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Login to ELMS 
Navigate to our 
website: 

experience.byu.edu 

Select "Experiential 
Learning" 

Then select 
“Experiential Learning 
Managers” 



You will be taken to a login screen 
that looks like this. 

Your login is: 

email address: 
firstname_lastname@byu.edu 

(If that doesn't work, try netID@byu.edu. If it still 
does not work, please contact our office) 

password: 
ELMStemp 

On this page, you will be able to find a few helpful 
resources to help you as you’re working in ELMS! 

Alternatively, you can click “ELMS Login” in 
the top right- hand corner of the webpage 

Login to ELMS (cont’d) 

To Login to ELMS,  
click on 
"Experiential 
Learning 
Management 
Systems (ELMS)"



Once you have logged in for the first time, please go in and change your password. 
Click your name in the upper right-hand corner and select 

“My Account” 

Click on the "Update Password" tab and follow 
the instructions to update your password



ELMS for Department Managers 
Adding an Experience 

1. From the Home Page, 
select “Experiences” in the 
left-hand menu 

2. Click "Add New"



3. In order to trigger the correct wording 
and order of questions you must select the 
position type before doing anything else. 
Doing so will change the form to match 
what is seen below.

4. Administrative Responsibilities

5. Enter the college that is sponsoring the 
experience- if there are multiple colleges 
sponsoring, make sure to include all of 
them.

6. Enter the department/unit of the 
faculty/staff member who will be 
leading the experience.

7. Select the name of the faculty/staff 
leading the experience from the drop 
down  - (if the faculty/staff member is not 
there, please contact our office)

8. List any additional faculty/staff 
members involved in the experience 
(if any)

Adding an Experience



9. Select the semester or term when the 
experience will END – this will ensure 
students have finished the experience 
before they receive their program 
evaluations. 

Ex: TEST - ExL Office 10. Enter the Experience title. 
Each college has an acronym that 
should be listed at the very 
beginning of the experience title to 
help with sorting. If you are unsure 
what your acronym is, reach out to 
our office 

13. Specify “yes” or “no” 
regarding whether the student 
will be receiving credit for this 
experience 

11. Enter 1-2 sentences for the 
experience description 

12. Put whether the experience takes place on or off campus

14. Leave the “Number of Openings” field empty

Adding an Experience

13. Specify "yes" or "no" regarding
whether the student will be receiving
credit for this experience (if yes, a
new box will appear that says course.
In this box enter the name of the
course the student will be receiving
the credit in)



15. Enter the location of the 
experience, or multiple locations can 
be entered.

16. Always select “Accumulate 
Online”

17. The posting date and 
expiration date should be the 
first and last days of the 
experience. We understand this 
may not always be possible, 
but provide dates or estimates 
are provided to the best of your 
knowledge 

18. Always select “Yes” for the 
Approved question 

19. Click “Save and Close”

Adding an Experience



Placing a Student in an Experience and 
Adding Funding 

After an experience is created, you will be able to place a 
student in the experience. 

1. From the Home page, select 
“Experiences” in the left-hand 
menu. 

2. Click on the experience title in 
which you intend to place the student. 



Adding A Student 

How it Should Look in the End 

You’ve successfully added the 
experience and attached students to it! 

(Follow the same process if multiple students are participating in the same experience) 

3. From the “Applications” tab in 
the top menu, click “+ Add New” 

4. In the Student box, 
enter the student's 
name (or search by Net 
ID or BYU student ID)

5. click “Save & Close” 

6. The student’s name will appear, and the placement is created 



This is what it will look like when multiple students have been 
added into the experience. 



Adding Funding Under the experiences tab, find 
your experience and click on its 
title 

Click “view placement” on the student you 
would like to add funding to 

You will be taken to this page. Scroll down to the bottom 
where “Funding Information” is listed 

If you know the amount being allocated to 
the student before the end of the 
semester, you can enter the “Primary 
Funding-Total Amount” 

Choose the “Primary Funding 
Allocation” based on what type of 
funding it is 

If there is a different 
college/department /unit 
funding the experience as 
well, you can follow the two 
previous steps again for the 
secondary funding 

If you are adding tertiary funding, follow the same first two 
steps to insert this funding. Please note that tertiary 
funding should only be filled out if secondary funding is 
filled 

Finish by clicking "Save & Close" 

Adding Funding



