Instructions to Access the Employees Safety Course

1.  Log on to AKO – Army Knowledge Online.
2.  On the green tool bar, click on “Self Service” and get the drop down menu.
3.  Select “My Education”.
4.  Click on the ALMS logo.
5.  On the left hand side, click on “Search.”
6.  Of the 4 search boxes at the top, type in “Employees Safety” in the block that says “Enter Keyword, ID or Description” and hit ENTER.
7.  The course title will appear… click on “Begin Registration”
8.  Follow the ALMS instructions to LAUNCH the course.
*********
9.  Notify your training coordinator to ADD the course to TED.
[bookmark: _GoBack]10.  Once completed, show your training coordinator your certificate of completion so he/she can change your status in TED to “completed” and the course goes to your “History”



