VA LMS Web-Based Tutorial Support Material — Process Reference
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Personal Training Reports

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

e Access and use the Reports tool provided by the VA LMS
Click here to view online tutorial
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Personal Training Reports

Step 1- Click the Reports link in the Main Menu

— ey
@ VAN Ezsippiinie s Mapzapa e oz = lerozof e lnearian Seilorar J h,.*j a
File Edit View Favorites Tools Help :'

! @ Back ~ lﬂ &'] | O search 77 Favorites &8 L f

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

or LMSUSER | Home |

VA Learning Management System

Go.l.2.Helpull L ogout

Personal Learning

- : Slep |
= Home = Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER il

2/7/2008
Please UPDATE YOUR PROFILE! Alerts
4 i @ vou have overdus learings
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 |
i PR S e o T R PR N

etk

&] Done 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

F , ==
A WVALMS Learging e iReporis s bowsesicrosofiditernetdxplorer: J \_;] @
: File Edit View Favorites Tools Help J','
¥ . y e »
P @ Back - ® & 8 | P search % Favoites € - g i ! Links

@ https: ffwww.Ims. va.gov plateau fuser freport/browseReport. do :1 Go

VA Learning Management System

Welcome USER 02 ER | Home | Sear

Go | 7 Help | [ Logout
Personal Learning

Reports [”

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

Report Name

Curriculum Status
step| Itern Requests

Item Status

Learning History

LEarning nours

Learning Needs

Learning Flan

Succession Flanning

Tuition

User Information

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

?_,] https: {fwww.Ims. va.gov plateau report/initheport. do?searchType=4&stackID =repor t&selectorMame =PsallserLearningHistory é £ 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

F , ==
A WVALMS Learging e Repords s liserd eanming Histony e Microsoitdnenmelxploners J \_;] @
: File Edit View Favorites Tools Help J','
¥ . y e F »

P @ Back - ® & 8 | P search % Favoites € - g i ! Links
@ https: ffwww.Ims. va.gov /plateau freport/finitReport. do?searchType =4&stackID =reportiselectorMame =PsallzerLearningHistory :1 Go

VA Learning Management System

Welcome USER 02 ER | Home | Sear Go | 7 Help | 0] Logout

Personal Learning

Reports [”

- Back to Browse Reports

Report Title: User Learning Hisj
Report Header: IDP Flanning
Report Footer: Froa
Report Destination: @ Browszer (O Local File
Report Format: () vy O csv O ML @ POF
Mack User IDs

[ Page Break Between Records step

Completed Date From:

Completed Date To: [

Report Type:

& summary O Detail

Include:

O 1tem Events () External Events & Bath

Print Comments: O Yes @ Mo

SortItems: @& comoletion Date O Item 1D

?_,] Done

é Q 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 I3
: : ]
C QoBak - O - [ [ @ O search U Favortes €2 - da B f ks
: Address @ https: ffwww.Ims.va.gov/plateau/reportfinitReport. do?searchType =4&stackID =report&selectorMName =Psallser_earningHistory # [] Go
=]
VA Learning Management System
Welcome USER O | Home | Search Catalog Go | 7 Help | ™ Logout

Learning aree Catalog
Re pO rts Select Date “
+ Back to Browse| |February 2008
I | o ) o00s f
¥
[=<]l<][Print][Todav][>][==]
' Tue|Wed|Thu|Fri|sat =
1 |2
3 |4 |5 & 8 |9
Repdl f10 [11 (12 |13 [14 |15[16 |k File
17 |18 (19 (20 |21 |22|23 | ®
024 125 126 27 128 [29 By HMLSPRE
%] I | B
é alnternet
g T e DeT n Records

Completed Date Fromd |

Completed Date To: [

Report Type: & summary O Detail

Include: ) o Bvents O Bxternal Events ® Bath

Print Comments: O ves ® No

Sort Ttems:

G completion Date O Item 1D

=
@ Error on page. é 0 Internet 1
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

A WVALMS Learging e Repords s liserd eanming Histony e Microsoitdnenmelxploners J J ﬂ1
: File Edit View Favorites Tools Help J','
T . e »
: QBack - ,_161 E'] o | /- Search <7 Favorites &2 - g f

: Address @https:f,."'i\"i\'w.Ims.va.govfpIateau,."report,"lniﬂleport.do?seardﬂType=-1&stackID=report&se\ecmrl\lame=PsaUserLearningHisLory= f__ ] a Go

Personal Learning Career Catalog

Reports 7
- Back to Browse Reports

Run User Learning History

User Learning His

IDF Flanning

FYo38

@ Browser O Local File

O xmL © csv O HtML @ PoF

Mack User IDs

[ Page Break Between Records

O summary @ Detail
O 1tem events O External Events & Both
@ Yes O MNo

® Completion Date O Item ID

step

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

@I Error on page. é Q 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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ETENTIEhe 1 - E—T—E

i File Edit View Favorites Tools Help g’
Q) Back O M B & Psearch FrrFaveites @ | (3 S 5 OF iLlnks =
i Address @ https: /. Ims.va.gov/plateau/report/generateReport.do | Go

[ |cCreatigRepom |
Pleasze wait while your repert is created. -

Do not close this window until after you have viewed/printed the report.

@ Opening page https: ffwww.Ims.va.gov/plateaufreportlaunchReportGeneratar.do. .. é | 4 Internet

A Creating Report screen briefly appears.
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Step 5- Print or Save the file as desired

' Vil eporidlal ortGen TET

| File |Edit GoTo Favorites Help

Q) Back O @ B G| Psearch FrFaveites 8 (- b B OF

i Address |@ https: ffiwww.Ims. va.gov fplateau reportflaunchReportGenerator. do

Eﬁ 3'@' ¢ 9 iz‘fl m '5:1? q e|@|&;. ,5‘9“‘

IDF Flannin

User L earning History

UserlD: e Lisar Frama: LMSUSER, LIEER 02
kam Evartz
HemIz Thie Schedvuind Offwing ID Compleiian Duin e E
Wi Awsreness2002 [Revl - 882007 Cyber Security 282007 10 52 A Comnplate
11:00 PR CST] Awarenass 2003 CsT
Dotalls
Tatal Hours: 0.00 Insinucior;
Eraclt Hours: 1.00 Tulthan 32 0.00
Luaming Hours: 1.00 Last Upduate Usar:
TH':“" NonDuty (.00 Last Updste Thme:  5/23/2007 03:37 PM CST
s
Exig Musning Cade: Comments:
2012003 1128 PMCST Fage 1ot
@ Done é & 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]
) Back S ¥ B | Psearch FrFavoites 8 | (- & B F
i Address i@ https:/fwww.Ims.va.gov/plateau/reportflaunchReportGenerator. do vl
e
Hris -
Printer
P Pl | T _
Status:  Ready Comments and Forms:
User | Type:  HP Lasenlet 1200 Series PCL iDocumant and Markups i -
ml.brln- Fiint Range Preview: Composite _
i @al
Rar () Current view
Hom c g
Wa urent page 5
i Pages |1 E 11 A
Subset; Al pan

[] Reverse pages
FPage Handling

Copies: = Callata 85
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.
1411]

Cancel

202003 01126 FHCST

Page 1ol

@ Done

é 8 Unknown Zone

To confirm you want to print the PDF, click the OK button.
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Step 6- Click Close [X] button to close the report window

. | step ||
o5l ya.goylplate eportGenerator,do - Hisroseft Internet Explore gg_:]
i Fle Edit GoTo Favorites Help \ W
E Z i X > - o %S
i (P Back O @ B G| Psearch FrFaveites 8 (- b B OF i Links
Address i@ https: ffwww.Ims. va.gov fplateau reportflaunchReportGenerator. do @i Go
3 - i : all 8] & h Tened e | sl &
= E =2 fﬁ' @ Ll |E O & ©® [ | son~ = N |
IDF Flanning
Uszer Leaming History
UserlD: e Lisar Frama: LMSUSER, LIEER 02
kam Evartz
HemIz Thie Schedvuind Offwing ID Compleiian Duin e E
Wi Awsreness2002 [Revl - 882007 Cyber Security 282007 10 52 A Comnplate
11:00 PR CST] Awarenass 2003 CsT
Dotalls
Tatal Hours: 0.00 Insinucior;
Eraclt Hours: 1.00 Tulthan 32 0.00
Luaming Hours: 1.00 Last Upduate Usar:
THI"I“UMI Duty 0.00 Last Update Time: Bi23/2007 0337 PM CST
s
Exig Musning Cade: Comments:
Fng
271 /2003 1126 PMCST Fage 1ot
é & Unknown Zone

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

A o + 5 + Ty + - ) - E v
A WVALMS Learging e Repords s liserd eanming Histony e Microsoitdnenmelxploners J \_ﬂ 8‘1
: File Edit View Favorites Tools Help J','
¥ . y e »
P QBack - O ® & 8 | P search % Favoites € - g i ! Links
: Address @ https: ffwww.Ims. va.gov fplateau freportfinitReport. do?searchType =4&stackID =reportiselectorMame =PsallserLearningHistory Ij Go

Personal Learning Career Catalog

Reports

step H
- Back to Browse Reports

Run User Learning History

Report Title: User Learning His:
Report Header: IDP Flanning
Report Footer: FYoa
Report Destination: @ Browser O Local File

Report Format: 4 ym O csv O HTML @ PDF
Mask User IDs

[ Page Break Between Records

Completed Date From: E 09/30/2006
Completed Date To: m 09/30/2007
Report Type: O summary @ Detail
Includes @ jtem Events ) External Events & Bath

Print Comments: & ves O No

Sort Items: @ Completion Date () Item ID

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

(="

é Q 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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A WVALMS Learging e iReporis s bowsesicrosofiditernetdxplorer: J \_j @‘1
: File Edit View Favorites Tools Help ",'
C QBak - O (¥ [ @ O Search % Favorites 42 - B f : Links

Go

: Address @https:ff'A"A'U\'.Ims.va.govfplabeaufuserfreport.'bro'A'seRaport.do

R ¥45VA Learning Management System

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

- Personal Learning

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 Learming e bensonal e Home s Microsonil nernetExplonern \.’ L_!_I @‘I
: File Edit WView Favorites Tools Help "f
2 . \ ; ] »
P Q@Bak - ) - [®] [@ @n | S search Tf Faverites £8 I~ &a i : Links

3 Addr @ https:/fwww.Ims.va.gov/plateau user jpersonal fviewPersonalHome.do Il] Ga

VA Learning Management System

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

Welcome USER 02 LMSU

Personal Learning aree Catalog

= Home - Approvals * Profile = Regional Settings

Welcome USER 02 LMSUSER 7|
2/7/2008
Please UPDATE YOUR PROFILE! Alerts
@ You have overdue learnings
To ensure automatic notifications are properly proceszed 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 your supervisor. Please review your I LERLH
entire Profile periodically to update the information as changes occur. View all available online items=
Browse Catalog»

Catalog
View 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 | Eq)
policies, training, and initiatives based on your needs. Protocol - 120082_eng
Testing and Instrumenting C2 -G
Applications - 109340_eng |
Alerts Acute Management of Autonomic B @12/27/2007
: 5 : G : Dysreflexia
The Alerts section provides important status notifications regarding "Give 'em the Pickle” Video Training Kit & 2/29/2008
assigned learning events.
WA 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 Flans, register in instructor-led items,
and launch online content from the Learning Plan. Curriculum Status w Go to Curriculum Status

Curriculum Status s
VA Online Travel Card Training

ty provides le
T I

é 0 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 task.

Personal Training Reports Step by Step Guide

Click the Reports link in the Main Menu

Click the desired report link

Enter desired report settings

Click the Run Report button

Print or Save the file as desired

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

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/003-ManageY ourPersonal Account/UserReport-
HowTo.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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