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Data Sheet 

Learning Partner Management System Sprint 5.0 
Release Notes 

 

  

On May 4, 2013, the WWLPC Operations Team successfully released version 5.0 of 
the Learning Partner Management System (LPMS) tool. This release is a part of our 
ongoing effort in continuously improving the tool by providing additional features and 
capabilities for our Learning Partner community. Cisco Learning Distributors and 
Cisco Learning Partners will continue to see the benefits of these releases over the 
course of the fiscal year. Highlights of this release include: 

 
• The Site ID now displays on the Partner registration and site selection 

screen. 

• Partners can now update Financial Contact and Learning Store information 
for the HQ and additional sites. 

• CLDs can now manage their own CCSIs as well as their partners, i.e. ICPs, 
TTTs, Manage Instructors. 

CLDs and Learning Partners can review the detailed instructions below regarding the 
new features. 

. 
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I. LPMS Login 
1. Go to the LPMS site at 

http://www.cisco.com/go/lpms 
2. Enter your User Name and Password and 

click the Login button. 
 

 
 

II. Partner Registration Screen Format Changes 
The Site ID will now display for any registered sites. 
1. Click the Edit Partner Info link. 
 
The Partner registration and site selection screen will display.  

• Registered sites are shown in bold font and the checkbox is marked in the Select column. 
• The Site ID for the registered site is shown in blue font. 
• Sites that are not registered are not and no Site ID is shown. The checkbox is not marked in the Select 

column. 
• The radio button indicates the Headquarters site. 
• Click on any of the headers to sort by that column in ascending or descending order. 
• SysAdmin Contacts for a registered site display in the Selected SysAdmin Contacts Column. 
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III. Financial Contact Information 
Specialized Direct Learning Partners can now update the name, email address, phone number, and the Learning 
Store CCO ID for a financial contact in LPMS for the Headquarter (HQ) and any additional sites. 

To update the financial contact information in 
LPMS for the HQ site or additional sites, follow 
these steps: 
1. Hover on Maintenance > Manage Site 

Contacts  
2. Click Manage Financial Contact 
 

 

3. Click the Site Name drop down and select 
the location. 

 
 
 
 
The screen will refresh and display the current 
financial contact information for that location. 

 

4. Enter/update the information as needed: 
a. Financial Contact Name – Enter the 

first and last name. 
b. Financial Contact Phone – Enter the 

phone number.  
c. Financial Contact Email – Enter the 

email address. 
 

 The email address must contain the “@” 
symbol and a valid domain, i.e. “.com”, 
“.net”, etc.  

 
d. CCO ID(s) for Learning Store – Enter 

the CCO ID of the user with learning 
store access. 

 
	   You can enter multiple CCO IDs 

separated by a comma.   

 
5. Click the Submit button. 
 
The screen will refresh and display a success 
message that the information was saved. It will 
also display the current financial contact 
information for any locations that contain 
financial contact information. 

 

 

 

 

 

 



 

 
© 2013 Cisco. All rights reserved. This document is Cisco Public. Page 5 of 19 

III. Financial Contact Information 
 
	   Click	  the	  Reset	  button	  to	  clear	  any	  

information	  that	  was	  entered	  or	  selected	  
and	  the	  form	  will	  reset.	  	  	  

 
 
An email notification is sent confirming the 
changes to the financial contact information. 

 

 

 

 

 

 

Sample Email 
From: lpms-system(mailer list)  
Sent: Wednesday, May 01, 2013 2:25 PM 
To:  
Cc:  
Subject: Partner Data Changes - [Company ABC] 
 
Hello Company ABC (12121), 
 
This is to confirm that you have made the following changes to 
your : Financial Contact / CLN Store CCO ID  

Old Value New Value 

Name: Test Name 
Email: test_name@fe.com 
Phone Number:4997070000 

Name: John Smith 
Email: jsmith@companyabc.com  
Phone Number:602-122-1010 

test jsmith 

 
Thank you.  
Cisco Worldwide Learning Partner Channel  
www.cisco.com/go/learningpartners 

To remove a financial contact (except for the 
HQ site), follow these steps: 
1. Click the Site Name drop down and select 

the location (or click on the name in top 
section – selection will be highlighted in 
blue). 

2. Click the Remove button. 
 

 

 

The screen will refresh and display a success 
message that the information was removed. The 
financial contact that was removed will no 
longer appear. 
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IV. CLD CCSI Management 
CLDs now have the ability to manage CCSI information as follows: 

Ø Enroll a CCSI in an Instructor Certification Program (ICP) event  
Ø Enroll a CCSI in a Train The Trainer (TTT) event 
Ø Manage CCSIs which includes updating CCSI information, adding certifications, releasing instructors, and 

re-instating instructors 
 

A. Enrollment 

To enroll an instructor in an Instructor 
Certification Program (ICP) event, follow the 
steps below: 
1. Hover over Instructor on the top menu. 
2. Click Enrollment. 

 

 

3. Enter the instructor’s CSCO ID in the CSCO 
ID field. 

4. Click the Go button.  
 
 
 
 
 
 
 
The screen will refresh and display the CCSI 
information. 
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A. Enrollment 

5. Click the Course drop down and select a 
course. 

 

 

6. Enter the event location in the Training 
Host field. 

 

7. Click the Calendar icon and select a date 
(date must be prior to today’s date). 

8. Click the Add button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen will refresh and display the 
certification information. 
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A. Enrollment 

9. Click the Submit button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen will refresh and display a success 
message. 

 

 

To remove a certification, follow the steps 
below: 
1. Click the Select to remove checkbox. 
2. Click the Remove button. 

 

 
B. Manage Instructor 

The Manage Instructor functionality includes the ability to: 
• Update instructor information 
• Add additional certifications 
• Re-instate instructor 
• Release instructor 

 
1) Update Instructor 

To update instructor information, follow the 
steps below: 
1. Hover over Instructor on the top menu. 
2. Click Manage Instructor. 
  

3. Click the CCSI Status drop down to filter by 
a particular status. 

 
	   This filter is optional.  If a status is 

selected, then the Site Names and 
CCSI drop downs will only display 
instructors with that particular status. If 
a status is not selected, then all 
statuses will appear. See CCSI Status 
Description for status definitions. 
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1) Update Instructor 

4. Click the Site Names drop down and select 
a location. 
 

The CCSI field will be filtered and only display 
instructors for that location. 

 
 

 
 
 
 

 

5. Enter the CCSI number to filter the results 
or click the Select CCSI drop down and 
select a CCSI Name/Number. 

 
 
The screen will refresh and display the 
Instructor Candidate Information, Cisco 
Learning Partner Company Information, 
Instructor Certification History, and TT 
Registration History. 

 

6. Update the instructor information as 
needed: 
a. First Name – Enter the first name 
b. Last Name – Enter the last name 
c. Secondary Email – Enter the secondary 

email address 
d. Preferred Email – Click the checkbox to 

select/deselect the Primary and/or 
Secondary email address 

e. Phone – Enter the phone number 
 

	   Click	  the	  Cisco	  Learning	  Partner	  Company	  
Information	  link	  to	  view	  company	  
information.	  

 

 

7. Click the Submit button to save the 
changes. 
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1) Update Instructor 

	   Click	  the	  Collapse	  icon	  to	  expand	  or	  hide	  a	  
section.	  

 

 

 

2) Additional Certifications 

To update instructor information, follow the 
steps below: 
1. Hover over Instructor on the top menu. 
2. Click the Manage Instructor sub tab. 

 

3. Click the Additional Certification tab. 
 

 

4. Enter the location name to filter or click the 
Site Names drop down and select a 
location. 
 

The CCSI field will be filtered and only display 
instructors for that location. 
 

 

5. Enter the CCSI number to filter the results 
or click the Select CCSI drop down and 
select a CCSI Name/Number. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
© 2013 Cisco. All rights reserved. This document is Cisco Public. Page 11 of 19 

2) Additional Certifications 
The screen will refresh and display the 
Instructor Candidate Information. 

 

6. Click the Course drop down and select a 
course. 

 

 

7. Enter the event location in the Training 
Host field. 

 

8. Click the Calendar icon and select a date 
(date must be prior to today’s date). 

9. Click the Add button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen will refresh and display the 
certification information. 
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2) Additional Certifications 

10. Click the “I agree to sponsor the above 
listed instructor in the Cisco Learning 
Partner Program” checkbox. 

11. Click the Submit button to add the 
certification for the instructor. 

 
 
 
 
 
 
 
The screen will refresh and display a success 
message. 

 

 

To remove a certification, follow the steps 
below: 
1. Click the Select to remove checkbox 
2. Click the Remove button. 

 

 

3) Re-instate Instructor 

To update instructor information, follow the 
steps below: 
1. Hover over Instructor on the top menu. 
2. Click the Manage Instructor sub tab. 

 

3. Click the Re-Instate tab. 

 

4. Enter the CCSI Number and click the Go 
button. 
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3) Re-instate Instructor 

The screen will refresh and display the 
instructor information. 

 

If no courses are listed in the Previously 
Certified Courses section, then enter Course 
Certification Information when reinstating the 
instructor: 
5. Click the Course drop down and select a 

course. 
 

 

6. Enter the event location in the Training 
Host field. 

 

7. Click the Calendar icon and select a date 
(date must be prior to today’s date). 

8. Click the Add button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen will refresh and display the 
certification information. 
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3) Re-instate Instructor 

9. Click the Submit button to release the 
instructor. 

 
 
 
 
 
 
 
 
 
 
 
The screen will refresh and display a success 
message. 

 

 

To remove a certification, follow the steps 
below: 
1. Click the Select to remove checkbox 
2. Click the Remove button. 

 

 

4) Release Instructor 

To update instructor information, follow the 
steps below: 
1. Hover over Instructor on the top menu. 
2. Click the Manage Instructor sub tab. 

 

3. Click the Release tab. 

 

4. Click the CCSI Status drop down to filter by 
a particular status.  

 
	   This filter is optional.  If a status is 

selected, then the Site Names and 
CCSI drop downs will only display 
instructors with that particular status. If 
a status is not selected, then all 
statuses will appear. See CCSI Status 
Description for status definitions. 

 

 



 

 
© 2013 Cisco. All rights reserved. This document is Cisco Public. Page 15 of 19 

4) Release Instructor 

5. Enter the location name to filter or click the 
Site Names drop down and select a 
location. 
 

The CCSI field will be filtered and only display 
instructors for that location. 
 

 

6. Enter the CCSI number to filter the results 
or click the Select CCSI drop down and 
select a CCSI Name/Number. 

 
 
The screen will refresh and display the 
Instructor Candidate Information. 

 

7. Click the radio button for the Reason for 
Release. 

8. Enter Comments if “Other” is selected. 

 



 

 
© 2013 Cisco. All rights reserved. This document is Cisco Public. Page 16 of 19 

4) Release Instructor 

9. Click the Submit button to release the 
instructor. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen will refresh and display a success 
message. 

 

 

 

C. TTT Enrollment 

To enroll an instructor in a Train the Trainer 
(TTT) event, follow the steps below: 
1. Hover over Instructor on the top menu. 
2. Click TTT Enrollment. 

 

3. Enter the Site ID (or Name) to filter the list 
(or click the drop down arrow) for Select 
Site and click on the site location. 

 
 
 
4. Enter the CCSI number (or Name) to filter 

the list (or click the drop down arrow) for 
Select CCSI and click on the CCSI name. 

 
 
The screen will refresh and display the 
Instructor Candidate Information. 
 
	   Click the Cisco Learning Partner 

Company Information to view detailed 
information.   
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C. TTT Enrollment 

5. Click one or more checkboxes to select a 
TTT event. 

 
 
	   Click any of the headers to sort by that 

column, i.e. Event Date, Event Location, 
or Event Name.   

 
	   Navigation tips: 

Ø Click the  link to go to the 
first page.   

Ø Click the  link to go to the 
previous page.   

Ø Click any number	    
link to go to a specific page.   

Ø Click  the link to go to the next 
page.   

Ø Click the link to go to the last 
page.   

Ø Click the page drop down  to 
go to a specific page number.   

 
 

 

To add any required pre-requisites, follow the 
steps below: 
6. Click the Course drop down and select a 

course. 
 
 
 
 
 
 
7. Enter the event location in the Training 

Host field. 
 
 
8. Click the Date icon and select a date (date 

must be prior to today’s date). 
9. Click the Add button. 
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C. TTT Enrollment 
10. Enter any information in the Comments 

field. 
11. Click the Enroll TTT Event button. 
 
 
 
 
 
The screen will refresh and display the TTT 
Enrollment request has been received 
message. 
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Appendix A 
CCSI Status Descriptions 
 
Status Description 
ACTIVE CCSI is active instructor. 
ICP_PASS CCSI has attended an ICP event. 
NCTA CCSI has purchased a membership but has not yet accepted the Instructor Click 

Accept agreement. 
NEW CCSI has been enrolled for ICP event. 
PCTA CCSI has purchased a membership but has not accepted the Instructor Click Accept 

agreement within 14 days. 
XCTA CCSI purchased a membership but did not accept the Instructor Click Accept 

agreement within 14 days. The agreement will expire after one year and change to 
XCTA. 

 

Printed in USA CXX-XXXXXX-XX 10/11 


