Assistance: Applicant | ¢ General Nothing to display

Public Assistance: Applicant Briefing
A~ General
Course Information
i Navigatetosecton This course provides an in-depth overview of the FEMA Public Assistance (PA) Program for
’) TEMA Student Code of P . . P " " : "
Conduct @ eligible applicants in Tennessee. Participants will gain a comprehensive understanding of 8 Tennesses Emergency

[ eriefing Videos the seven phases of the PA process—from operational planning and impact identification Management Agency

Catalog Path

Tennessee Emergency to scoping, costing, obligation, monitoring, and final closeout. The course covers applicant

Management Agency Course
Evaluation

eligibility, categories of eligible work, cost documentation, and state-specific requirements ::;‘):’E'Z“"“C'"e”“
for contracts and compliance. Designed for local governments, state agencies, and private

non-profits, the course equips attendees with the knowledge and tools necessary to

successfully navigate the FEMA Grants Portal and manage recovery efforts following a

federally declared disaster.

QA for the Applicant Briefing
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Course Navigation:

1. Onceyou are back in the course, utilize the “Table of Contents” tab on the left to
navigate the course. Start by selecting “TEMA Student Code of Conduct”.

2. Click on “Answer the questions” and follow the prompts to complete the form. You will
only need to complete this once for this course.

TEMA Student Code of Conduct

Please click the link below to read and acknowledge TEMA's Student Code of Conduct. By participating in the Tennessee Emergency
Management Agency training courses, students agree to adhere to this Code of Conduct. Maintaining high standards of behavior and
professionalism is essential for creating a productive and respectful learning environment.

This must be acknowledged before proceeding to upload prerequisites for in person training enroliment. Please click below to access the
document:

TEMA Student Code of Conduct

Answer the questions...

3. Once complete, you can navigate to the next activity. Please note that certain activities
will be restricted until the appropriate time during the course. If you cannot access
something during the course, please let your instructor know.

4. Toview the course student manual, videos, or handouts, select the “Course Visuals” or
“Course Handouts” tab on the navigation bar.

Table of contents

My courses =

~ General

i Mavigate to Section

TEMA Student Code of
Conduct 9

Y G300 Pretest

G300 Course Visuals

Course Handouts

o @300 Final Exam

Tennessee EmMergency
Management Agency Course
Evaluation

.'I'_._— Course Certificate

Announcements
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5. The “Course Visuals” will download directly to your device. You click on “Open File” to
view the material.

——

ning  pownloads e

g 1C5300_Unit01-8_Visuals (4).pptx
Open file

6. Clicking on “course handouts” will navigate you to the next page. Click the file you want
to view, and it will download to your device the same way Course Visuals did. To
download all the files at once, click on the “Download file” button shown.

4 Prev:G300 Course ..

Course Handouts

IC-300 Scenario - Nashville
Fire.doc

[T ICS Forms.zip

[0 ICS300_Applied _Activity _Materials _STUDENT.pdf
L ICS300_Complete _SM.pdf

[ OneDrive_1_98-2-2025 (2).zip

Student_Handouts _CrescentCityHazMat _Units2-
7_0October2013.pdf

Download folder

7. To return to the course main page, click on the course name using the top navigation
bar.
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8. Onceyou have completed the course, you will need to complete the course evaluation
before receiving your certificate. Navigate to the “Course Evaluation” tab. Click on
“Answer the questions” and follow the prompts to complete the survey. This is how we
improve our material, so please provide constructive, high-quality feedback.

Table of contents 4 Prev:Briefing Videos Jump to... +

Public Assistance: Applicant ¢ ¢ Tennessee Emergency Manugement AgenCY Course Evaluation

Please fill out the Course Evaluation. Your feedback is vital and appreciated!
A General .
| Answer the questions... ’

i Navigate to Section

TEMA Student Code of
Conduct @

Briefing Videos

4 Prev:Briefing Videos Jump to.. +

ennessee Emergency
Management Agency Course
guation

Q&A for the Applicant Briefing

9. Onceyour course is complete, you have passed all required tests and completed the
course evaluation, you will gain access to the course certificate, which will mark your
course as complete. Using the Course Navigation bar on the left, click on “Course
Certificate”. This will direct you to the certificate page, where you will select “Get your
certificate”. Your certificate will be downloaded for you to save to your device.

Please note: It may take a few minutes for your certificate to populate. If you run into
any issues, please let your instructor know so we can resolve the matter.

Table of contents
{ Prev: Tennessee Em.. Jurp to : Next: Announceme.. )

My courses

View 0 lssued cetificates
A General '

. ] Congratulations on successfully completing this course!
i NovigatetoSection

TEMA Student Codef Your commitment to professional development and emergency management excellance is appreciated. We encourage you to continue building your knowledge and skills through TEMAS
conduct @ treining programs as we work together to strangthen preparedness, response, recavery, and mitigation capabilitiss across Tennessee.
) G300 Pretest
300 Course Visuals hank you for your dedication to serving your community.
Course Handouts
Respectfully,

- G300 FinalBram o
TEMA Training Division

Temesses Emargercy
Nanagement Agency Course

Evaluction

— Summary of previously received certificates

Issued

Thursday, June 25, 2026, 10:07 AM

Click the button below to open your certificate in a new browser window.

Getyour certificate | 4 Share
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Message Your Instructor:

1. Ifyou need to contact your instructor before, during, or after the course, navigate to the
course you are enrolled in and locate the “Message My Instructor” tab on the right of
your screen.

Table of contents Greetings
General
My courses ¢ Course Viewed ZQ
. ‘ SARI101: Search Operations - Roane Co. Course Completion za
A Generdl
January 10, 2025
Actity Comoletion Za

i Navigate to Section 8:30am - 5:30pm EST

TEMA Studen: Code of
Conduct

TLETA POST Certified

Training Location: Message My Instructor

220 N 3rd Street
Kingston, TN 37783

Dillon Matthews

Course POC: bob.crane@tn.gov
° Course Information

Course Prerequisites: None
Catalog Path
@ Tennessee Emergency
Management Agency

) TEMA student Code of Conduct 0 @
Please cick the ink below to read and acknowledge TEMA'S Student Code of Conuct. By participating in the
Agency training courses, students agree to adhere to Conduct. Maintaining high behavior andp & 2 & 6
essential for creating a producti respectful learning envi

Completior Criteric:

This must be acknowledged befcre proceeding to upload prerequisites forin person training erroliment. Please click below to access the documen
Enabled

TEMA Student Code of Conduct

2. You will be directed to the following page. Type your message in the “Message text” box
and click “Send”. This will email your instructor and notify them of any issues.

Enter your message for Dillon Matthews

Messclge text
Pr=

=
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Accessing the Training Calendar:

1. Fromthe LMS Dashboard, click on the “Calendar” tab on the left of your screen.

nent of
—— Military TEMA

m

Dashboard

¥ calendar

g EA R D

Private files

All Courses
Announcements
E-Library

Site Survey

My Courses (New
Recommended Courses
Support

User Transcript Report

Customize this page

Welcome to TEMA Training LMS

2. Youwill then be redirected to the calendar page. From here, you can use the directional
arrows at the top to move from month to month. Once you find the course you are

looking for, double-click it.

Month

N All Courses 4

May 2026

Wed

June 2026

Thu

Fri

New Event

July 2026

Sat

sun

10:9 AM

15

9:00 AM »10:56 AM
@ EASTRCCTEST-

This is not a fun course

@ WestRegion Tes

Tuesday, June 23, 8:00
AM » Thursday, June 25,
430 PM

G300

@ Intermediate
ICS

8:00 AM

@ Nunley G300 TEM

8:00 AM » 4:30 PM

@ GI911CS/EOC Ints

Tuesday, June 23, 800
AM » Thursday, June 25,
4:30PM

G300
@ Intermediate
ICS

25

Tuesday, June 23, 8:00
AM » Thursday, June 25,
430 PM

G300
@ Intermediate
ICS

26
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3. The course calendar page will pop up and show you the basic logistical information for
the course.

SAR201 Managing Search Operations X

@ Monday, August10, 8:00 AM» @ Friday, Augustl4,  4:30PM

Q Rutherford County

Site event

4. Ifthe course has a “Book Icon” as shown below, that means the course has been
created in the LMS, and you can message the course POC to begin the registration
process.

3300 - Blount County - 13-15 July 2026 x

e

@ Monday, July 13, 8:00 AM » @ Wednesday, July 15, 4:00 PM

B Ttennessee Emergency Management Agency

Category event

Please note: Check the course calendar periodically, as courses are added regularly. If you do not
find what you are looking for, please get in touch with your TEMA Regional office or TEMA Training,
as appropriate.
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View Announcements:

1. There will be announcements that are pushed out for the LMS system. These include
course announcements, quality-of-life fixes, updates, etc. When you log in after an
announcement is made, you may see a pop-up banner displaying the message. They
will also appear as floating banners at the top of the dashboards, as shown. You can
click on the banner to read the message or click on the “Announcements” tab to view
allannouncements.

P ———

« Ongoing Development |
Announcements
& Download Announcements
S.No. Subject Description Role Level Active Company Name UploadedFile
o Ongoing Development m all site Yes Al
Welcome to TEMA Training LMS!
02 ) - m all site No Al
& UserTranscript Report VSR

2. From here, you can click the “Show button next to each announcement to read the

message.
Announcements
S.No. Subject Description Role Level Active Company Name
0l 0Ongoing Development m all site Yes All
Welcome to TEMA Training LMS!
02 . all site No All
Viewed By : 257 m
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Navigating the E-Library:

1. From the dashboard, select the “E-Library” tab on the navigation bar.

TN Department of
— Military TEMA

m
(=1
=
L3
=
|
-
=

Private files

All Courses
Announcements
E-Library

Site Survey

My Courses (New

A Customize this page

Calendar

Welcome to TEMA T

Recommended Courses

Support

User Transcript Report

2. From here, you can scroll and look at the available material. Most of the student
manuals are located in the “State of TN Courses” folder shown below.

E-Library

Enter Name Author Publisher Reset Default

diin

State of TN Courses Tennessee Emergency Management Agency

dity
Hity
Hity
Hify
Hity
Hity

L

TEMA Documents Tennessee Emergency Management Agency

Course Handouts Available For All

MERRTT 8 HR Available For All

G300 21 HR Available For All

MSO Course Material Available For All

How to Guide: Find Documents from E-Library Available For Al

HMO Course Material Availabie For Al

How to Guide: Register for a Course Available For All

TEMA TRAINING DIVISION: HOW TO GUIDE - COURSE ENROLLMET, NAVIGATION, & ACCOUNT CREATION
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3. Click on the folder you want to access the next material page. You will be taken to the
next page. Once you find the manual you are looking for, click on the title as shown
below.

Enter Name Author Publisher m Reset Default

L State of TN Courses |/ G300 Student Manual ics | (Author: FEMA, Publisher: FEMA, Year Published: 03/31/2019) Tennessee Emergency Management Agency
-

L J State of TN Courses | G400 Student Manual ics  (Author: FEMA, Publisher: FEMA, Year Published: 04/14/2019) Tennessee Emergency Management Agency

L J state of TN Courses | G191 Student Manual ics  (Author: FEMA, Publisher: FEMA, Year Published: 04/30/2019) Tennessee Emergency Management Agency

L J State of TN Courses | G205 Student Manual recovery ~ (Author: FEMA, Publisher: FEMA, Year Published: 06/30/2021) Tennessee Emergency Management Agency

L J State of TN Courses | G272 Student Manual earlywarning  preparedness  (Author: FEMA, Publisher: FEMA, Year Published: 03/31/2021) Tennessee Emergeney Management Agency

L J State of TN Courses |/ G288 Student Manual donations ~ management  volunteers  (Author: FEMA, Publisher: FEMA, Year Published: 04/30/2021) Tennessee Emergency Management Agency

L J State of TN Courses | G318 Student Manual mitigation ~ (Author: FEMA, Publisher: FEMA, Year Published: 09/30/2023) Tennessee Emergency Management Agency

L J State of TN Courses | G361 Student Manual flood fight ~ (Author: FEMA, Publisher: FEMA, Year Published: 03/31/2021) Tennessee Emergency Management Agency

PPooooooao

4. Once selected, you will be directed to the URL for the PDF version of the student
manual. From here, you can download the manual and save it for future access.

v © Elony X [ B/ 0300: INTERMEDIATE INCID X € Course Certicate x - x %07 X | © Course Ccmpletion Congratuiaic- X | + - o

C (B hitpsy/te icinfile.php;1/lcczl 1/1CS300_Complete_SM.odf

@ @ 0527 Taning £ ReadyOp @ TMAINS @ SteteAgercyWes. @ TeamMgov @ Tennessee SteteG.. & EVI| National Stan.. (] Home- WebfOC .. @) TemesseeEmerge.. () TEMATN-nstruct.. (g TEMA Learning V.

=¥ v Voaw - Q| DA -+ @1 |of22| | B

QS DA

FEMA

i‘l
&7 () 28
6 } ‘ 3

S

=
US. Fire
Administration

E/L/G 0300 Intermediate
Incident Command System for
Expanding Incidents, ICS 300

FEMA

Student Manual b
I

Please note: We are regularly adding new documents and manuals. If you do not find the manual
you need, please get in touch with TEMA Training so we can add it for you.
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Account Creation:

Please utilize the following URL to access the LMS. URL: https://tema.maplelms.com

1. Click “Create new Account” in the middle right of the screen.

URL: https://tema.maplelms.com

login IJSiﬂQ your account on:
— Military TEMA B Microsof

& Usemame

Is this your first time here?

# Password w

,,-""' i ’ e
; l ) I [ ‘ \ ’ , 3
| | ¥ : .
ﬁ : i N . M [
TN

! Military | TEMA

2. Follow the instructions on the screen and fill out your user account information.

TN et
!Mimary TEMA

New account

¥ Choose your username and password
Username *

Create your username by starting with ‘TN followed by your 10-digit FEMA SID,
.9, TNOO0BB88808.

The pa
1o

have at least 8 characters, atleast | digit, at least
least | uppercase letter, and at least | non-alphanumeric
-or .

Password *

~ More details

Email address *
Email (again) *

Firstname

Lastname *

!Military TEMA
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For “Emergency Service Coordinators” Only: Click the drop-down arrow and fill out your ESC
information.

3. Once you verify your information, click “Create my new account.”

City/town
State %  Choose

zip *
County * Choose.

Country  United States

= Additional Information

Title/Position %

Please Select Your
Choose.
Field *

Section/Bureau ¥

FEMASID *

» Emergency Service Coordinators

Create my new account [ISeRI]

*

4. Youwill then be redirected to the following page. Click “Continue.” An email will be
sent to the address you selected for your account. You should receive this email within
an hour. Please check your spam/junk folder.

Login %

Tennessee Emergency Management Agency

An email should have been sent to your address at mwalberg420 @gmail.com
It contains easy instructions to complete your registration.

If you continue to have difficulty, contact the site administrator.

TN e
-Military TEMA

Please note: If you do not receive this email, please get in touch with TEMA.Training@tn.gov.
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5. Access the email and follow the hyperlink to access your new LMS account.

STAGE: Tennessee Emergency Management Agency: account confirmation

LMS Administrator

Hi Dillon Matthews.

Anew account has been requested at Tennessee Emergency Management Agency

using your email address

In most mail programs, this should appear as a blue link
which you can just click on. If that doesn't work,

then cut and paste the address into the address

line at the top of your web browser window.

If you need help, please contact the site administrator,

LMS Administrator

€ Reply ~ Forward (&

™
—— Military TEMA

Ijbasesced Customize this poge

B Colndor

« Welcome to TEMA Training LMS! |

& rivatofios * Ll User Guldefor Trainer
= Moo fease Click Here 10 occs

) Acuncements g

& -brary

(@) stosuy User Guide for Learnr

I My Courses (Hew
fick here 100

= Recommended Courses

Support L [e—
== iltary TEMA
User Troncript Ropet

powered by MapleLMs
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Obtaining Your User Transcript:

1. From the LMS Dashboard, click on the “User Transcript Report on the main navigation
bar.

TEMA

Dashboard Customize this page

Calendar
Welcome to TEMA Training LMS
Private files
All Courses
Announcemeants
E-Library

Site Survey

My Courses (INew
Recommended Courses

Support

User Transcript Report

@ TEMA Leaming  pownloads Qe 2

« Userdata_1782404872.zip
Cpen file

g 1C5300_Unit01-8_Visuals (4).pptx
Cpen file

g* DOE_MIERP_Course_Development_Committee...
Cpen file

See mare

3. Select the “user_certificate_list_export”.

o = T.I' Tl sort = Wiew & Extractall ...
-~
Mame Type Compressed
3 bt saalsticn scaat Adeobe Acrobat Document
= user_certificate_list_export Adobe Acrobat Document
= user_course_detall_export Adobe Acrobat Document
= user_grades export Adobe Acrobat Document
= user_login_activity_export Adobe Acrobat Document
=~ user_new_credit_export Adobe Acrobat Document
= user_profile_detail_export Adobe Acrobat Decument
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4. This will direct you to the PDF version of your TEMA LMS Transcript.

Digitally signed by Patrick C. Sheehan

‘ T Emergency M. 8 I

TN t
. Mittary | TEMA

User Certificate List : Dillon Matthews

No Certificates

Please note: It is up to the individual students to maintain copies of their LMS records. TEMA will
not maintain copies of old training records.
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Requesting Support:

1. To submit a help desk ticket, select the “support” tab on the main navigation bar on
the dashboard.

TN Department of
" Military TEMA

Dashboard Customize this page

Calendar

«} Ongoing Development |

Welcome to TEMA Training LMS
Private files

All Courses
Announcements
E-Library

Site Survey

My Courses (New

m
)
(=]
i
L =
(mm
[T
-
=

Recommended Courses

Support

User Transcript Report

2. Click onthe blue support button.

> ¥

Raised support

Mo Record Found

3. Youwill be directed to the support ticket page. From there, fill out the information
requested. There is an option to post anonymously; however, if the issue is related to
content access or a course, we will need your profile info to resolve it. You can then
upload a screenshot of the issue using the drag-and-drop box shown below.
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Support

E] Raised support

subject *

Description ¥

4.

find the specific course.

Upload File |

Maximum file size: 4GB, maximum number of files: 100
i = ]

s}

I Files

------------------------------------------------------------------------------------------------------------------

powered by MapleLMs

If the help request pertains to a specific course. Use the “course” drop-down menu to

Once finished, click submit. The TEMA Training Administrators

will be notified of the issue and will work to resolve the matter.

Company

Course

Tags

Accepted file types:

Al ile types

if your support is regarding the course, then please select the course or you can also put the link in the support section

Tennessee Emergency Management Agency +

No selection

Enter tags -

Cancel

ere are required felds in this form marked %

Please note: TEMA Training may reach out to you to obtain additional information regarding the
issue. If needed, we will send your profile information to the Maple LMS vendor to resolve the issue.

This can take 24-48 hours.

TEMA TRAINING DIVISION: HOW TO GUIDE - COURSE ENROLLMET, NAVIGATION, & ACCOUNT CREATION

20




	Course Enrollment:
	Course Navigation:
	Message Your Instructor:
	Accessing the Training Calendar:
	View Announcements:
	Navigating the E-Library:
	Account Creation:
	Obtaining Your User Transcript:
	Requesting Support:

