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COURSE NAME
Letter of Instruction (LOI)
1. PROGRAM DESCRIPTION: The training program [Name] consists of 3 courses:  Course Number 1, Course 1 Name; Course Number 2, Course 2 Name; and Course Number 3, Course 3 Name. All personnel assigned to a Unit Name will take Course Name in addition to their specific role training. 
a. This training program satisfies requirements for Certification A. which will/will not require recertification once/annually.  
b. The proponent course managers have made access accommodations under Rehabilitation Act, Section 508, by/through ________________.
c. Some of all or this course has been assessed as For Official Use Only (FOUO) and will require the learner have a valid CAC and reader for completion.

2. COURSE REQUIREMENTS: This course consists of 5 modules of content. The Learner must progress through the Introduction and 36 lessons within the modules, as well as complete the individual module exams. Learners will receive course credit when they have successfully passed each of the 5 module exams with a score of 70% or higher. This course encompasses X hours of classroom instruction and is estimated to take Y hours of time to complete as Web-based instruction (IMI hours).
Allowable Time to Complete. Learners will have X days after registration to complete [Course Name] before being considered Overdue. Once recertifying learners exceed the allowable time set by the proponent for completion, their certification is expired. In the case of expired certifications, if the certification is required, learners will need to register for and complete the initial certification training in the Army Learning Management System (ALMS) in order to obtain it and be in compliance with the proponent's policy for that certification.
3. ALMS NEW USER TRAINING: If you are a new user to the ALMS, or you need to reacquaint yourself with the steps for launching courseware, you may access the “ALMS Tutorial” from the Resources portlet on the ALMS homepage. You may also click the Help link in the bottom of the left menu of any ALMS window to access step-by-step instructions for the navigation and completion of courseware on the ALMS.
4. SOFTWARE REQUIREMENTS and COMPUTER CONFIGURATION: This courseware requires Internet Explorer 9.0 or 10.0 and Flash 10.0. Before attempting to launch this courseware, click the Browser Check link in the Resources portlet to run a browser compatibility test. If you do not meet the recommended requirements, configure the settings on your machine accordingly. Please refer to the “Army Learner Log-in Instructions” located at: https://www.dls.army.mil/ALMS_Learner_Login_Instructions.pdf. Please check with your local System Administrator or computer support personnel to ensure you have the appropriate software loaded before attempting to launch this course. 

5. TO TAKE THIS COURSE:

a. On the In-Progress Learning page, click the plus sign next to the course title to expand the list of topics for the course. By default, all courses on the In-Progress Learning page appear with this list collapsed. 

b. Click the “Launch” link to the right of the topic title. A course content window will open. You must complete the lessons in Module 01 first.

c. Within the course content window, select the topic materials by clicking on the lesson links. 

d. Follow the navigation buttons on the screen to move through the material. 

e. Complete each Check on Learning. 

f. If you must exit the course for any reason, use the “Exit” button within the lesson. 

g. Resume the course by clicking the appropriate module “Launch” link from the In-Progress Learning page. 

h. At the completion of the lessons, complete the module exam. A score of 70% or better is required for successful completion of the module exam. All exam questions are mandatory, therefore; if you exit the test early you will receive a failed attempt at mastery. 

i. When you have completed and passed the first module exam, you will be able to access/launch the lessons in the next module.

6. REFERENCE LINKS: 
a. [Reference identifier] [URL]

b. [Reference identifier] [URL]
c. [Reference identifier] [URL]

7. KNOWN ISSUES (PLAYABILITY/CONTENT): The [Course Name] course has been fielded with some known issues that will be corrected at a later date: 

a. When navigating through the check on learning (CoLs), if the learner double clicks on an incorrect answer the computer will count it as missing that question twice and will return the learner back to the section of the lesson needed for retraining. To bypass this, click your answer once and let the system respond whether your choice is correct or incorrect. 

b. In [Module Title], on page 19, 47, and 55 the Continue arrow is for additional information that may be found on the CoL and the End of Lesson Examination. Students should review this information by clicking the Continue button and not bypassing it by selecting the next arrow at the bottom of the GUI. 

c. Upon the completion of [Module Title], make sure you choose this exit option, “Exit and Finish”. By selecting this option, the ALMS will grade your exam regardless of your progress. If you have unanswered questions, they will be counted as incorrect. 
8. HOW TO RECEIVE CREDIT: 

a. Upon completion of the training modules, and successful exam scores, the completion will move within the ALMS. 

b. Completion information will automatically be transferred to the Army Training Resources and Requirements System (ATRRS). 

c. If you would like to print a certificate of completion for your records, click on “Completed Learning” from the left menu, then click the “Transcript” link.

d. Locate “COURSE NAME” and hover over the “Actions” link. The “Print Certificate” link will appear in the “Actions” bubble. You may click this to generate your certificate. 
This training is considered recurring and requires recertification. Your initial certification will be valid for 1095 days (or 3 years) after acquisition. You will be able to register and recertify within a window of X days after acquisition. If your certification expires before you can register and complete all of the required items, you will need to re-acquire the initial certification.
9. “REACHBACK” to Previously Completed Topics: If you need to refresh your knowledge on a completed topic, go to the Completed Learning portlet on the ALMS homepage, or click the Completed Learning link in the left-hand pane of any ALMS page, and select Detailed Training Record (DTR). On the Detailed Training Records page, click "Actions" to the right of the completed topic and then select "View Content." By policy, you will not be able to reopen previously completed tests or exams.
CAUTIONARY NOTE:  Re-launching lesson content from the DTR does not apply credit toward a recertification. If you need to take a course again for recertification, please use the appropriate registration functions to re-enroll.
10. If you have followed the guidance detailed in the previous sections, but encounter issues or errors, you may seek assistance using the ALMS Help button at the bottom of the left menu on any ALMS page, or contact the Army Training Help Desk at: 

Website: https://athd-crm.csd.disa.mil 
Toll Free: 1-800-275-2872 – Please listen to the audio menu for the ALMS option.
Email: athd@mailds01.csd.disa.mil Hours of Operation: 24/7

