VA LMS Web-Based Tutorial Support Material — Process Reference

LEARNING
MANAGEMENT
SYSTEM

Accessing the VA LMS

Welcome to the VA Learning Management System, or VA LMS. The VA LMS is now
the one place to go for all your VA learning needs. It’s available twenty-four hours a
day, seven days a week, and you can access the VA LMS from any computer that has an
Internet connection.

The VA LMS will allow you to perform many learning activities. For example, you can:

view catalogs of both local and national learning activities
register for courses

request that a course be scheduled

launch online instruction

add training to your learning plan

take exams, and

e view your learning history.

In addition, the VA LMS uses email to keep you informed of learning events, to confirm
when you register for a course, and to remind you when you have training scheduled.

Objectives
By the end of this tutorial, you should be able to do the following:

e login to the VA LMS for the first time

e change an expired password

e login as a return VA LMS user

e create a security question and its answer, and then save them to the VA LMS,
and

e logout of the VA LMS.

Click here to view online tutorial
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Task 1 — New User Login

A VALNSE Loz cMicrosotilntenetExplonern

File Edit View Favorites Tools Help
3 Back 3 |ﬂ @ D | PO search rFavorites @ | (- i B @

Address @ https: fjwww.Ime.va.gov/ plateauuser login.jsp

UniTED STATES

DEPARTMENT OF VETERANS AFFAIRS

VA Home

User Login

The VA Learning Management System web site s intended for employees and staff of the Department of Veterans Affairs.
Veteran-reisted information sbout education, banafits, and other services are svailable on the VA Home Page.

/‘L‘Eﬁ.

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.

I forgot my PASSWORD

Support and Assistance
Contact your local wa LMS Administrator for log-on and other assistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Wisit the Inside LMS communications web site to look up your local WA LMS Administrator.

.

You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.

e

<1}

There are several ways to navigate to the LMS Login page. You may have a desktop
icon, you might navigate from the InsideLMS website, or your supervisor may give you

the location of the login.

However you normally navigate to it, we will begin this tutorial at the VA LMS Login

Page.
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Jitergietta:] I
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Address |@ https: {fwww. Ims. va.gov fplateau fuser flogin. jsp

Before you login, visit our informational website Inside LMS. |
You'll find orientation to the VA LMS, up-to-date news and ts, VA LMS training and how-to's, and the course catalog.

Login

I forgot my PASSWORD

Support and Assistance
Contact your local V& LMS administrator for log-on and other assistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1{866) 496-0463.

Vieit the Inside LMS communications web site to look up your local VA LMS Administrator.

Vl (Un?\»rgrsi v

VA MEA Ve STARY OICER

System Requir : screen resol 1 1024 x 768, Internet Explorer 6.0
The VA LMS requires the use of SAFE pop-ups: please disable pop-up blockers on your computer,

A complete guideline is available on Inside LMS in the VA LMS System Requirements Decument, slep

SECURITY NOTICE
[This U.S. Government computer system is for official use only. The files on this system include Federal records that contain sensitive
information. All activities on this system may be monitored to measure network performance and resource utilization; to detect
I‘unauthurlzad access to or misuse of the system or individual files and utilities on the system, including personal use; and to protect
he operational integrity of the system. Further use of this system constitutes your consent to such monitoring. Misuse of or
unauthorized access to this system may result in criminal prosecution and disciplinary, adverse, or other appropriate action.

Esparfiol | VA Forms | Facilities Locator | Contact the VA |Freguently Asked Questions (FAQs)
Privacy Policy | Web Policies & Important Links | Annual Performance and Accountability Report
Freedom of Information Act | Small Business Contacts | Site Map

USA.gov | White House | USA Freedom Corps

Reviewed/Updated Date: September 15, 2007

&l S @ Internet

It is important to remember that the VA LMS is a secured U.S. Government computer
system and that it is for official use only.
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Step 1 — Enter User ID

AWALHS = Logisshirerosoltlnienneliploner, J d @1
Fle Edit View Favorites Tools Help l’f
|i'] lﬂ : - Search Favorites &4 iy 1

ww.Ims. va. gov fplateau fuser flogin. jsp \1 £d Go

UwiTeD STATES
DEPARTMENT OF VETERANS AFFAIRS

User Login

The VA Learning Management System wab site is intendsed for employsss and staff of the Department of Vit
steran-relsted information sbout education, benefits, and cther sarvices are available on the VA Hom:

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.
step

Ia:“:i““ 4

I forgot my PASSWORD

Support and Assistance
Contact your local va& LMS Administrator for log-on and other aszsistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LMS Administrator.

cospateatiNe. v

When you log into the VA LMS for the first time, you will be entering the user id and
temporary password that have been assigned to you by your local VA LMS
administrator.

Because this is your first login, you need go through several steps in order to change
your temporary password to a secure password.

The first step for logging in to the VA LMS is to type in your user id in the text field
labeled User ID. All VA LMS user ids must be typed in a very specific way:
LASTNAME.FIRSTNAMEmMmdd. The mm represents the two digits of your birth
month and the dd represents the two digits of your birth date.

Notice that all letters in your user id are upper case-or capital letters. This is a good
opportunity to point out that the user id and password text fields are case sensitive. This
means the VA LMS pays close attention to which letters are upper case and which are
lower case. Also remember that spaces, hyphens, and apostrophes are not permitted in
the User ID.
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To help demonstrate steps in this tutorial, we’ll use the identity of a generic person
named User Lmsuser. Mr. Lmsuser’s birthday is February 31st, a false date we
invented for security reasons. Numerically, his birthday can be written as 0231.

So Mr. User Lmsuser’s user id, typed in all upper case letters, is:
his last name, LMSUSER, a dot or period, his first name, USER,
his two digit birth month, zero-2, and his two digit birth date, 3-1.

Step 2 — Enter Password
@ VALNS = [0 -=m MICTO50T1S Jnhrn:r_.,;l_pr r Jd@‘i
'!}:

Fle Edit View Favorites Tools Help

Iﬂ |11 W | /- Search Favorites &4 i = &
‘J =1 Go

Address @ https

ww.Ims. va. gov fplateau fuser flogin. jsp

UwiTeD STATES
DEPARTMENT OF VETERANS AFFAIRS

User Login

Tha VA Learning Managnmnnt System wab ste is intended for employses and staff of the Department of Vet
fion =bout education, benafits, and cther sarvices are available on the VA Home Page.

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.
step

| LMSUSER.USER0231

Ia:“:i““ 4

I forgot my PASSWORD

Support and Assistance
Contact your local va& LMS Administrator for log-on and other aszsistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LMS Administrator.

cospateatiNe. v

Remember that users in real life who login to the VA LMS for the first time are given a
temporary password by their local VA LMS administrator.

& NOTE: This temporary password is the same for everyone. It’s Password#1.

Type this in the text field labeled Password.

Just like the user id, the VA LMS password is also case sensitive: P is the only upper
case letter in this temporary password. The VA LMS won’t recognize incorrectly typed
passwords.
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New User Login

Step 3 —Click the Login button

L AWALNS =llogin = Microsoftdntenetimiorer ﬂ \j %—i

Fle Edit View Favorites Tools Help

QBack ey |ﬂ @ A ,'--'Search S Favorites @ | (- &g 5 @&

Address @htms:,.’fwww.lms.va.gnw’pIateaufuserfaumenhcate‘do L;] 4 Go

UwiTeD STATES
DEPARTMENT OF

The VA Learning Management System web site is intendsed for employess and staff of the Department of Veterans Affsirs.
Veteran-relsted information sbout sducation, benafits, snd other services ars svailsble on the VA Homs Pags.

i

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.
step

| LMSUSER.USER0231

I forgot my PASSWORD

Support and Assistance
Contact your local va& LMS Administrator for log-on and other aszsistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LMS Administrator.

e |/

Now that the user id and password have been typed in, click the Login button to
continue.

&
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Task 2 — Change Password

@ v ASSH err g A S e O T e d EMIGTos0T i tengiel el orary
File Edit View Favorites Tools Help
O Back ~ ) Ii'] |§1 A #- Search 7 Favorites ~ i &

Address @ https: ffwww.Ims. va.gov/plateaufuser fauthenticate. do

ETE[x]
"}:

M8

Password Expired
User Password has expired. Please Change User Password.
* = Required Fields

The User's password has to be compliant with the following rules:

® The length of the password must be between 8 and 40 characters.
® The password must contain the following types of characters:
1. English lower case letters.
2. English uppercase |etters.
3. Arabic numerals(0,1,2,...9).
4, Mon alphanumeric special characters (1@#§% 8% ()-_+=\{\}[J<=2/";:\\[)
® The password cannot contain user name(login ID).
® The password cannot contain user's first name and last name.

* 0ld Password:

* New Password:

* Verify Password:

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

‘7 VA Learning Management System \/AUoveren ..

The Password Expired screen appears to let you know that it is time for you to create a
new password.

& Note that the VA LMS retires your user passwords every 90 days. This means
that the VA LMS asks you to change your current password to a new one.

Changing your password regularly will provide you with an additional level of
security and help keep your activities in the VA LMS private.
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Step 1 — Enter Old Password

@ VA LMS: Learmingic Hassword pinad - MICTOS0TT: Internet: Eplorer J d @‘I
Fle Edit View Favorites Tools Help l’f
@ Back ~ ) Iﬂ @ . ,-' Search * Favarites 42 b | t

Address @https:ff 5. va.gov plateau fuser fauthenticate. do ‘Lj Go

VA Learning Management System \Z/@Q@y —

Password Expired

User Password has expired. Please Change User Password.
* = Required Fields

The User's password has to be compliant with the following rules:

# The length of the password must be between 8 and 40 characters.
* The password must contain the following types of characters:

i. English lower case letters.

2. English uppercase letters.

3. Arabic numerals(0,1,2,...9).

4. Mon alphanumeric special characters ((@# %85 ()-_+=\{\}[1<=7/";1\\])
# The password cannot contain user name(login ID).
» The password cannot contain user's first name and last name.

step

* 0ld Password:
* New Password:

* Verify Password:

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

To change an expired password, place your curser in the Old Password text field and
type your current password.

& If you’re a first-time user, this will be a temporary password you were given.

If you’re returning to the VA LMS, type in the password you currently use when
you log in.
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Step 2 — Enter New Password

r—— E—
: e - =R i e s 2wl
@ VAL S llearanne s Bassword Expined SMicrosofiinternettxploner j ,i @
Fle Edit View Favorites Tools Help l’f

@Back - ERE] A | P seareh Favorites 2 i = &

Address @ https: /fwww.Ims. va.gov /plateau juser fauthenticate . do 1:I Go

VA Learning Management System V/AUnneron o.o. » oo

Password Expired
User Password has expired. Please Change User Password.
* = Required Fields

The User's password has to be compliant with the following rules:

# The length of the password must be between 8 and 40 characters.
* The password must contain the following types of characters:
i. English lower case letters.
2. English uppercase letters.
3. Arabic numerals(0,1,2,...9).
4. Mon alphanumeric special characters ((@# %85 ()-_+=\{\}[1<=7/";1\\])
# The password cannot contain user name(login ID).
» The password cannot contain user's first name and last name.

step
* 0ld Password: [sessassnse G step
* New |
* Verify Password:

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

The next step is to create your new password.

First, it’s important to review the requirements for creating a strong password listed
here.

A strong password will:
e be 81to 40 characters long
e contain both upper and lower case letters, and
e include either a number or a special character.

In addition, the password cannot contain your user id, your first name, or your last
name.

For this tutorial, we will create the new password: Learning@1va.

Notice that this password meets the strong password requirements because it is between
8-t0-40 characters long, it includes both uppercase and lower case letters, and it
contains both a special character and a number.

May 2008 v1.0
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Change Password

Step 3 — Re-enter New Password

@ VAILMS: Leargnee Basswond Expinen SicrosoTid niernetxnioner L.i d %‘
File Edit View Favorites Tools Help -
0 Back ~ ) |ﬂ @ : ,'-" Search cFavorites @@ | (v fa & F

Address @https‘ .va.gov plateau fuser fauthenticate. do {j £d Go

VA Learning Management System V@r@y —

Password Expired

User Password has expired. Please Change User Password.
* = Required Fields

The User's password has to be compliant with the following rules:

# The length of the password must be between 8 and 40 characters.
* The password must contain the following types of characters:

i. English lower case letters.

2. English uppercase letters.

3. Arabic numerals(0,1,2,...9).

4. Mon alphanumeric special characters ((@# %85 ()-_+=\{\}[1<=7/";1\\])
# The password cannot contain user name(login ID).
» The password cannot contain user's first name and last name.

step

* 0ld Password: [sessassnse G step
* New Password: sesesessnens step

* Verify Password: |

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

In the text field labeled Verify Password, the VA LMS will ask you to re-enter your
new password. This ensures that you typed it accurately. A typing error in your
password will prevent you from logging in, in the future.

May 2008 v1.0 =11 Page 11 of 29
Prepared by VALU IT NT&EO and EES .A‘.’L’it?:’f.'.*‘



VA LMS Web-Based Tutorial Support Material — Process Reference

- _ S
@ VAL S llearanne s Bassword Expined SMicrosofiinternettxploner J L_J a‘i
Fle Edit View Favorites Tools Help ,' ,.

Q Back * I |ﬂ lg'] ¢ /- search Favorites 42 v & t
Address @https:fﬁi\' Ims. va.gov /plateau fuser fchangePassword. do hd a Go

VA Learning Management System V/AUnneron o.o. » oo

Password Expired

User Password has expired. Please Change User Password.

* = Required Fields

The User's password has to be compliant with the following rules:

# The length of the password must be between 8 and 40 characters.
* The password must contain the following types of characters:
i. English lower case letters.
2. English uppercase letters.
3. Arabic numerals(0,1,2,...9).
4. Mon alphanumeric special characters ((@# %85 ()-_+=\{\}[1<=7/";1\\])
# The password cannot contain user name(login ID).
» The password cannot contain user's first name and last name.
step

step

slep

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

When you are sure the information you have typed in is correct, click the Apply
Changes button to continue.

& You may get a message labeled Validation Error. Though this is nothing to
worry about, it does mean that you made an error when you typed in your
information. Perhaps what you typed in the Old Password field does not match the
password that the VA LMS has on file. Possibly the text in the New Password and
the Verify Password fields did not match. You may get the Validation Error because
the new password you created does not meet the requirements listed on this page.

Whatever the error is, the message will tell you what you need to do to correct it.
If you wish to clear all the text fields and try again, click the Reset button.

Step 4 — Click the Apply Changes button
Click the Apply Changes button to continue.
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Step 5 — Click the Login button

@ VA LMS: Learmingic Hassword pinad - MICTOS0TT: Internet: Eplorer J d @‘I
Fle Edit View Favorites Tools Help l’f
@ Back ~ ) Iﬂ @ . ,-' Search * Favarites 42 b | t

Address | https: jfm

Ims. va.gov /plateau fuser fchangePassword. do

Success

Your password has been saved. step

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

& The VA LMS will display a success page to let you know that your new
password has been changed successfully. This means that you can use the new
password you created for the next 90 days.

Click the Login button to continue.

May 2008 v1.0
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Change Password

Step 6 — Enter User ID

@ VALINS = llogin - MicrosoftInternet Exolorer

Fle Edit View Favorites Tools Help
> IR A | P seareh cFavorites 8 | (- B @#

55 @http (v, Ims. va. gov plateau fuser flogin. jsp

UNITED STATES

DEPARTMENT OF VETERANS AFFAIRS

User Login

The VA Learning Management System web site is intendsed for employess and staff of the Department of Veterans Affsirs.
Veteran-relsted information sbout sducation, benafits, snd other services ars svailsble on the VA Homs Pags.

/‘!&ﬁﬁ.

VA Learning Management System
This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.

slep

] LMSUSER.USER0231

I forgot my PASSWORD

Support and Assistance
Contact your local va& LMS Administrator for log-on and other aszsistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LMS Administrator.

e |/

You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.

e

<]}

Now that you’ve created a new password, it’s time to use it to login to the VA LMS.

Back on the login page, type in your user id.

& Remember that your user id requires uppercase letters followed by the digits

of your birthday: LASTNAME.FIRSTNAMEmmdd.

As a reminder, you can see Mr. Lmsuser’s user id is: LMSUSER.USER0231.

May 2008 v1.0 P2
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Step 7- Enter NEW Password

AVALYS = Lo Shicrosoftlntennetanioner

aEE|
Fle Edit View Favorites Tools Help ,'
3 Bad 5 ERE 2 | O search 77 Favorites @ B2 B &

Address @ https:{fwww.Ims. va.gov/plateaufuser flogin.jsp

LB

| )

UNITED STATES

DEPARTMENT OF TERANS AFFAIRS

VA Home

User Login

The VA Leaming Management System web site is intendsd for employess and staff of the Department of Veterans Affairs.
Veteran-related information sbout sducation, benefits, and other services are svailsble on the VA Homs

i

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.

step

I forgot my PASSWORD

Support and Assistance
Contact vour local VA LMS Administrator for log-on and other assistance.

For additional support, contact the WA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up vour local VA LMS Administrator.

e |/

1]

Now type in your new password--the one you just created for the next 90 days.

May 2008 v1.0 e
Prepared by VALU IT NT&EO and EES VA niversity

LUnive

Page 15 of 29




VA LMS Web-Based Tutorial Support Material — Process Reference

Step 8- Click the Login button

AVALYS = Lo Shicrosoftlntennetanioner

Fle Edit View Favorites Tools Help

[ Qe - © B @

2| O search 7 Favorites @ (/5 Ba.
Address @ https:fwww.Ims. va.gov fplateaujuser fauthenticate . do

| )

UNITED STATES

DEPARTMENT OF VETERANS AFFAIRS

VA Home

User Login

b site is intended for employsss and staff of the Department of Vete
Veteran-related information sbout sducation, benefits, and cther services are svaisble on the YA Hom

The VA Leaming Managsment System v

i

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside LMS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.

step

step USER ID | LMSUSER.USER0231
(PASSWORD [T

| slep

I forgot my PASSWORD

Support and Assistance
Contact vour local VA LMS Administrator for log-on and other assistance.

For additional support, contact the WA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up vour local VA LMS Administrator.

1]

Click the Login button to continue.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Task 3 — Create a Security Question & Answer

VAL Learning e iSetS ety nestion SMicrosoitdnterietExpioners ._J ._J a
File Edit View Favorites Tools Help ’f
QBack =N |ﬂ lg'] . ) Search <7 Favorites 42 ~ g f
Address @ https: {fwww Ims, va.gov/ /plateau/user fauthenticate. do f__ a Go

Pleaze create a security question and answer that will be used when retrieving your password. & good security question
and answer is something that only you will know, and will be hard for someone else to guess the answer.

ou should avoid questions that contain personal data that is generally available (e.g. 55N, address, etc.).

Some examples are:

What is the name of my first pet?
What iz my favorite film?

* = Required Fields

[ 5u ;-"o.‘

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

The VA LMS has a way to remind you of your password if you forget it. You will
create a security question that the VA LMS can use to verify your identity and remind
you of your password.

When you login to the VA LMS for the first time, you need to create a security question
and the answer to that question. This question and answer help protect your personal
information and privacy in the VA LMS.

& When this page appears, be sure to read the guidance carefully. It helps you
avoid creating questions that have answers that other people can easily guess.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Create a Security Question & Answer

Step 1 — Enter your Security Question

@ YALIMS Liaanning Sccurity (nestion = MicrosoftdntennetExplorery

HEE)

Fle Edit WView Favorites Tools Help
QBack = e |ﬂ @ : ,'--'Sear:h ¢ Favorites &8 | [+ & i ¥

Address @ https: {fiwww. Ims. va.gov /plateau fuser fauthenticate. do

iy
I

@Ga

Please create a security question and answer that will be used when retrieving vour password. A good security question
and answer is something that only you will know, and will be hard for someone else to guess the answer.

¥ou should avoid questions that contain personal data that is generally available (e.g. 55N, address, stc.).

Some examples are:

What is the name of my first pet?
What is my favorite film?

* = Required Fields step
*Security Question:
*Security Answer:

*Re-Enter Security Answer:

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

VA Learning Management System V@r@y —

In the Security Question field, type in your chosen security question.

May 2008 v1.0 P2
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Step 2 — Enter your Security Answer

r—— —
@ VAL S earmine e iSetSsecuny (Y nestion S Microsoftdntennet ixplorer, J h_j @
Fle Edit View Favorites Tools Help '#}t

@ Back * I Iﬂ lg'] ¢ /- search Favorites 42 v & f

Address @https:fﬁi\' Ims. va.gov/plateaufuser fauthenticate. do ‘_| Go

VA Learning Management System V/AUnneron o.o. » oo

Please create a security question and answer that will be used when retrieving vour password. A good security question
and answer is something that only you will know, and will be hard for someone else to guess the answer.

¥ou should avoid questions that contain personal data that is generally available (e.g. 55N, address, stc.).

Some examples are:

What is the name of my first pet?
What is my favorite film?

* = Required Fields step
on: |what is my cat's name? @ step
|

*Re-Enter Security Answer:

*Security Q

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

In our example, Mr. Lmsuser has created the question, "What is my cat's name?"
Next, type the answer for the question you created.

& Note that your answer is case sensitive, so remember which letters you
capitalize. Also, your answer must have at least five characters.

& Note that even in our example, the name of Mr. Lmsuser's cat will remain a
secret. This is to emphasize security: it’s important to remember that the security
features of the VA LMS won’t work if you share confidential information. Remember
to keep your confidential information to yourself.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Create a Security Question & Answer

Step 3 — Re-enter your Security Answer

@ YALINS lleanning = SetSecunity Oiestion = MicrosoftInternet Explorar,

Fle Edit WView Favorites Tools Help
@Back = e |ﬂ @ F ,'-"Sear:h cFavorites 48 | [0+ B §
Address @https:ffw

.va.gov plateau fuser fauthenticate. do

What is the name of my first pet?
What is my favorite film?

* = Reguired Fields step
*Security Question: |\what is my cat's name? @ step
*Security ANSWer: |[yesssses step

*Re-Enter Security Answer: |

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

VA Learning Management System V@r@y —

Please create a security question and answer that will be used when retrieving vour password. A good security question
and answer is something that only you will know, and will be hard for someone else to guess the answer.
¥ou should avoid questions that contain personal data that is generally available (e.g. 55N, address, stc.).
Some examples are:

You are asked to re-type your answer in the Re-Enter Security Answer field. Just like
creating a new password, retyping your answer helps to catch any typing mistakes you

may have made.
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Create a Security Question & Answer

Step 4 — Click the Submit button

AWALHS Learnmg ek ersorial S ome SEr osot il ntenielExpl orery Lj L.l\l %‘
File Edit View Favorites Tools Help "’
o Back - - | |ﬂ @ : ,'-" Search ¢ Favorites &8 | (- & i F
Address @htms:,.’fw-n"m.lms.va.gnw’pIateaufuserfsetsacurityquesﬁnn.dn L:] Go

Please create a security question and answer that will be used when retrieving vour password. A good security question
and answer is something that only you will know, and will be hard for someone else to guess the answer.

¥ou should avoid questions that contain personal data that is generally available (e.g. 55N, address, stc.).

Some examples are:

What is the name of my first pet?
What is my favorite film?

* = Required Fields step

*Security Question: |\hat is my cat's name? @ step

*Security ANSWer: [sessssns step

*Re-Enter Security Answer: step

Ea QO

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

After re-entering the security answer a second time, click the Submit button to save
your security question and answer in the VA LMS.
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Process Reference

AVALKS

File Edit View Favorites Tools Help
Qb - & -HN R 6| F

Address @ https:/fwww.Ims. va.gov /plateaujuser fauthenticate.do

ine b ersonal = Some s Microsoi ernet ol oner

Search 77 Favorites 4 -y [

VA Learning Managemen

Personal

= Home +* Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER
11/1/2007
Please UPDATE YOUR PROFTLE!

To ensure automatic notifications are properly processed by the VA-
LMS (e.g., learning assignments, registration approvals), click the
hyperlink abowve upon first use of the VA-LMS and enter your work
email address and the name of your supervizor. Flease review your

Get the Most from Your Learning Management System

Visit the Inside LMS communications web site, the singular source of
information and guidance for the national audience of both the
learners and those responsible for WA LMS administration. You can
expect to find thorough up-to-date coverage of announcements,
policies, training, and initiatives based on your needs.

Alerts

The Alerts section provides important status notifications regarding
a=zigned learning events.

Learning Plan

The Learning Plan is the list of assigned training. Learners can add
optional items to their Learning Flans, register in instructor-led items,
and launch online content from the Learning Flan.

Curriculum Status

The Curriculum Status functionality provides learners with a
comprehensive list of the curricula and subcurricula needed for
personal and career advancement. Required dates associsted with
each curriculum help manage your learning needs.

t System

02 1

entire Profile periodically to update the information as changes occur.

Il.] Go
&

R | Home | S Go | 7 Help | [ Logout |

Alerts

@ vou have overdue learnings

Catalog

view all available instructor-led items=
View all available online items=
Browse Catalogs

Learning Plan w Learning Plan

Configuring the Open Shortest Fath First G

Protocol - 120082_eng

Testing and Instrumenting C# 4

Applications - 109340_eng

101 Medication Tips for People with 5]
&
‘B

@

g2

Diabetes
Acguisition Forum

Empowering Patients through Patient
Centered Care (CDN)

Curriculum Status

w Go to Curriculumn Status
There are no incomplete curricula for this User.

New Items
SCORM: The Way We Do Business Satellite Broadcast (Part 4 of 4)=
Privacy Awareness for Project Managerss ]

Once your security question and answer have been saved to the VA LMS, you are taken
to the VA LMS user homepage. You now have full user access to the learning options

in the VA LMS.
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Task 4 —How to Log Off

Properly exiting the VA LMS is just as important as properly logging in. This allows
the VA LMS to keep your information and activities private and secure.

Step 1 — Click the Logout link

—

-3 WAL Lecrning =R ersonalic Home SMicrosaitinterneExolonern

File Edit View Favorites

Tools  Help
@ G

oo Ims. va.gov/plateau/user fauthenticate.do

- Search =7 Favorites 48 - i

Personal Learning

= Home +* Approvals = Profile = Regional Settings

Welcome USER 02 LMSUSER
11/1/2007
Please UPDATE YOUR PROFILE!

To ensure automatic notifications are properly processed by the VA-
LMS (e.q., learning assignments, registration approvals), click the
hyperlink above upon first use of the VA-LMS and enter your work
email address and the name of your supervizor. Please review your
entire Profile periodically to update the information as changes occur.

Get the Most from Your Learning Management System

Visit the Inside LMS communications web site, the singular source of
information and guidance for the national audience of both the
learners and those responsible for WA LMS administration. You can
expect to find thorough up-to-date coverage of announcements,
policies, training, and initiatives based on your needs.

Alerts

The Alerts section provides important status notifications regarding
assigned learning events.

Learning Plan

The Learning Plan is the list of assigned training. Learners can add
optional items to their Learning Plans, register in instructor-led items,
and launch online content from the Learning Flan.

Curriculum Status

The Curriculum Status functionality provides learners with a
comprehensive list of the curricula and subcurricula needed for
personal and career advancement. Required dates associated with
each curriculum help manage your learning needs.

Go | ? Help | [ Legout
Reports

rts
)

Ale
Oy

hav

Catalog

iew all available instructor-led items=
w all available cnline itemss
Browse Catalog=

Vi

Learning Plan w Learning Plan

Configuring the Open Shortest Fath First
Protocol - 120082_eng

Testing and Instrumenting C#
Applications - 109340_eng

101 Medication Tips for People with
Diabetes

Acquisition Forum

o

|| | o

o |3

Empowering Patients through Patient
Centered Care (CDN)

w Go to Curriculum Status

Curriculum Status
There are no incomplete curricula for this User.

New Items
SCORM: The Way We Do Business Satellite Broadcast (Part 4 of 4)»
Privacy Awareness for Project Managerss

When you’re ready to end your session in the VA LMS, click the Logout link in the
upper right-hand corner of the browser window. By clicking on this link, the VA LMS
recognizes that you’re done with your session-you will be officially logged out.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Task 5 —Return User Login

When you return to the VA LMS for more training or to finish a learning activity you

started earlier, you follow the familiar steps for logging in.

Step 1 — Enter User ID

AVALNS = Login chicrosoftlntennenlonern

Fle Edit View Favorites Tools Help
EINF| D | S search <t Favorites @ i =

= @ https: {fwww.Ims, va. gov /plateau fuser flogin. jsp

UniTED STATES
DEPARTMENT OF VETERANS AFFAIRS

User Login

The VA Learning Management System web site is intendsd for employsss and staff of the Department of Vet
Veteran-relsted information sbout sducation, benefits, and cther services ar= svailsble n the VA Home Pag

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website [nside LMS.

slep

lw“,. -i'

I forgot my PASSWORD

Support and Assistance
Contact your local VA LMS Administrator for log-on and other assistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LMS Administrator.

e |

You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.

First, type your user id in the User ID text field in the following format:

LASTNAME.FIRSTNAMEmMmdd.

& Spaces, hyphens, and apostrophes are not permitted in the user id. For those
who use a nickname or an abbreviation of your name, the VA LMS only recognizes
your legal first name. If you’re unsure about how you are named in the VA LMS,

check your pay stub or see how you’re listed at Employee Express.
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Step 2 — Enter Password
@ VAL S =l o -=u| Microsofidntennetplorern Jh;i_éq

Fle Edit View Favorites Tools Help l’f

Iﬂ lg'] F - Search Favorites &4 i = &

ttps: ffwwiw. Ims. va. gov plateau fuser flogin. jsp

UNITED STATES
DEP:\RTDEEVT OF "ETERANS ;f\FFAIRS

B

User Login

Tha VA Learning Managnmnnt Systam wab ste is intended for employess and staff of tha Departmnt of Vetarans Affas.
o information sbout o +, benafits, and cther services ars availsble on the VA Home Pag

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?

Before you login, visit our informational website Inside LMS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.
step

ste LMSUSER.USER0231 | L]

la;.:.\.r[

I forgot my PASSWORD

Support and Assistance
Contact your local va& LMS Administrator for log-on and other aszsistance.

For additional support, contact the VA LMS Help Desk at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1(866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LMS Administrator.

Next, type your password in the Password text field.

This might be the unique password you created the first time you logged in. If you’ve
been using the VA LMS for a while, it might be your most recent unique password.

& As a reminder, the VA LMS password is case sensitive. So type carefully to
make sure the password you enter matches the unique password you have stored in the
VA LMS.

If you have forgotten your password, click the link that reads "I forgot my Password"
located below the login box.

When you click this link, your security question is displayed. Remember that this is
the question you created the first time you logged in to the VA LMS. Type in the
correct security answer.

Your password will be replaced with a temporary password. That temporary password
will be sent to the email account you listed in the personal profile section of the VA
LMS.
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& If you have not provided an email address in your profile or if you cannot
remember your security answer, contact your local VA LMS Administrator for

assistance.

Step 3 — Click the Login button

2 WALMS £ lopin = MicrosoftIntenieLExplorer

File Edit View

Favorites  Tools Help

.OBack' S - X & &

Address @ https: /fwwew.Ims. va.gov /plateaufuser fauthenticate. do

JI search <7 Favorites @) (15 Rl

UniTeD STATES

DEPARTMENT OF VETERANS AFFAIRS

VA Home

User Login

The VA Learning Management System web site is intended for employess and staff of the Department of Veterans Affairs.
Vatersn-relsted information sbout education, benefits, and other services zre availsble on the VA Home Page.

VA Learning Management System

This login provides access for those pursuing training in the VA Learning Management System (VA LMS).
Is this your first visit? Are you looking for more information about the VA LMS or the VA LMS courses?
Before you login, visit our informational website Inside L MS.
You'll find orientation to the VA LMS, up-to-date news and announcements, VA LMS training and how-to's, and the course catalog.

step

step LMSUSER.USER0231

! step

I forgot my PASSWORD

Support and Assistance
Contact your local VA& LMS Administrator for log-on and other assistance.

For additional support, contact the VA LMS Help Deck at valmshelp@va.gov or
Monday through Friday between 8am and 10pm EST at 1{866) 496-0463.

Visit the Inside LMS communications web site to look up your local VA LM5 Administrator.

e |

=IE]X)|
"

L-:].Go

)

Al

Click the Login button to finish logging in.

<]

This completes the process.
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Accessing the VA LMS Step by Step Guide

Task 1-New User Login

1. Enter User ID
2. Enter Password
3. Click the Login button

Task 2-Change Password

. Enter Old Password

. Enter New Password

. Re-enter New Password

. Click the Apply Changes button
. Click the Login button

. Enter User ID

. Enter NEW Password

. Click the Login button

CO~NOOT A~ WN B

Task 3-Create a Security Question and Answer

1. Enter your Security Question
2. Enter your Security Answer

3. Re-enter your Security Answer
4. Click the Submit button

Task 4-How to Log Off
1. Click the Logout link

Task 5-Return User Login

1. Enter User ID
2. Enter Password
3. Click the Login button

This completes the task.

May 2008 v1.0

camiy Page 27 of 29
Prepared by VALU IT NT&EO and EES VAGert



VA LMS Web-Based Tutorial Support Material — Process Reference

Return User Login Step by Step Guide

4, Enter User ID
5.  Enter Password
6.  Click the Login button

This completes the task.
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Resource Information

e The web-based demonstration of the process can be found at the following web
address: http://www.insidelms.va.gov/wbt/001-AccessingTheVALMS/LMS-ACCESS-
PROCESS.htm

e To access additional VA LMS training resources, please visit
http://www.insidelms.va.gov/userRoles/vaLMS-user-notebook/vaLMS-notebook-
user.shtm

e The InsideLMS website provides up-to-date information, resources and tools for
all VA LMS users at http://www.insidelms.va.gov.

Please send questions, comments, or requests for additional information regarding
this training to the VALU_LMSTrainingGroup@va.gov.
(VALU_LMSTrainingGroup@va.gov)
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