
 

 
NM BMS Participant User Guide 

 
 

 

 1 of 36                                                                                                                                                 Rev.0, Date   

 

 

 
 

Learning Management System (LMS) 

Participant User Guide 

  



 

 
NM BMS Participant User Guide 

 
 

 

 2 of 36                                                                                                                                                 Rev.0, Date   

1 Introduction 

The Learning Management System (LMS), (also known as Percipio), is a software platform used for 
creating, managing, delivering, and tracking educational or training programs.  

LMS enables organizations to create and store training materials and track their efficacy. The goal of an 
LMS is to make learning more organized, accessible, effective, and scalable. 

2 Accessing LMS 
*The log in process will change once the Unified Portal goes live on October 30th. 

To access the LMS and sign up for Pre-GO Live Training, complete the following: 

Step Screenshot (if applicable) 

1. Navigate to the LMS  
website 

 

 

2. Fill out email, first name, last name 
and click next 

 

https://nm-bms-lms.percipio.com/login.html#/self-register


 

 
NM BMS Participant User Guide 

 
 

 

 3 of 36                                                                                                                                                 Rev.0, Date   

Step Screenshot (if applicable) 

3. Enter in the 6-digit code sent to the 
email and select Next. 

 
4. Create password and Select Set 

Password. 
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Step Screenshot (if applicable) 

5. Log in with the user information. 

 
6. In the Choose Topics Screen Select 

either New Mexico Provider and PED 
Enrollment System or Maybe Later 
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Step Screenshot (if applicable) 

7. Select Library  

 
8. Select New Mexico Provider and PED 

Enrollment System  

 
9. Select the desired Topic 
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Step Screenshot (if applicable) 

10. Navigate to the desired course 

 
11. For Live Courses, find the desired 

time and select Register 

 

3 Explore the Home Page 
The Home page contains the following: 

1. What would you like to learn today? 

2. Recent Learning 

3. Live Learning 

4. Playlists 

5. Continue learning where you left off  

6. Recommendations for you 
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3.1 What would you like to learn today? 

There will be a search bar at the top of the screen that allows users to search for specific content. 

 

3.2 Recent Learning 
The Recent Learning section allows users to easily access courses recently opened to continue where 
they left off.  
 

   
 

3.3 Live Learning 
The Live Learning section shows the user all live courses that they are registered for. There is an option 

to view all live learnings as well.  
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3.4 Playlists 
The Playlist section allows users to create a playlist to include a list of things the user would like to learn. 
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3.5 Continue learning where you left off  
The Continue learning where you left off section displays courses that have been started by the user and 

not finished. 

3.6 Recommendations for you 
The Recommendations for you section includes recommended courses for the user based off of their 

recent activity and trending courses. 

 

 

 

 

 

 

 

 

 

4 Explore the Library 
The Library includes Areas available to the user based on their training needs. 
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4.1 Areas 
Each Area in the library is labeled based on the topic of training. Users will select the Area that they are 

interested in learning about.  

4.2 Subjects 
Each Area has different Subjects related to that Area. 

For example: The ‘New Mexico Provider and Presumptive Eligibility Determiner Enrollment System’ Area 

has Subjects on ‘Introduction to the Provider and PED Enrollment System’, ‘Taxonomy’, and 

‘Applications in the Provider and PED Enrollment System’. Users will select the Subject that they are 

interested in learning about. 
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4.3 Channels 
Channels will have an introductory statement that explains the type of content included. Channels can 

contain various types of learning. These include the following:  

1. Watch - Computer-Based Training courses and videos 

2. Read – Documents and books 

3. Attend – Live courses 
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4.3.1 Adding a rating to a Channel 
Every user can add a rating to a Channel to provide feedback to the training administrators. This helps 

with evaluating and improving future training.  

To rate a Channel, complete the following: 

Step Screenshot (if applicable) 

1. Select Add a rating. 

 

2. Select the rating you want to give 
and select Save. 
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4.4 Journeys 
Depending on the user, there may be Journeys available to complete. 
  
Journeys contain the following:  

1. Number of items 
2. Estimated duration 
3. Percent completed 
4. Badges earned (once completed) 
5. Certificate earned (once completed) 
6. About this journey 
7. Tracks 

 

4.4.1 Completing Journey Tracks 
Journeys can contain one or multiple tracks. If there are multiple tracks, new tracks become available as 

the learner completes them.  

Each track will have the following: 

1. Description of that particular track and what it contains 

2. Number of items within the specific track 

3. Estimated duration to complete the track 

4. Percentage complete of the track 

 

 1 
 2 

 3  4 
 5 

 6 
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4.4.2 Journey Badges 
After a user completes a Journey, there is a digital badge available. To access the badge, complete the 

following: 

Step Screenshot (if applicable) 

1. Select Badge Earned.  
 
 
 
 
 
 

 

2. Review the pop-up and select 
Continue. 
Note: You will be taken to a new 
browser. 

 

 
 
 
 
 
 
 
 
 
 
 
 

1 

2 3 
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Step Screenshot (if applicable) 

3. View earned badge.  

4. The user may share, download, and 
email the badge by selecting the 
options shown. 

 
 

4.4.3 Journey Certificates 
After a user completes a Journey, there is a Certificate available. Certificates include the user’s name, 

Journey title, and date obtained. To access the Certificate, complete the following: 

Step Screenshot (if applicable) 

1. Select Certificate Earned. 
 
 
 
 
 
 

 

2. Select Download certificate. 
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Step Screenshot (if applicable) 

3. To save the Certificate, select Save As 
and save to your device. 

 
 
 
 
 
 
 

 

4. To open the Certificate, select Open. 
 
 
 
 
 
 
 
 

 

5. View Certificate. 

 

 

4.4.4 Adding a Rating to a Journey 
Every user can add a rating to a Journey to provide feedback to the training administrators. This helps 

with evaluating and improving future training. To rate a Journey, complete the following: 
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Step Screenshot (if applicable) 

1. Select Add a rating. 
 
 
 
 
 
 
  

2. Select the rating you want to give 
and select Save. 

 
 
 
 
 
 
 

 

 

4.5 Computer-Based Training Courses 
Channels and Journeys may include Computer-Based Training Courses. These are different than Live 

Courses. The Computer-Based Training Courses align with the related Live Course. 

4.5.1 Computer-Based Training Course Preview 
Each Computer-Based Training course will have a preview. The preview will have a description of the 

course, course status, course rating, and estimated duration. 

 

4.5.2 Starting a Computer-Based Training Course 
To start a Computer-Based Training course, complete the following:  
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Step Screenshot (if applicable) 

1. Navigate to and select the desired 
course. 

 
 
 
 
 
 
 
 
 
 
 

 

2. Select Launch. 
 
 
 

 

 

3. If a Popup Blocked message appears, 
select Launch Course. 

 

 

4. Review the training and complete the 
test (if applicable). 

 
 

4.5.3 Giving Feedback on a Computer-Based Training Course 
After completing a Computer-Based Training course, users can give feedback. To give feedback, 

complete the following: 

Step Screenshot (if applicable) 

1. Select the ⋮ (ellipsis) button at the top 
right-hand side of the screen.  

 
 
 
 
 
 

 



 

 
NM BMS Participant User Guide 

 
 

 

 20 of 36                                                                                                                                                 Rev.0, Date   

Step Screenshot (if applicable) 

2. Select Give Feedback from the list of 
options.  
Note: You will be taken to a new 
browser. 

 
 

3. Complete the series of questions and 
select Submit Responses after each. 
Note: You can go back to review each 
question but cannot edit submitted 
responses. 

 
 
 

 

4.5.4 Badges for Computer-Based Training Course 
After completing a course, similar to Journeys, a Digital Badge will be available. To access the Badge, 

complete the following: 

Step Screenshot (if applicable) 

1. Select Generate Badge. 
 
 
 
 
 

 

2. Review the pop-up and select Yes. 
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3. Review the pop-up and select View 
Badge.  

 

4. Review the pop-up and select 
Continue. 
Note: You will be taken to a new 
browser. 

 

 

 

 

 

 

 

 
 

 
 

5. View earned Badge. 
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6. The user may share, download, and 
email the Badge by selecting the 
options shown. 

 

 

4.6 Live Courses 
Channels and Journeys may contain Live Courses. Live Courses can be virtual, in-person, or both. Live 

courses are facilitated by an instructor. The Live Courses align with the related Computer-Based Training 

Courses. 

4.6.1 Registering for a Live Course 
Users may self-register for Live Courses. To register for a Live Course, complete the following: 
 

Step Screenshot (if applicable) 

1. Navigate to and select the desired 
Live Course. 

 
 
 
 
 
 
 
 
 
 
 

 

2. Review the upcoming scheduled Live 
Courses. 
Note: Users can filter classes by the 
Start and End times. 
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3. Select Register for the desired Live 
Course. 
Note: You will receive a confirmation 
email with the Live Course details 
attached. 
 
 

 
 

 

4. To cancel a registration, select Cancel 
registration.  

 
 
 
 

 

5. To add the training to your calendar, 
select Add to Calendar. 
 

 
 

 

 

5 Explore My Learning 
The My Learning section contains the following: 

1. Number of Course completions 
2. Number of Badges earned 
3. Number of Certificates earned 
4. Assignments 
5. Live learning 
6. Learning activity 
7. Learn together (not currently available) 
8. Playlists 
9. My achievements 
10. Digital Badges 
11. Completion Certificates 
12. Skill interests (not applicable) 
13. My settings 
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5.1.1 Viewing Assignments 
The Assignments section allows users to view the following assignments statuses:  

 4  5  6  7  8 

 9 10 

 1  2  3 

11 

12 13 
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1. Active – Current assignments 

2. Completed – Assignments completed by the user 

3. Canceled – Assignments canceled by the LMS Administrator 
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5.1.2 Viewing Live Learning 
The Live Learning section allows users to view their Live Learning schedule. The Live Learning contains 

the following information:  

• Start Date 

• End Date 

• Course Title 

• Location 

• Status 

 

 

 2 

 3 
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5.1.3 Viewing Learning Activity 
The Learning Activity section contains the following: 

• Standard Completion – Shows information about Courses started and completed by the user. 

• PMI PDU (not applicable for New Mexico) 

• NASBA CPE (not applicable for New Mexico) 

• Journeys – Shows information about Journeys started and completed by the user. 

• External Learning (not applicable for New Mexico) 
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5.1.4 Viewing/Creating Playlists 
The Playlist section allows users to create a playlist to include a list of things the user would like to learn. 

This section is also available to view via the Home page.  
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5.1.5 Viewing My Achievements 
The My achievements section allows users to view various metrics of achievements. The metrics include 

the following: 

1. Badges – Total number of Badges the user has earned from all Courses and Journeys 

2. Certificates – Total number of Certificates the user has earned from all Journeys 

3. Completions – Total number of Course completions 

4. Goals – Learning goals set by user 

5. Learning days – Total number of days spent learning 

6. Learning days by month – Total number of days per month spent learning 
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5.1.6 Viewing Digital Badges 
The Digital Badges section allows users to access all of the Digital Badges they have earned, and the date 

issued. Digital Badges are earned after completing Courses and Journeys. These can also be accessed 

from the My Achievements section and within the Journeys and Courses themselves. Users may share, 

download, and email these Digital Badges as shown in the Journey Badges section.  

 1  2  3 

 4 
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5.1.7 Viewing Completion Certificates 
The Completion Certificates section allows users to access all of the Certificates they have earned, and 

the date issued. Certificates are earned after completing Courses and Journeys. These can also be 

accessed from the My Achievements section and within the Journeys and Courses themselves. Users 

may share, download these Certificates as shown in the Journey Certificates section.  
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5.1.8 Viewing/Managing My Settings 
The My Settings section allows users to view and edit applicable user settings. The My Settings section 

contains the following: 

1. Password – User’s site password 

2. Email Address – User’s site Email address (not editable) 

3. Your Company Settings – User’s company settings (not editable) 

4. Notifications – User’s notification preferences 

5. Language – User’s language preference 
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6 Get Help  
The Help page allows users to find answers to questions and issues that may arise. The Help page 

contains the following:  

1. Search bar – To search for a topic related to the user’s issue 

2. Get started – Information on how to set up your learning 

3. Knowledge Base – Documentation and guides on the site 

4. What’s new – View new site features and enhancements released 

5. Live chat – Connect with support right away  

6. Create a ticket – Open a support ticket to get an issue resolved 
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