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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. 

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

looking for. 
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3. You will then click on “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”. 

 
 

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

 
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.  
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Course Navigation: 
1. Once you 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.  

 
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. To view the course student manual, videos, or handouts, select the “Course Visuals” or 
“Course Handouts” tab on the navigation bar. 
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5. The “Course Visuals” will download directly to your device. You click on “Open File” to 
view the material. 

 
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. 

 
7. To return to the course main page, click on the course name using the top navigation 

bar. 
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8. Once you 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. 

 
9. Once your 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. 
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Message Your Instructor: 
1. If you 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. 

 
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. 
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Accessing the Training Calendar: 
1. From the LMS Dashboard, click on the “Calendar” tab on the left of your screen. 

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

 
4. If the 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. 

 

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 
all announcements. 

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

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

 
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. 
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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.  

 
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. 

 

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. 

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

 

https://tema.maplelms.com/
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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.” 

 
4. You will 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. 

 

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. 

 
6. You will then be redirected to the LMS dashboard, and your account will be created. 
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Obtaining Your User Transcript: 
1. From the LMS Dashboard, click on the “User Transcript Report on the main navigation 

bar. 

 
2. Your LMS Record will be downloaded to your device. Access it by clicking “Open File”. 

 
3. Select the “user_certificate_list_export”. 
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4. This will direct you to the PDF version of your TEMA LMS Transcript. 

 

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. 

 
2. Click on the blue support button. 

 
3. You will 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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4. If the help request pertains to a specific course. Use the “course” drop-down menu to 

find the specific course. Once finished, click submit. The TEMA Training Administrators 
will be notified of the issue and will work to resolve the matter.  

 

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. 
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