VA LMS Web-Based Tutorial Support Material — Process Reference

LEARNING
MANAGEMENT
SYSTEM

Managing My Personal Account

Welcome to the VA Learning Management System, or VA LMS. This web-based
tutorial, titled “Managing Your Personal Account,” is for VA LMS users and supervisors.

Objectives

By the end of this tutorial session, you should be able to:
e Access your VA LMS user profile
e Add your email address and direct supervisor to your VA LMS user profile
e Access and view your learning history in the VA LMS
e Print certificates of completion from your VA LMS learning history
e Access and review content from completed courses, and
e Access and use the Reports tool provided by the VA LMS.

Click here to view online tutorial
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Task 1 — Updating Personal Profile Information

Step 1 — Click the Update Your Profile! link

#] itipsHifen stagmeplateati-con cVALS T ennnig s Personal = dipme Sicrosoftditerneld=plornr J J ﬁi
: File Edit Wiew Favorites Tools Help ;','

2 . . »
: 0 Back ~ I ,_x“] g] 4 - Search <7 Favorites & - f

JVA Learning Management System

e 02 LMSUSER | Home | Search (

Go | 2 Help | I Legout

Personal Learning Catalog Reports My Employees

= Home = Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER g 7|

2/7/2008
Pleast: UPDATE YOUR PROFILE!

To ensure automatic notifications are properly processed by the wa-

LMS (e.g., learning assignments, registration approvals), click the

hyperlink above upon first use of the WA-LMS and enter your work

email address and the name of yvour supervisor. Please review your 5 i L

entire Profile periodically to update the information as changes occur. view all available online itemss
Browse Catalog»

¢ all available instructor-led items=

Get the Most from Your Learning Management System

Visit the Inside LMS communications web site, the singular source of Learning Plan w Learning Plan

information and guidance for the national audience of both the
learners and those responsible for VA LMS administration. You can
expect to find thorough up-to-date coverage of announcements, Configuring the Open Shortest Path First
policies, training, and initiatives based on your needs. Protocol - 120082_eng
Testing and Instrumenting C#
Applications - 109340_eng

& || dr | dr

Alerts Acute Management of Autonomic @12/27/2007
Drysreflexia
The Alerts section provides important status notifications regarding "Give 'em the Pickle" Video Training Kit 2/29/2008
assigned learning events. i
VA Online Travel Card Training 3/24/2008
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 w+ Go to Curriculum Status

Curriculum Status

VA Online Travel Card Training

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 New Items

& 2 @ nternet

Knowing how to manage your personal profile is essential for all VA LMS users.

As a user, you are responsible for ensuring your profile information is accurate and
complete. Specific fields, such as Supervisor information and your email address, must
be manually entered and maintained.

Accurate and up-to-date information in your profile ensures that you will receive
important system-generated notices.

Each time you login to the VA LMS, you begin at the VA LMS homepage. The
homepage provides a snapshot of your learning plan and a variety of helpful resources,
such as Alerts and the Curriculum Status Snapshot.

The homepage also provides an important link for managing your personal profile
information: Update Your Profile!

To proceed, click the Update Your Profile! link.
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i Fle Edit View Favorites Tools Help L

) Back O ® B | Pseach FrFavaits £ | (- & B gLinks =
7]

VA Learning Management System - Profile Update @%
. ¥ i P V University
Support

For supportt. please contact the VA LMS Help Desk

Phone (866) 496-0463 between the hours of 8-00 AM and 10-00 PM EST
Email: valmshelp@va gov

User Information

User Name:  USER 02 LMSUSER
LMS UserID: LMSUSER.USER0231
Tob Title: |

Address: |

|
Email Address: | |
|
|

City: |

State: |

[<]

Postal Code:

Phone Number: |__
Phone Extension:
@ Done é | ‘ Internet

g

The Profile Update page opens. First, notice your User Name and User ID both appear in
the User Information table.

At the bottom of the Profile Update form...

May 2008 v1.0 - Page 4 of 52
Prepared by VALU IT NT&EO and EES NV



VA LMS Web-Based Tutorial Support Material — Process Reference

Step 2 — Click the Change... link to update your supervisor
information

&1 HpSHVavIEcE T Eseova S eV Al Ear e Man s emen system SRratil el pdate S Erosoii nienneplonern

BEs)

: File Edit Wiew Favorites Tools Help ",'

i Q) Back 3] H &A | P search FrFavoites @ | (3~ W B F : Links

Email- valmshelp@va gov [=]

User Information

User Name: USER 02 LMSUSER
LMS User ID: LMSUSER USER0231
Job Title: |

Email Address:
Address:
City:
State: | &
Postal Code:

Phone Number:

e

Phone Extension:

Cell Phone Number: ese

Supervisor: LMSUSER, USER 03 Change_..

Privacy Statement | Securitv Statement | Accessibility | Disclaimer | Contact Us

<1

&] Done 2 @ nternet

... Is the Supervisor field.
It is critically important that you enter your direct supervisor’s name into this field.

If a supervisor has already been designated, their name appears in the Supervisor field. If
not, the Supervisor field is empty. In both cases, an active Change... link appears on the
right of the field.

In this tutorial, our fictitious training user, Mr. USER LMSUSER, needs to identify his
direct supervisor. Therefore, he clicks the Change... link.
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&1 DSV aCesl iy ooy 42 GV AN eaT o Mlanaoermeriisysien e Profile i pdate Serosofidnterneiixnlorer Lj Lﬂ %i
 File Edit View Favorites Tools Help 1','
S : 3 : A : »

i QBack - O [ &) & | Psearch Frfaveites @ | (A- a B F ! Links

VA Learning Management System - Profile Update \J@%
niversiry

Enter your supervisor's first name and last name in the fields below and click the search button.

Please note that you can enter part of the name if you are not sure of the spelling.
The search results table will display all people who match the criteria entered.

When you have found the record for your supervisor, click the Select button next to their record.

Supervisor's First Name:  |USER 03
Supervisor's Last Name:  |LMSUSER

Supervisor Search Results

N s e N

|[ Select ] LMSUSER USER03 TEST 530 3200 Vine Street EDUCATION AND TRAINING

Privacy Statement | Securitv Statement | Accessibilitv | Disclaimer | Contact Us

iil Done é 0 Internet

The Select Your Supervisor screen appears.

From here, you can search for and choose your direct supervisor.

& Note: The VA LMS prevents any updates to your profile until a supervisor is
designated.

May 2008 v1.0

Page 6 of 52
Prepared by VALU IT NT&EO and EES




VA LMS Web-Based Tutorial Support Material — Process Reference

Step 3 — Enter Supervisor’'s Name and click the Search button

&) nEpsHvaytraced nnsvaeoy-d 46 SV Al anmne Manacementsystem Slnotilelipdate SMicrosoftdnternet bpnloner J d @‘1
: File Edit WView Favorites Tools Help ",r
S . - ) ; »
P QBak - D - [® @ @ SPsearch TrFaveites 8 (- & OF : Links

VA Learning Management System - Profile Update VX Ui %tilrrmlg
niversiry

Enter your supervisor's first name and last name in the fields below and click the search button.
Please note that you can enter part of the name if you are not sure of the spelling.
The search results table will display all people who match the criteria entered.

When you have found the record for your supervisor, click the Select button next to their record.

Supervisor's First Name:  |SUPERVISOR 02

Supervisor's Last Name: LMSUSER

| Cancel

Supervisor Search Results

I T T T T

| LMSUSER. SUPERVISOR 02 TEST 539 3200 Vine Street EDUCATION AND TRAINING

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

&) one B @ miemet

In the Supervisor Search fields, enter the first and last name of your direct supervisor and
then click Search.

For this tutorial, begin by searching for a fictional training supervisor named
SUPERVISOR 02 LMSUSER.

Enter the supervisor’s first name... their last name ...and then click Search.
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Step 4 — Click the Select button

£] HpsHivavartrace lnn.va cove2 86 SVAd aarming Managementsystam Shrofilelipdata SMicrosofisintannetxplorar d d @\‘
: File Edit WView Favorites Tools Help ",'
S ) ; »
P @Bak ~ © - [¥ [@] @» | S search 7 Favorites & ~m = ! Links

VA Learning Management System - Profile Update VX U%%]fll!ﬂ_g,‘
niversiry

Enter your supervisor's first name and last name in the fields below and click the search button.
Please note that you can enter part of the name if you are not sure of the spelling.
The search results table will display all people who match the criteria entered.

When you have found the record for your supervisor, click the Select button next to their record.

Supervisor's First Name:  |SUPERVISOR 02

Supervisor's Last Name: LMSUSER

Supervisor Search Results

T T T

step LMSUSER. SUPERVISOR 02 TEST 539 3200 Vine Street EDUCATION AND TRAINING

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

Booe 3 @ v

& Note: If you don’t know the exact spelling or full name of your supervisor, at least
enter a partial name and click Search.

The Search Results field will appear, listing all the names that best match what you
entered.

Be aware that the VA LMS will likely return more than one result, so make sure you
select the correct supervisor.

To add your direct supervisor to your user profile, click the Select button at the left of the
supervisor’s user id.
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i File Edit View Favorites Tools Help

Qeak - @ - 81 & @.,OSEEICH s Favorites €8 | (- & & OF Lu'lks

VA Learning Management System - Profile Update K [%Em;;?
. ¥ ¥ P V University
Support

For supportt. please contact the VA LMS Help Desk

Phone (866) 496-0463 between the hours of 8-00 AM and 10-00 PM EST
Email: valmshelp@va gov

User Information

User Name: TUSER 02 LMSUSER
LMS User ID: LMSUSER.USER0231
Job Title:

Email Address:

Address:

City:

State:
Postal Code:
Phone Number:

Phone Extension:
] Done B @ memet

The VA LMS Profile Update screen returns ...

Ll
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@ o rete 2 lnl ek g0 s S A L g W2 2 0 Syt - Hrofile Ui es = iferosoft il ridt Elurar r

i File Edit View Favorites Tools Help ay

°Elad<' O E] @ @ ,OSEa!d1 ?,"?Fa\rorites & @-&EL} ;Links»
Email: valmshelp@va gov =]

User Information

User Name: TUSER 02 LMSUSER
LMS User ID: LMSUSER.USER0231
Job Title:

Email Address:

Address:

City-

<]

State:

PosCode |

Phone Number
S —

Cell Phone Number:

| Supervisor: LMSUSER. SUPERVISOR 02 Change...

Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
]
€l oo 8 @ ;

...and the selected supervisor’s name is listed to the right of the Supervisor field.
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Step 5 — Enter Email Address

r ey
£] HpsHivavartrace lnn.va cove2 86 SVAd aarming Managementsystam Shrofilelipdata SMicrosofisintannetxplorar j h_«j a
: File Edit WView Favorites Tools Help ’,'
z . ; »
P QBak - [ @ @ o search 7t Favorites & ~m = ! Links

Email: valmshelp@va gov [~

User Information

User Name: USER 02 LMSUSER
LMS User ID:  LMSUSER USER0231
Job Title:

step Email Address:  |user Imsuser02@va gov
Address:
City:
State:
Postal Code:
Phone Number:
Phone Extension:
Cell Phone Number:

Supervisor: LMSUSER, SUPERVISOR 02  Change

Privacy Statement | Security Statement | Accessibilitv | Disclaimer | Contact Us

g] Done é 0 Internet

Now, you may continue adding more information to your VA LMS User Profile.

The Email Address field is very important. Email is used for system notifications and
retrieving your password if you should forget it.

& Note: A valid email address must be entered. If the email address is entered
incorrectly, you will receive an Invalid e-mail format warning.

Additional fields include entries for your job title, work address, and phone numbers.

& Please Note: When you record training taken outside of the VA LMS, a SF-182
Form is generated. Enter your work address and phone number here and the form will
automatically complete similar entries, saving time.

For this tutorial, enter a fictitious email address for our fictional training user, Mr.
LMSUSER.
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Step 6 — Click the Submit button to save updates

File Edit View Favorites Tools Help

5 QBak - O - [® @ (.j.,OSEarch <7 Favorites €9 [+ ia

=8 ¢

User Information

User Name:
LMS User ID:
Job Title:

Email Address:
Address:

City:

State:

Postal Code:
Phone Number:
Phone Extension:

Cell Phone Number:

step  Supervisor:

| Cancel

Email: valmshelp@va gov

USER 02 LMSUSER
LMSUSER.USER0231

I user.Imsuserl2@va.gov

|
|
]
Cee ]

=

LMSUSER.. SUPERVISOR 02

Change

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

@ Done

2 @ Internet

When you have updated your profile’s information, click the Submit button.
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Step 7 — Click the Close button

.’Ja’f‘c‘ T ‘g % =y _;J-ug_’;'ﬂ L ﬁa‘“ - T S S TS SSgsae B_T—E
: File Edit WView Favorites Tools Help .-ﬂ.
P QBack - M B ©h Oseach FrFavorites @ (I- & 5 OF ks T

VA Learning Management System - Profile Update V@I@
niversiry

Profile Update Status

Your user profile has been updated.

fftép Edit Again

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

@ Done é | o Internet

The Profile Update screen appears and states: “Your user profile has been updated.”
Click the Close button.
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ginesplatentcom SVATIMSI enniing s Pensonal s Slome s Microsoftdteniet=plonarn J L.‘] %"
File Edit WView Favorites Tools Help l'f
I : 5 : : »
i QBack - O ® @ & | P search FrFaveites @ | (- 5 B ¥ ! Links

VA Learning Management System

R | Home |

Catalog Go | 7 Help | I Logout

Personal My Emplo

= Home | Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER |
2/7/2008
Please UPDATE YOUR PROFILE! Alerts

uh

To ensure automatic notifications are properly processed by the VA-
LMS (e.g., learning assignments, registration approvals), click the

: - Cata
hyperlink above upon first use of the VA-LMS and enter your work ra k] ”
email address and the name of your supervisor. Please review your View all 3"‘3!|3b|8 InSt_I’UC_tD.-IEd itemss
entire Profile periodically to update the information as changes occur. view all available online items=

Browse Catalog»
Get the Most from Your Learning Management System

Visit the Inside LMS communications web site, the singular source of Learning Plan » Learning Plan
information and guidance for the national audience of both the ] S
learners and those responsible for VA LMS administration. You can = o it

expect to find thorough up-to-date coverage of announcements, Configuring the Open Shortest Path First G ==
policies, training, and initiatives based on your needs. Protocol - 120082_eng
Testing and Instrumenting C# 4
Applications - 109340_eng |
Alerts Acute Management of Autonomic L
% % : i y Dysreflexia
The Alerts section provides impertant status notifications regarding "Give 'em the Pickle” Video Training Kit 2/29/2008
aszigned learning events. “f
VA Online Travel Card Training B 3/24/2008
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 Plan. Curriculum Status « Go to Curriculum Status|

Curriculum Status

VA Online Travel Card Training

The Curriculum Status functionality provides learners with a
comprehensive list of the curricula and subcurricula needed for i
personal and career advancement. Required dates associated with New Items =

;’{H é G Internet

The Profile Update window closes, returning your attention to the VA LMS homepage.
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Task 2- Viewing the Learning History
Step 1 — Click the Learning link

@ VAN Ezsippiinie s Mapzapa e oz = lerozof e lnearian Seilorar J h,J @
File Edit View Favorites Tools Help :'
P QBak - H =A W | D search <% Favorites €8 -~ ga F

: Address @ https:ffwww.Ims. va.gov/plateaufuser fauthenticate, dojjsessionid =HrTIITNh98xf29XMQpPXMGO80ysDb 7V 19b IKWm IRvwMaRVd ZTnyQ1-1781417970 :_[ Go
E

VA Learning Management System

ame 2 LMSUSER | Home | talog Go | ? Help | @ Logout
) step I |
= Home = Zpprovals «
Welcome USER 02 LMSUSER 7|

2/7/2008

Please UPDATE YOUR PROFILE!

To ensure automatic notifications are properly processed by the wa-

LMS (e.g., learning assignments, registration approvals), click the ~lo

hyperlink above upon first use of the WA-LMS and enter your work A i - " .

email address and the name of vour supervisor. Please review your View all ava!lable '”SFrUC'_‘G"’IEd itemnss

entire Profile periodically to update the information as changes occur. view all available online items»
Browse Catalog»

Get the Most from Your Learning Management System

Visit the _Inside LMS communications web site, the singular source of Learning Plan w Learning Plan

information and guidance for the national audience of both the

learners and those responsible for VA LMS administration. You can |
expect to find thorough up-to-date coverage of announcements, Configuring the Open Shortest Path First
policies, training, and initiatives based on your needs. Protocol - 120082_eng

Testing and Instrumenting C#
Applications - 109340_eng

Alerts Acute Management of Autonomic

o || | a |

Dysreflexia
The Alerts section provides important status notifications regarding "Give 'em the Pickle” Video Training Kit 2/29/2008
assigned learning events. !
VA Online Travel Card Training 3/24/2008

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 «+ Go to Curriculum Status|

Curriculum Status

VA Online Travel Card Training
The Curriculum Status functionality provides learners with a [
By

ek R el

& 2 @ nternet

Another key part of managing your account in the VA LMS is learning how to access and
view your learning history and how to print completion certificates.

The Learning History page shows a summary list of educational items and their
completion dates. This list may be sorted by Title or Completion Date.

To proceed, click the Learning link.
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Step 2 — Click the Learning History Sub-Menu link

LAVALYS
‘ File Edit WView Favorites Tools Help
Qback - O - ¥ B | Psearch FrrFavoites @ | (3 S B - o

: Address @ https: ffwww.Ims.va.gov/plateaujuser learning/getLearningPlanAction. do

Go | 7 Help | @ Logout

Learning

L e e
= Learning Plan - Learning Calendar = Current Registrations = Curriculum Status| = Learning History
step

Record Learning = SF-182 Requests

Learning Plan

This page displays the complete list of the items specifically assigned to you based on your learning needs. The list includes items that you are
required to complete on a recurring basis as well.

Field Chooser B

Group Plan by: | None
[Expand All] [Collapse All]

Learning Plan

Items: Required

Title & Type | Required By | Status Action Remove
* “'Give ‘'em the Pickle” Video Training Kit 4 | 2/29/2008 LYEIELEAN o to Content ||
» 101 Medication Tips for People with Diabetes Bl | | @
» Accounting for Corporations - FIN0222 “H In Go to Content @
i J|_Progress. |
» Acquisition Forum a Must be | [T @
| | registered |
} Acute M t of Aut Dysreflexia k) Available Go to Content
» Configuring the Open Shortest Path First Protocol - -G | o Go to Content |
120082_eng | | progress | |
¥ Empowering Patients through Patient Centered Care (CDN) Ei| Not @
i | | available | i
» TEST Approval Pro k) Available | SRR @‘
» TEST-Supervisor Approval Required Item A | Must be | Request Schedule .
) - _ | registered |
* Testing and Instrumenting C# Applications - 109340_eng b In Go to Content
progress

=

@ Done

é 0 Internet

The Learning sub-menu options appear below the Main Menu bar. Click the Learning

History Sub-Menu link.
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A WVAIMS learming e leaninge leani e istory sicrasofilntenestxoloner,

File Edit View Favorites Tools Help
QBak - O = A B | P search T Faveites 88 | (- i B i

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

Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History * Record Learning * SF-182 Reqguests

Learning History [”

The Learning History page shows you a summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning history, simply click the corresponding title of the item. You can =sort the list by the Title of the
items or the Completion Date of the items on the list.

Completion Date ~

T 'I;r.a.lnmg Basics T ZIIJ’ZCIEIS 3:53 AM CST T ”Cnl"npe-te
| Revised Title for Testing | 12/12/2007 09:20 &AM C5T | Complete
Cyber Security Awareness 2008 |"8/8/2007 10:58 AM CST Complete

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

iil Done é 0 Internet

This opens the Learning History screen, displaying the Title, Completion Date, Status,
and Action for your completed training items.
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AEE]

A WVALMS [earmeeleanningeieanie Histony i osotiditenelExolonen

: File Edit View Favorites Tools Help "f
T 5 : : »
i QBack - @ - [®] [@ €& | S search i Favorites £ - e B i : Links

P

=5 @ https: ffwww.Ims. va.gov fplateaufuser learning/learningHistory doforderBy =0

: Addr

VA Learning Management System

12 LMSUSER | Home | Search Catalog Go | 7 Help | [ Logout

Personal Learning

* Record Learning * SF-182 Reguests

Learning History [”
The Learning History page shows you a summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning histor_v, simply click the corresponding title of the item. You can sort the list by the Title of the

items or the Completion Date of the items on the list.
Learning History

Title &

= Learning Plan = Learning Calendar = Current Registrations * Curriculum Status * Learning History

Complete

["Cyber Security Awareness 2008 | 8/8/2007 10:58 AM CST
Revised Title for Testing 12/12/2007 09:20 AM C5T Complete
| 2/1/2008 08:53 AM CST | Complete

Training Basics

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

;’{H Done é G Internet

& You may sort your Learning History by Title or Completion Date.

To view your completed training items alphabetically, click the column heading of Title.

The selected column is shaded and bolded. Click on the heading again to view titles in
ascending or descending order.
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VA LMS Web-Based Tutorial Support Material — Process Reference

A WVALMS [earmeeleanningeieanie Histony i osotiditenelExolonen d

: File Edit View Favorites Tools Help "}'
e ) - F »
i QBack - @ - [®] [@ €& | S search i Favorites £ - e B i : Links

: Address @https:ff'A"A'U\'.Ims.va.gov,"plabeaufuserﬂearningﬂearningHismrydo?orderBy:l [] Go

VA Learning Management System

R | Home | Search Catalog Go | 7 Help | [ Logout

Personal Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History * Record Learning * SF-182 Reqguests

Learning History [”

The Learning History page shows you a summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning history, simply click the corresponding title of the item. You can =sort the list by the Title of the
items or the Completion Date of the items on the list.

Title v ||Status
Training Basics 27172008 08:53 AM CST Complete

Revised Title for Testing | 12/12/2007 09:20 &AM C5T | Complete

Cyber Security Awareness 2008 8/8/2007 10:58 AM CST Complete

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

iil Done é G Internet

To sort your Learning History view by completion date, click the heading Completion
Date in the second column.

Then click the heading again to view by the earliest or most recent completion date.

May 2008 v1.0
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 3 — Click the item title to view History Details

‘B WAIHS Learnming) BeannineHistoneMicrosoftdntarnelkxplorary J d @‘l
: File Edit WView Favorites Tools Help ",‘

anming

P QBak - O - [H & D O search <7 Favorites €8 ~ & f ks

@ https:ffwww.lms.va.govfplateaufuser learning/learningHistory . do?orderBy =3 I[j Go

: Add

VA Learning Management System

ome US | Home | Search Cata Go | 7 Help | @ Logout

Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History - Record Learning * SF-182 Requests

Learning History 7|

The Learning History page shows you @ summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning history, simply click the corresponding title of the item. You can sort the list by the Title of the
items= or the Completion Date of the items on the list.

Learning History
Title Completion Date Status Actic
Cyber Security Awareness 2008 8/8/2007 10:58 AM CST Complete

Revized Title for Testing 12/12/2007 09:20 AM C5T Complete
.Trainmg Basics step 2/1/2008 08:53 AM CST | Complete

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

@ Done é 0 Internet

To view the History Details of a completed training item, click the title of the selected
training item.

For example, click the course named “Training Basics” from Mr. LMSUSER’s training
history.

May 2008 v1.0
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 4 — Click the item title on History Details screen to view
Item Details

=y e . . o 1 R B =T Te ||
R VAIMS Ezippiplef = Esmippiing = B rlistopy =il erooi v i iapiar sdulora J J a

: File Edit Wiew Favorites Tools Help ;','

: . ) - . ; »

: Q Back ~ |ﬂ &'] o | - Search =7 Favorites & * B i : Links

: Address @https:f,"www.Ims.va.gov,"plabeaufuserﬂearningﬂearningHismry‘do?orderB\,’=3 :1 Go

A Learning Management System

Welcome USER 02 SER | Home | Search Catalog Go | 7 Help | @ Logout

Personal Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History * Record Learning * SF-182 Requests

History Details

step “
- Back @
Training Basics
VA B39O0

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

&] Done 2 @ nternet

To view the Item Details, click the title of the training item again.

& Note: If you used the external event recorder options to report a course
completion, additional details cannot be viewed.
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VA LMS Web-Based Tutorial Support Material — Process Reference

_Step 5 — Click Back link to go back to History Details screen

r e ey
‘B WAIHS learmngcd earmngelisanmpeHision e Microsoridntannet txpiorar J ] a
: File Edit WView Favorites Tools Help ’,'

i QBack - (€ @ @ P search 77 Favortes £ - i f

»
=

: Address @hﬂDS:ff'A"A'U\'.|m5.\l’ﬂ.gUpr|ﬂtEELI,|"LISErﬂEﬂFl‘lil‘lgﬂEﬂrHiﬂgHiStUry"dU?UFdEFB‘f=3 '_‘ a Go

A Learning Management System

ome USER 02 LMSUSER

Go | 7 Help | @ Logout

Personal Learning

= Learning Plan * Learning Calendar * Current Registrations = Curriculum Status =

Learning History - Record Learning * SF-182 Requests

8 Itemn Details wd

+~ Back

+ Item Summary

VA 63960
Rev : 1 -123/27/2007 07:41 AM CST

ion: training demo for LMS training only

Audience:
Sour
Credit Hours: 1.00

Subject Areas (0 Found)

Prerequisites (0 Found)

Competencies (0 Found)

G
»
3
» Substitutes (0 Found)
; 2 -
3

Related Documents (0 Found)

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

g] https: ffwww.Ims. va. gov plateau user fcomman fviewItemDetails. do?componentTypelD =\ A&componentID=63960&revisionDate =1 19878 é B Internet

To return to the History Details screen, click the Back link.\

& Remember: DO NOT use the browser’s Back and Forward navigation buttons. All
navigation in the VA LMS must use the controls within the VA LMS window.

Using the browser’s navigation controls will generate errors and may force you to end
your active session.

May 2008 v1.0
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 6 — Click the Back link to go back to Learning History
screen

CAWATHS learmngcd earmngiclieannnoisiony e Micrasortditanetfxpiorary d J @“1
: File Edit Wiew Favorites Tools Help ;','

- 1 ) - . ; »
: Q Back ~ ) |ﬂ &'] s | ) Search <7 Favorites & L ¥ : Links

: Address @https:f.."w\“Nw.Ims.va.gov,"plabeaufuserﬂearningﬂearningHismry‘do?orderB\,’=3 Ij Ga

VA Learning Management System
Welcome USER 02 LMSUSER | Home | Search Catalog Go | 7 Help | @ Logout

Personal Learning aree Catalog

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History * Record Learning * SF-182 Requests

2 History Details id

« Back

rraining oasics

VA 63960

Revision: 1 -12/27/2007 07:41 AM CST
Scheduled Offering ID:

Completion Date: 2/1/2008

Status: Complete

History Details

Training
Instructor:
Comments:

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

E https: {fwww.Ims. va.gov/plateaufuser fearning learningHistoryDetail. do?studentID =L MSUSER 36 2eUSER 023 1 &componentTypelD =VA&co é"  Internet

To return to the Learning History screen, click the Back link.

You can also use the Main Menu navigation bar to go elsewhere in the VA LMS, such as
the VA LMS homepage.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Task 3- Revisiting Course Content(s) after Completion

Step 1 — Click the Learning link in the Main Menu

—

e ; e STE <L
R VAIMS Learing e B EnsoTial & om e ST Crosoht MeTnetExXpl oreTy J h,.*j a
File Edit View Favorites Tools Help :'
! GBack = lﬂ &'] | O search 77 Favorites &8 L f
: Address @https:f,."www.Ims.va.govfpIateau,."user,fpersnnal.."viewPersonaIHame.do :-_[ Go

ment System

R | Home | talog Go | ? Help | @ Logout

VA Learning Manage

ame 2 LI

Personal Learning

step : |

= Home = Zpprovals «

Welcome USER 02 LMSUSER il

2/7/2008
Please UPDATE YOUR PROFILE! Alerts
4 i @ vou have overdus learning
To ensure automatic notifications are properly processed by the wa-
LMS (e.g., learning assignments, registration approvals), click the Catalo
hyperlink above upon first use of the WA-LMS and enter your work 2 kBt - " .
email address and the name of vour supervisor. Please review your View all ava!lable '”SFrUC'_‘G"’IEd itemnss
entire Profile periodically to update the information as changes occur. view all available online items»

Browse Catalog»
Get the Most from Your Learning Management System

Visit the _Inside LMS communications web site, the singular source of Learning Plan w Learning Plan

information and guidance for the national audience of both the
learners and those responsible for VA LMS administration. You can |
expect to find thorough up-to-date coverage of announcements, Configuring the Open Shortest Path First
policies, training, and initiatives based on your needs. Protocol - 120082_eng

Testing and Instrumenting C#

Applications - 109340_eng

o || | a |

Alerts Acute Management of Autonomic @12/27/2007
Dysreflexia
The Alerts section provides important status notifications regarding "Give 'em the Pickle" Video Training Kit 2/29/2008
assigned learning events. !
VA Online Travel Card Training 3/24/2008
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 w Go to Curriculum Status

Curriculum Status

VA Online Travel Card Training
The Curriculum Status functionality provides learners with a |
By

&] Done 2 @ nternet

Some completed training items in the VA LMS may be revisited later through the user’s
Learning History page.

To review a completed training item, click the Learning link in the blue Main Menu.
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VA LMS Web-Based Tutorial Support Material — Process Reference

File Edit WView Favorites Tools Help

P QBak - O M B 0| POsearch Frravories @ | (- i B

i Address ;@;htb:us:f,r’www.Ims.va.gov,r’plateaufuserﬂearning,r’getl.eamingPlanAcﬁun.du

245VA Learning Management System
- Welcome USER 02 LMSUSER | Home | Search Catalog Go | 7 Help | ™ Logout

Learning atalog

= Learning Plan - Learning Calendar = Current Registrations = Curriculum Status||= Learning History ! Record Learning = SF-182 Requests
step

Learning Plan Q

This page displays the complete list of the items specifically assigned to you based on your learning needs. The list includes items that you are
required to complete on a recurring basis as well.

Group Plan by: | Nene Field Chooser
[Expand All] [Collapse All]

Learning Plan ttems: ESRN uic:

Title & Type | Required By | Status Action Remove

» “'Give 'em the Pickle" Video Training Kit 2/29/2008 | Available | TR

-

@

‘B
101 Medication Tips for People with Diabetes
“E In Go to Content @

-

Accounting for Corporations - FIN0O222

progress

B
Acquisition Forum a Must be | [T
| | | registered

Acute M t of Aut ic Dysreflexia

-]

(=]

-

-

Configuring the Open Shortest Path First Protocol -
120082_eng

Empowering Patients through Patient Centered Care (CDN)

-

Not
| available |

LLEIEIAN  Co to Content

LVEILLIAN Go to Content
7 IR Go to Content
progress | |

-

TEST Approval Pro

» TEST-Supervisor Approval Required Item | a | | Mustbe | Request Schedule
. N . - . | registered ]
* Testing and Instrumenting C# Applications - 109340_eng b In Go to Content ||
progress
@ Done é ® Internet

From the Learning Sub-Menu, click the Learning History link.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 3 - Click the Review Content button (if available)

r e ——
‘B WAIHS learmngcd earmngelisanmpeHision e Microsoridntannet txpiorar J mJ a
: File Edit WView Favorites Tools Help ’,'
E . ; g ] »
P QBak - [® & o | O search 77 Favorites 68 - & f ! Links
: Address @htbjs:ff't\"t\'w.Ims.va.gUvfplateaufuserﬂearningﬂEamingHistUry‘dU '_‘ a Go

A Learning Management System

ome USER 02 LMSUSER

Go | 7 Help | @ Logout

Personal Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History - Record Learning * SF-182 Requests

Learning History 7|

The Learning History page shows you @ summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning history, simply click the corresponding title of the item. You can sort the list by the Title of the
items= or the Completion Date of the items on the list.

Learning History
e Completion Date « c s .
Training Basics 2/1/2008 08:53 AM CST Complete

step

Revised Title for Testing 12/12/2007 09:20 AM CS5T Complete
Cyber Security Awareness 2003 8/8/2007 10:58 AM CST Complete

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

g] Done é 0 Internet

On the fictional Mr. LMSUSER’s Learning History page, in the Action column, only one
training item has a Review Content button visible.

To review the training item, click the Review Content button.

& Note: Clicking Review Content opens the original course or item for review. This
DOES NOT place the course back on your Learning Plan. The content must still be
available online or else error messages are generated. Content may be removed from the
VA LMS when it becomes obsolete.

Also, if an external event has been recorded, there will be nothing under the Action
section for content or certificates.

For this tutorial, in the Action column for “Training Basics,” click the Review Content
button.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 4 — Click on the link for the content you wish to review

‘B WAIHS Learmngied eanmngcligannneislonie Contantrictire SMicrosort ntanietixplorar j d @
: File Edit WView Favorites Tools Help ’,'

z . \ : g >
P QBak - [® & o | O search 77 Favorites 68 - &a i 5

@htb:ls:ff'A"A'U\'.|m5.\l’ﬂ.gUV,l"p|ﬂtEELI,|"LISEFﬂEﬂFI‘IiﬂgfrEViE'A'OI‘IliI‘IECUI‘ILEI‘It.dD?EDmDUI‘IEI‘IlTy’DEID=V."-\8EDH1DUI‘IEI‘IHD=53950&[&Vi5iUI‘IDEtEMi"iSEEUFIdS=1193?62360000&5111:1 &3 Go

VA Learning Management System

SER | Home | Search Catalog Go | 7 Help | I Logout

Welcome USER 02

Personal Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History - Record Learning * SF-182 Requests

Online Content Structure wd

Training Basics
VA 63960
Revision: 1 -12/27/2007 07:41 AM CST

Online Content Structure

SR | = CONTENT EXAMPLE [ 2/1/2008 08:53 AM C5T
[ CONTENT EXAMPLE [ 2/1/2008 08:53 AM CoT  LOnine Content Struct
Thiz is a test.
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
g] Done é 0 Internet

The Online Content Structure screen appears.
If the course is still available, links to the course are displayed on this page.
To review a completed course item, click its corresponding link.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 5 — Click Close [X] button to close content window

L A GannotHind serven aMiGrosottntenet: EXplonery

File Edit Favorites  Tools

M E @

View Help

% Bacl >) O search 7 Favorites &8 | (A~ ia [ OF

: Address @ htbj:ﬂ\ratest.starsab(‘cumfva\msmtur\a\luadtestﬁndex.hh‘n?AICC_SID=C190018?M218835&AICC_URL=htb:|s%36%Zf%Zﬂ"a’W\"a’%ZELMS%ZEVA%ZEGOV%prlateam i d Go

=g
‘O

@ The page cannot be displayed

The page you are looking for iz currently unavailable. The Web
site might be experiencing technical difficulties, or you may need
to adjust your browser settings.

When content objects are not available for review
you will usually receive an error screen,
as shown here.

Flease try the following:

Click the Refresh button, or try again later.

If you typed the page address in the Address bar, make
sure that it is spelled correctly.

To check your connection settings, click the Tools menu,

{#]

and then click Internet Options. On the Connections
tab, click Settings. The =settings should match those
provided by your local area network (LAN) administrator or
Internet service provider (ISF).
See if your Internet connection settings are being detected.
You can set Microsoft Windows to examine your network
and automatically dizscover network connection zettings (if
your network administrator has enabled this setting).

1. Click the Tools menu, and then click Internet

Options.
2. ©On the Connections tab, click LAN Settings.
3. Select Automatically detect settings, and then
click OK.

Some sites require 128-bit connection security. Click the
Help menu and then click About Internet Explorer to
determine what strength security you have installed.
If you are trying to reach a secure site, make sure your
Security settings can support it. Click the Tools menu, and L
then click Internet Options. On the Advanced tab, scroll
to the Security section and check settings for S5L 2.0, S5L
3.0, TLS 1.0, PCT 1.0.

Click the * Back button to try another link.

<]

g’] javascript:history.back(1) P Internet

The selected content is presented in a separate window.

Note: Content objects like exams-as in this example-will NOT be available for
review.

After viewing the online content, close the content window...
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 6 — Click Return to Content Structure button

‘B WAIHS learmme elleanning = lleanmng Histony e GontentStnchine s Microsor il ntenmetEmionars d -ii %\1
File Edit WView Favorites Tools Help ,"'
e . - A S ] >

P QBack - Q) - [® @ @ | Psearch FrFaveites 8 (- da B f ! Links

: Address @htbjs:f.u"'t\"t\'w.Ims.va.guvfplateaufusErﬂearning,f’reviawOnIineCUnt&nt.du?cumpunentTypEID=VA&cDmpUnentID=63950&EvisiUnDatEMiIIischnds=1198?62860000&sm® 4 Go

o4 VA Learning Management System

W ome R 02 LMS R | Home | Search Catalog Go | 7 Help | ™ Logout

Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History - Record Learning * SF-182 Requests

Online Content Structure il

Training Basics
VA 63960
Revision: 1 - 12/27/2007 07:41 AM CST step

Do not close this page or navigate from this page while you are working with
online content. Some content may rely on this window to save your progress.

When you have completed the content, you can relaunch the content or use the
menus or the links below to navigate elsewhere.

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

ié] http: fjvatest.starsate.comfvalmstutorialioadtest findex. htm?AICC_SID=C 1900 187M2 18835 8AICC_URL =https%3a% 2% 2A W\ 52 2ell é P Internet

...and then, on the VA LMS Online Content Structure screen, click the Return to Content
Structure button.
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VA LMS Web-Based Tutorial Support Material — Process Reference

Step 7 — Click the Learning History Sub-Menu link to return to
the Learning History screen

E .
@ YA NS Ezsippiinie s Esipiinig = Eesipnined rliatopy = CopeapeSipnerira = ierozoftlnrariar Selorar

A=
: File Edit Wiew Favorites Tools Help ] ;','

QBak ~ H =A | O search 77 Favorites &8 L f 3 5
: Address @https:f.."www.Ims.va.gov,"plabeaufuserﬂearningfreviewOnIineContent.do?componentTypeID=\-'A8cnmponentID=639603:evisionDabeMiIIiseconds=1198?6286000085m:_3 Go

»

VA Learning Management System

Welcome USER 02 LMSUSER | Home | Search Catalog

Go | 7 Help | @ Logout

Personal Learning

Learning History | Record Learning * SF-182 Requests

g

= Learning Plan * Learning Calendar * Current Registrations * Curriculum Status =

step

Online Content Structure

Training Basics
VA 63960
Revision: 1 -12/27/2007 07:41 AM CST

Online Content Structure

@ CONTENT EXAMPLE | 2/1/2008 08:53 AM CST
@ CONTENT EXAMPLE | 2/1/2008 08:53 AM CST

This is a test.

Frivacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us

Online Content Structure

2 @ nternet

.'EDone
The Online Content Structure screen reappears.
To return to your VA LMS Learning History, click the Learning History Sub-Menu link.
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A WVALMS [earmeeleanningeieanie Histony i osotiditenelExolonen

File Edit View Favorites Tools Help
P QBack - O = A v | O search <% Favorites  £8) - S

: Address @htb:s:ffu\w\-w.Ims.va.govfplateau,."userﬂearningﬂearningHisbory‘do L.u.‘ £d Go

VA Learning Management System

ome LMSUSER | Home | 5

Learning

= Learning Plan = Learning Calendar = Current Registrations * Curriculum Status * Learning History * Record Learning * SF-182 Reqguests

Learning History [”
The Learning History page shows you a summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning history, simply click the corresponding title of the item. You can =sort the list by the Title of the
items or the Completion Date of the items on the list.

Learning History

Completion Date ~ Status
Training Basics 2/1/2008 08:53 AM CST Complete
Revised Title for Testing | 12/12/2007 09:20 &AM C5T | Complete
Cyber Security Awareness 2008 |"8/8/2007 10:58 AM CST Complete

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

iil (3 items remaining) Downloading picture https: /fwww.lms.va.gov/plateaufuser fmages/background_submenu.gif... é & Internet

Or, you can select one of the Main Menu Navigation bar links to go elsewhere in the VA
LMS.

Let’s select the Personal link to again return to the VA LMS homepage.
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Task 4 - Printing Completion Certificates

Step 1 — Click the Learning link in the Main Menu
r% VALIMS:

File Edit View Favorites Tools Help

Ezsippiinie = Maps ol = rlopis = e resor e lrirarrar 2cplura e

QBak ~ H =A | O search 77 Favorites &8 L f

: Address @https:f,."www.Ims.va.govfpIateau,."user,fpersnnal.."viewPersonaIHame.do

X ment System

Personal Learning

step | . |

VA Learning Manage

R | Home | 5

= Home = Zpprovals «

Welcome USER 02 LMSUSER wal
2/7/2008
Please UPDATE YOUR PROFILE! Alerts

@ vou have

To ensure automatic notifications are properly processed by the wa-
LMS (e.g., learning assignments, registration approvals), click the

hyperlink above upon first use of the WA-LMS and enter your work -\_ra‘.a]og i . :
email address and the name of your supervisor. Please review your View all ava!lable 'HEFTUCFUF’lEd items»
entire Profile periodically to update the information as changes occur. view all available online items»

Browse Catalog»
Get the Most from Your Learning Management System

Visit the _Inside LMS communications web site, the singular source of Learning Plan w Learning Plan

information and guidance for the national audience of both the

learners and those responsible for VA LMS administration. You can |
expect to find thorough up-to-date coverage of announcements, Configuring the Open Shortest Path First
policies, training, and initiatives based on your needs. Protocol - 120082_eng

Testing and Instrumenting C#
Applications - 109340_eng

Acute Management of Autonomic
Dysreflexia

"Give 'em the Pickle" Video Training Kit

Alerts

The Alerts section provides important status notifications regarding

/
assigned learning events. 2/29/2008

3/24/2008

(| | & |

VA Online Travel Card Training
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

«+ Go to Curriculum Status|

Curriculum Status
VA Online Travel Card Training

The Curriculum Status functi lity provides learners with a
By N e ey

&] Done 2 @ nternet

If you need to print a certificate of completion, go to your VA LMS Learning History.
From the VA LMS homepage, click the Learning link in the blue Main Menu.
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File Edit WView Favorites Tools Help

P QBak - O M B 0| POsearch Frravories @ | (- i B

i Address ;@;htb:us:f,r’www.Ims.va.gov,r’plateaufuserﬂearning,r’getl.eamingPlanAcﬁun.du

245VA Learning Management System
- Welcome USER 02 LMSUSER | Home | Search Catalog Go | 7 Help | ™ Logout

Learning atalog

= Learning Plan - Learning Calendar = Current Registrations = Curriculum Status||= Learning History ! Record Learning = SF-182 Requests
step

Learning Plan @

This page displays the complete list of the items specifically assigned to you based on your learning needs. The list includes items that you are
required to complete on a recurring basis as well.

Group Plan by: | Nene Field Chooser
[Expand All] [Collapse All]

Learning Plan ttems: ESRN uic:

Title & Type | Required By | Status Action Remove
* “'Give ‘'em the Pickle” Video Training Kit 4 | 2/29/2008 LYEIELEAN o to Content ||
» 101 Medication Tips for People with Diabetes ; |§| | | @
» Accounting for Corporations - FIN0222 “H In Go to Content @
i J|_Progress. |
» Acquisition Forum a LTSN Freqest Schedule || @
| | | registered |
P Acute M t of Aut ic Dysreflexia “H Available | GotoCortert T
* Configuring the Open Shortest Path First Protocol - B 2 | In | Go to Content |
120082_eng | progress | |
¥ Empowering Patients through Patient Centered Care (CDN) Ei| Not @'
i | .avaflable| i -
» TEST Approval Pro “H IAEIELIEAN  Go to Content @‘
» TEST-Supervisor Approval Required Item & | Mustbe | Request Schedule .
: N : . : | registered |
* Testing and Instrumenting C# Applications - 109340_eng b In Go to Content ||
progress
@ Done é ® Internet

Next, in the Learning Sub-Menu, click the Learning History link.
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Step 3 — Click Print Completion Certificate button

‘B WAIHS learmngcd earmngelisanmpeHision e Microsoridntannet txpiorar J d Q\q
: File Edit WView Favorites Tools Help e

g
P QBak - O - [H & D | O search 7% Favorites €8 ~ & f ! Links

: Addr @ https: ffwww.Ims.va.gov/plateaujuser learning/learningHistory . do I] Go

JVA Learning Management System

Welcome USER 02 LMSUSE

R | Home | Search Catalog Go | 7 Help | @ Logout

Personal Learning

= Learning Plan = Learning Calendar * Current Registrations * Curriculum Status * Learning History - Record Learning * SF-182 Requests

Learning History 7|

The Learning History page shows you @ summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning history, simply click the corresponding title of the item. You can sort the list by the Title of the
items= or the Completion Date of the items on the list.

Learning History
T Completion Date « Status Actic
Training Basics 2/1/2008 08:53 AM CST Complete step
Revised Title for Testing 12/12/2007 09:20 AM CS5T Complete
Cyber Security Awareness 2003 8/8/2007 10:58 AM CST Complete

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

@ (24 items remaining) Downloading picture https: ffwww.Ims. va.gov /plateaujuser fimages background_submenu.gif. .. é P Internet

Your personal Learning History opens.
For this tutorial, the fictional training user, Mr. LMSUSER, views his learning history.

Mr. LMSUSER has three different available certificates. To print a completion
certificate, under the Actions column, click the Print Completion Certificate button for a
selected training item.

To print a certificate for the training item “Training Basics,” click the corresponding Print
Completion Certificate button.
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int
BEE

Certificate of Completion
This certifies that

USER 02 LMSUSER

Has successfully completed

Training Basics

Complated On 2/1/2008 08:53 AM C5T

Inztructor

é 8 Unknown Zone

A Generating Report screen may appear while the VA LMS prepares the certificate.

The Certificate of Completion appears in this window. The certificate contains a User
name, the course title, the date and time of completion, and the instructor name (if any).

To print the certificate, in the top menu, click the printer icon.
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Step 5 — Click the OK button in the Print window

O] 4 =1E3]
Bao & ¢+0n BO K eer~) | A iHE)C -

ilﬁmm—
Printer
Statuz  Ready Comments and Farms:
Type: HP Laseret 1200 Series PCL | Dacument and Markups i
Fiint Range Preview: Composite
@al
() Current view
Current page
T K 1Al A
Pages |1 |
Subset; | Al pages inrange
[] Reverse pages
Fage Hand\ing_____
Copies: |1 E‘ Collate 35
Page Scaling: | Shirink ta Printable Area E
Auto-Rotate and Center
[[] Choose Paper Source by PDF page size
il Urits: Inches Zoom: 347
[ Frint color as black.

141 (1)

=

@ Done

é 8 Unknown Zone

Select the desired printer and click the OK button.
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Step 6 — Click the Close [X] button to close the certificate
window

o [1]/e ] E&@ @l ®®W'éf5an'i =l ¥

bertificate of Completion
This ceriifies that

USER 02 LMSUSER

Has successfully compieted

Training Basics

Complated On 2172008 08:53 AM C5T

Instructor

2 @ Unknown Zone

Once you are through printing the certificate, close the window.
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A WVALMS [earmeeleanningeieanie Histony i osotiditenelExolonen
File Edit View Favorites Tools Help :"
T 5 X : »
i QBack - @ - [®] [@ €& | S search i Favorites £ - e B i : Links
Q=

: Address @htb:ns:ff'i\"i\'w.Ims.va.govfplateau,."userﬂearningﬂearningHisbory‘do

Go | 7 Help | [ Logout

VA Learning Management System

LMS

Home |

Personal Learning

= Learning Plan = Learning Calendar = Current Registrations * Curriculum Status * Learning History * Record Learning * SF-182 Reqguests

Learning History [”
The Learning History page shows you a summary list of the items that you have completed and the dates the items were completed. To view
the details of a specific item in your learning histor_v, simply click the corresponding title of the item. You can sort the list by the Title of the

items or the Completion Date of the items on the list.
Learning History

tle Completion Date ~ tatus
Training Basics 2/1/2008 08:53 AM CST Complete
Revised Title for Testing | 12/12/2007 09:20 &AM C5T | Complete
Complete

Cyber Security Awareness 2008 8/8/2007 10:58 AM CST

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

é G Internet

iil https: {fwww.Ims.va.gov plateau user learning learningHistory.do#

NOTE: For most courses in the VA LMS, the certificate remains available should
you need to return and print additional copies.

Click Home to return to the VA LMS homepage.
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Task 5- Personal Training Reports

Step 1 — Click the Reports link in the Main Menu

—

@ VAN Ezsippiinie s Mapzapa e oz = lerozof e lnearian Seilorar

File  Edit Favorites
: QBack - ENER

: Address @https:f,."www.Ims.va.govfpIateau,."user,fpersnnal.."viewPersonaIHame.do

View Tools  Help

- search <7 Favorites &2 - iR

S

L

P

ome

VA Learning Manage

Personal Learning

= Home = Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER
2/7/2008

Please UPDATE YOUR PROFILE!

To ensure automatic notifications are properly processed by the wa-
LMS (e.g., learning assignments, registration approvals), click the
hyperlink above upon first use of the WA-LMS and enter your work
email address and the name of vour supervisor. Please review vour
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 VA 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
By

&] Done -

ment System

3 LI

R | Home |

Catalog

View all available instructor-led items»
View all available online itemss
Browse Catalog»

Learning Plan w Learning Plan

Configuring the Open Shortest Path First |

Protocol - 120082_eng

Testing and Instrumenting C#
Applications - 109340_eng

Acute Management of Autonomic
Dysreflexia

"Give 'em the Pickle" Video Training Kit
VA Online Travel Card Training

Curriculum Status

VA Online Travel Card Training

Go.l.2.Helpull L ogout

slep |

@12/27/2007

2/29/2008
3/24/2008

o || | a |

«+ Go to Curriculum Status|

2 @ nternet

VA LMS users should be familiar with the personal training Reports feature available in

the VA LMS.

The VA LMS can help you generate personal training reports through the Reports link in
the Main Menu. Click this link to go to the Reports screen.
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Step 2 — Click the desired report link

: 2
@ VALMS, LJ_mmJ =] tspurts = Erovwsa s icrosotnternetExplorar J h_«j Ea
: File Edit WView Favorites Tools Help ’,'
E . - . »
P QBak - [ @ @ o search 7t Favortss & - f I

@ https: ffwww.lms.va.gov/plateaufuser freport/browseReport.do I:ﬁ Go

VA Learning Management System

Welcome USER 02 LMSUSER | Home | Search

Go | 7 Help | @ Logout

Personal Learning Career

Reports 7|
Select a Report from the list below to run a report for yourself or your subordinates.

Report Name

Curriculum Status
step | Item Requests

O Item Status

Learning History
LESMING HOUrs
Learning Meeds
Learning Plan
Succession Planning
Tuition
User Information

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

g] https: ffwww.Ims.va. gov plateau freport finitReport. do?sear chType=48&stackID =report&selectorMame =PsallserLearningHistary é P Internet

The Reports screen shows a list of available personal reports.
Depending on the report selected, various options are displayed.
For our tutorial, click the Learning History report link.
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Step 3 — Enter desired report settings

; 1M 5 N P gy 5 Fi -, a3 =3
‘B WAIHS Learmingic Hepordsiclisord earmingistony s Microsofinternet-Explonar J d Q
: File Edit WView Favorites Tools Help ’,'

E . ) ; . ] »
P QBak - [® & o | O search 77 Favorites 68 - & f ! Links

: Address @htbjs:f.u"w\“Nw.Ims.va.guvfplatEaufrEpUrt,,"lniREpUrt.dU?sEarEhType=4&sta:kID=rEpUrt&sE\EcmrNamE=PsaUsErLearningHistUry Il =] Go

=]
A Learning Management System

Welcome USER 02 LMSUSER | Home | Search Catalog Go | 7 Help | @ Logout

Personal Learning

Reports 7|

+ Back to Browse Reports

Run User Learning History

Report Title: User Learning His|
Report Header: IDP Planning
Report Footer: Froa

Report Destination: ® Browser O Local File

Report Format: ) ym. O csv O HTML @ POF
Mask User IDs

[] Page Break Between Recards step

Compl

eted Date From: [

completed Date To: [

Report Type: & summary O Detail

Inclode; O 1tem Events ) External Events & Both
Print Comments: O ves ® No

Sort Ttems:

@& Comoletion Date O Item 1D

g] Done é 0 Internet

This next screen allows users to customize and specify their desired report layout options.
Mr. LMSUSER types “IDP Planning” in the Report header field.

He decides it would also be good to indicate the year in the Footer field. Here he types in
“FY08”.

He leaves the default Browser option selected, but changes the Report format to be PDF
for ease in printing the report.
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r

+
T e
: : 5
e . ~ 7 3
i QBack - @ - [®] [@ €& | S search Tk Favorites @ - e B i : Links
: Address @https:f,."'i\"i\'w.Ims.va.govfplabeaufreportﬁniﬂleport.do?searchType=4&staddD=report&se\ectorName=PsaUserLearningHisbory: l] Go

[#]

VA Learning Management System

SER | Home | Search

Go | 7 Help | 0] Logout
Personal Learning

2] HEps I Enrms e JL.}] |

Reports =
- Back to Browse| |February 2008
; :
_ February | 2EIE|8; 1 User Learning History
[=<][<][Print][Todav][>][>=]
1 [Sun[Mon[TuelWed[Thu|Frisat =
1 |2
3 4 5 B g |9
Repd) 110 [11 12 [13 [14 [15]16 [0 &t File
17 |18 |19 |20 |21 |22|23 |
024 125 126 127 |28 |29 | e © eor
[ I Il |;|
é Olnbernet
trrageTresk-oerween Records

Completed Date Fromy [
Completed Date To:

Report Type:

& summary O Detail

Include: O 1tem Events ) External Events (&) Both

Print Comments: O Yes @ Mo

Sort Items;

& completion Date (O Item 1D )
@ Error on page. é G Internet

Using the Calendar Picker tool, Mr. LMSUSER sets the Completed Date From field to
“September 30, 2006 ...
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Step 4 — Click the Run Report button

‘B WAIHS Learmingic Hepordsiclisord earmingistony s Microsofinternet-Explonar J J ﬂi
: File Edit WView Favorites Tools Help ’,'
T . ; . »
P QBak - [ @ @ o search 7t Favortss & - f I

: Address @htbjs:f,u"'t\"t\'w.Ims.va.gUvfpIateaufrepurt,,"lniiREpUrL.dU?sEardwTypE=-1&stackID=rEpUrt&sE\Ec1DrNamE=PsaUsErLEarningHisLUry; f_ ] a Go

Personal Learning Career Catalog

Reports i
+ Back to Browse Reports

Run User Learning History

User Learning His
IDP Flanning
FYo3

@ Browser O Local File

O xmL O csv O HTML @ PDF
Mask User IDs

[ page Break Between Records

te From: M [na/30/2008

ate To: [ [ng/30/2007

O Summary @ petail
O 1tem Events O External Events © Both
® ves O No

® Completion Date O Item 1D

step

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

@ Error on page. é 0 Internet

...and sets the ending date using the Completed Date To: field by typing *09/30/2007".
He sets the Report Type to Detail and leaves the default Include setting.

Next, he changes the Print Comments option to Yes.
Finally, he leaves the Sort Items option set to sort by Completion Date.

& Note: When you are ready to run your own training reports, you will choose the
criteria you want by selecting the appropriate checkboxes or radio buttons and filling in
the desired data fields.

Remember that the On-Screen Help tool is available. By clicking on this tool, you can
learn more about the different fields and options to help you determine the correct
selections for the report you desire.

When you have selected all the criteria you want for your report, click the Run Report
button.
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- 5]

i Fle Edit View Favorites Tools Help ﬂ"
Q) Back (5] = A :t /) search <7 Favorites €8 (A~ = lnks
Address @ https: ffwww.Ims.va.gov /plateau freportfgenerateReport. do ﬁ| Go

N T I

Please wait while your report is created.
Do not close this window until after you have viewed/printed the report.

a Opening page https: /fwww.lms.va.gov/plateau/reportlaunchReportGenerator.do. .. é | 4 Internet

A Creating Report screen briefly appears.
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Step 5 — Print or Save the file as desired
Bt/ igoy/ platenulfenont/Isumch Reportien plorers “ﬂf@

File |Edit GoTo Favorites Help ‘%’
Q) Back S ¥ B | Psearch FrFavoites 8 | (- & B F ELmks =
i Address |@ https:/fwww.Ims.va.gov/plateau/reportflaunchReportGenerator.do i Go
I 3' AR EETY - PRIV = I
User Learning History
oor |
UsriD: " Lisar Flama: LMSUUSER, LSER, 02
kam Evante
HamID Thie Schedvind Offwing ID Complrisn Dl Grade oy
¥$:d%w;ﬁr§'lglzoos Rev1-882007 Ex‘;le';r?:scsugtﬂ%s g?UUT 10 58 AM Completz
Datalls
Tatal Hours: 0.00 Insrucher:
Craelt Hours: 1.00 Tulthen 0§): 000
Leaming Hours: 1.00 Last Upduts Urar:
THI:::l.NﬂI Duty 0.00 Last Updste Time: 2£23/2007 02:27 PM CST
Exly Muuning Cadde: Commants:
@ Dane é 8 Unknown Zone
Next, the report appears with the name of the report in the top left-hand corner.
Depending on the selected format, the report can be printed by clicking File, selecting
Print, and clicking the Print or OK button.
To print the report in a PDF format, click the printer icon in the PDF toolbar.
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O]
Q) Back o - [® B G| P search Tk Faverites £ (A 4 ¥
Address i@ https: ffwww.Ims. va.gov fplateau reportflaunchReportGenerator. do
Print —|—|
!
Printer
IDIF Flannin, Nare E:
Status:  Ready Comments and Formng:
User [ Type:  HF Laseret 1200 Series PCL | Document and Markups ‘ ——
Piint Range Preview: Composite _
: [OF1]
e () Current view
i Current page
W i 4 e
114 P k 1 A
ages |1
Subset: | &l pages inrange -—
[ Reverse pages
Page Hand\ing____
Copies: |1 E‘ Collate 35
Page Sealing: | Shrink ta Printable Area i
Auto-Fotate and Center o =
[[] Choose Paper Source by POF page size
LPintta fil Units; Inches Zoom: 4%
[ Frint color as black,
14111
=8
=g
2712003 1126 PMCST Fage 1ot

a Done

To confirm you want to print the PDF, click the OK button.

é & Unknown Zone
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Step 6 — Click Close [X] button to close the report window

& 2]

I

{ Fle Edit GoTo Favorites Help
E 3 A . p s E »
i (P back S ¥ B | Psearch FrFavoites 8 | (- & B F i Links
Address i@ https:ffwww.Ims.va.gov/plateaufreportflaunchReportGenerator. do | Go
. ; i N - o ’ 5 | 2 [
BB & e[ @U R © O [ ',5'9“'Efﬁ‘ iz
| — -
IDOP Planning
User Learning Histary
UsriD: " Lisar Plama: LMSUSER, LEER. 02
kam Evantx
HamID Thie Schedvuind Offering ID Complelian Drin Grwde Stwluy
W& Awarenass2008 Rev - 382007 Cyber Security 882007 1058 AM Completz
11:00 PM CST) Awarenass 2008 osT
Dotalle
Tatal Hours: 0.00 Insinucier:
Craelt Hours: 1.00 Tulthen 0§): 000
Lwaming Hours: 1.00 Last Updete Uiz
Il:m Non Duty 0.00 Last Updsta Tims: /232007 02:27 PM CET
s
Exly Muuning Cadde: Commants:
27 2008 1126 PHCST Page 1ol
é 8 Unknown Zone

Once the report finishes printing, close the window.
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Step 7 — Click the Back to Browse Reports link

‘B WAIHS Learmingic Hepordsiclisord earmingistony s Microsofinternet-Explonar J d a‘!
: File Edit WView Favorites Tools Help ’,'

E . \ ; . »
P Q@Bak - ) - [®] [@ @n | S search Tf Faverites £8 - f ! Links
PR wIasT . = & 3 _ Z = [

: Address @htbjs.f,u"'t\"t\'w.Ims.va.guvfplateaufreport,,|r||iREpUrt.dU?sEarEhTypE—4&stad<ID—rEpUrt&sE\Ech:|rNamE—PsaUsErLearnlnngstUryv |J Go

Personal Learning Career Catalog

Reports

step “
+ Back to Browse Reports

Run User Learning History

Report Title: User Learning His
Report Header: IDP Flanning
Report Footer: Fros

Report Destination: @ Browser O Local File
Report Format: G ym. O csv O HTML @ POF
Mask User IDs

[ page Break Between Records

Completed Date From: [ 09/30/2006

Comple ate To: m 09/30/2007

Report Type: O summary @ Detail
Include: O 1tem Events O External Events © Both
Print Comments: @ ves O No

Sort Ttems: & completion Date O Item ID

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

(I

é 0 Internet

@ Error on page.

& The VA LMS window still shows the Run User Reports screen. To clear the
settings for this report, click the Reset button.

To return to the Reports menu and select another report, select the Back to Browse
Reports link located just below the Reports title.
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@ VALIMS, LeanngReporisiabrowse scrasolidniennetploner J \..ﬂ @‘1
: File Edit View Favorites Tools Help i

L = " \ . : »>
i QBack - @ - [®] [@ €& | S search i Favorites £ - iR f : Links

: Addre: @ https: ffwww.Ims. va.gov plateau fuser freport/browseReport. do Ilj Go

VA Learning Management System

- Personal Learning

me USER O | Home | Search Catalog Go | 7 Help | [ Logout

Reports [”

Select 3 Report from the list below to run a report for yourself or your subordinates.

Report Name

Curriculum Status
Itemn Reguests

Item Status
Learning History
Learning Hours
Learning Needs
Learning Flan
Succession Flanning
Tuition

User Information

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

-'é_l'l Done é Q Internet

To return to the VA LMS homepage, select the Personal link in the blue Main Menu.
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@ VALMS, Losippiing = Mapzara b oz = e rozof o lirarnar Eelarar J g}] %"
: File Edit View Favorites Tools Help i
e ) \ F »
i QBack - @ - [®] [@ €& | S search i Favorites £ - iR f : Links
@ https: ffwww.Ims. va.gov fplateau fuser jpersonal fviewPersonalHome.do I[j Go
[

i

VA Learning Management System
Welcome USER 02 ER | Home | Search Catalog Go | 7 Help | 0] Logout

Personal Learning

= Home = Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER [”
2/7./2008 =
Please UPDATE YOUR PROFILE! Alerts

@ vou have aver

To ensure automatic notifications are properly processed by the VA-
LMS (e.g., learning assignments, registration approvals), click the

i i Cata
hyperlink above upon first use of the VA-LMS and enter your work ra ikt "
email address and the name of your supervisor. Please review your Wiew all available instructor-led items=
entire Profile periodically to update the information as changes occur. View all available online items:

Browse Catalog»
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 e s e
learners and those responsible for VA LMS administration. You can = s ot re ok
expect to find thorough up-to-date coverage of announcements, Configuring the Open Shortest Path First
pelicies, training, and initiatives based on your needs. Protocol - 120082_eng
Testing and Instrumenting C#
Applications - 109340_eng

@] | > caa-._.'

Alerts Acute Management of Autonomic 912/27
Dysreflexia
The Alerts section provides impertant status notifications regarding "Give 'em the Pickle" Video Training Kit 2/29/2008
aszigned learning events. !
VA Online Travel Card Training 3/24/2008
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 Plan. Curriculum Status « Go to Curriculum Status|

Curriculum Status

VA Online Travel Card Training

The Ci

- ol k..
-’EI Done é G Internet

<]

The VA LMS provides users with a variety of tools and resources to manage their
personal VA LMS user account and records.

Whether updating your profile, printing completion certificates or obtaining reports for
your own records or for sharing with others, the VA LMS is a helpful way to manage
your training needs and training records online.

So why wait? Go ahead and get started by updating your user profile today!

This completes the process.

Page 50 of 52

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




VA LMS Web-Based Tutorial Support Material — Process Reference

Managing My Personal Account Step by Step

Guide

Task 1 — Updating Personal Profile Information

1. Click the Update Your Profile! link

2. Click the Change... link to update your supervisor information
3. Enter Supervisor’s Name and click the Search button

4. Click the Select button

5. Enter Email Address

6. Click the Submit button to save updates

7. Click the Close button

Task 2 - Viewing the Learning History

1. Click the Learning link

2. Click the Learning History Sub-Menu link

3. Click item title to view History Details

4. Click item title on History Details screen to view Item Details
5. Click Back link to go back to History Details screen

6. Click Back link to go back to Learning History screen

Task 3 - Revisiting Course Content(s) after Completion

1. Click the Learning link in the Main Menu

2. Click the Learning History Sub-Menu link

3. Click the Review Content button (if available)

4. Click on the link for the content you wish to review

5. Click Close [X] button to close content window

6. Click Return to Content Structure button

7. Click the Learning History Sub-Menu link to return to the Learning History
screen

Task 4 - Printing Completion Certificates

1. Click the Learning link in the Main Menu

2. Click the Learning History Sub-Menu link

3. Click Print Completion Certificate button

4. Click the Printer icon in the certificate window to print

5. Click the OK button in the Print window

6. Click the Close [X] button to close the certificate window

Task 5 - Personal Training Reports

1. Click the Reports link in the Main Menu
2. Click the desired report link
3. Enter desired report settings
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4. Click the Run Report button

5. Print or Save the file as desired

6. Click Close [X] button to close the report window
7. Click the Back to Browse Reports link

This completes the task.

Resource Information

e The web-based demonstration of the process can be found at the following web
address: http://www.insidelms.va.gov/wbt/003-
ManageYourPersonal Account/ManageY ourPersonal Account.htm

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