VA LMS Web-Based Tutorial Support Material — Process Reference
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Printing Completion Certificates

Objectives
By the end of this tutorial, you should be able to do the following:
e Print certificates of completion from your VA LMS learning history

Click here to view online tutorial
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Printing Completion Certificates

Step 1- Click the Learning link in the Main Menu
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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
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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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Step 2- Click the Learning History Sub-Menu link
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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.
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Next, in the Learning Sub-Menu, click the Learning History link.
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Step 3- Click Print Completion Certificate button
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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
Title Completion Date atus A
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

E (24 items remaining) Downloading picture https: /fwww.Ims. va.gov /plateaujuser fimages /background_submenu.gif... é & 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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Step 4- Click the Printer icon in the certificate window to print
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Certificate of Completion
This certifias that

USER 02 LMSUSER

Has successfufly compleled

Training Basics

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

Instructor

é & 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
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[ Reverse pages
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a Done
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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

7] = [

bertiﬁcate of Completion
This certifies that

USER 02 LMSUSER

Has successfully compleled

Training Basics

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

Instructor

é # Unknown Zone

Once you are through printing the certificate, close the window.
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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 15
Training Basics 2/1/2008 08:53 AM CST Complete

Revised Title for Testing 12/12/2007 09:20 AM CS5T Complete
Cyber Security Awareness 2008 8/8/2007 10:58 AM CST Complete

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

El https: ffwww.Ims.va. gov plateaufuser learninglearningHistory.do = é P Internet

& 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.

This completes the task.

Printing Completion Certificates Step by Step Guide

Click the Learning link in the Main Menu

Click the Learning History Sub-Menu link

Click Print Completion Certificate button

Click the Printer icon in the certificate window to print
Click the OK button in the Print window

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

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/wht/003-
ManageY ourPersonal Account/PrintingCertificates.htm

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