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Log-in 
• Access the PeopleSoft system through your internet browser at 

https://peoplesoft.leeschools.net. 
• Enter your District Network ID into the User ID field in lowercase letters. 
• Enter your District Password into the Password field. 
• Click the SIGN IN button. 
 
 

 
 
 

• Click the PeopleSoft link. 
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• Click the Enterprise Learning 9.0 link. 
 

 
 
 
• Click the Self Service link. 
 

 
 
 
• Click the Search Catalog link. 
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• Enter the word sub into the Activity Code field. 
• Click the Search button at the bottom of the screen. 
 

 
 
• To review information about the course including the date(s), time(s), location, etc., click on 

the course title. 
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• Click the View Details link. 
 

 
• From this page you can view the Start Date, End Date, and number of Inservice Points 

awarded for the course. For additional information, click the Schedule link. 
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• From this page you can view course date(s), time(s), trainer, as well as the Location. To view 

the building/room/address where the course is being held, click on the City, State link under 
the Location column heading. 

 

 
• After viewing the location information, click the Return to Previous Page link. 
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• To enroll in the course click the Enroll button which appears on any of the different views of 

the course information. 
 

 
 

 
 

• To confirm the enrollment click the Submit Enrollment button. 
 

 

7 



 Enterprise Learning Management (ELM)  
Substitutes Self-Service User Guide 

 
 
• The Enrollment Confirmation will be displayed on the screen. 
 

 
 

An automated e-mail confirmation will be sent to the leeschools.net e-mail address after 5:00 p.m. on the 
day the enrollment was completed. 
 
If the enrollment is processed 7+ days in advance of the start date of the course, an automated e-mail 
reminder notification will be sent to the leeschools.net e-mail address. 
 
Course information can be obtained by clicking on the course title from the All Learning page. 
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