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Adding Training to your Learning Plan using the 
Advanced Catalog Search 

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

• Access and use the following Catalog tool provided in the VA LMS to search 
for training and add to your learning plan: Advanced Catalog Search. 

Click here to view online tutorial 
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Adding Training to your Learning Plan using the Advanced 
Catalog Search 

Step 1 – Click the Catalog link 

 
To conduct a very specific search for training items, access the VA LMS Advanced 
Catalog Search tool.  This search tool allows you to set specific criteria to narrow your 
search and help find the desired training. 

To do this, click the Catalog link in the Main Menu. 
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Step 2 – Click the Advanced Catalog Search link in the Sub-
Menu 

 
Next, click the Advanced Catalog Search link in the Sub-Menu. 
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Step 3 – Complete the Keywords information section as 
appropriate for what you know about the course you are looking 
for 

 
This opens the Advanced Catalog Search page. 

The Advanced Catalog Search page allows you to search for courses under several 
different criteria including: keywords in the Title, Course Description, or the ID. 
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Step 4 – Set the Search Options section criteria as appropriate 
for the advanced search you are requesting 

 
The Advanced Catalog Search also provides Search Options for the Item Type, Subject 
Area, Delivery Method, or Source.  

You may choose to search for Items, Offerings, Curricula or All and select the types of 
training for which you are searching: Instructor-Led, Online, Blended, and Other.  

As an example, Mr. LMSUSER's supervisor has recommended that Mr. LMSUSER take 
the “HPDM Works for You” training course.  Mr. LMSUSER enters the course name in 
the Keywords section of the Title field. 

He leaves the Search for: options set to their defaults. 
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He knows that this is a VA course, so he chooses VA from the Item Type drop down list 
box. 
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Step 5 – Click the Search button 

 
Finally, he clicks the Search button. 
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Step 6 – Click the Go to Content button to add item to your 
learning plan immediately or click the Add to Learning Plan 
button to add the training to your learning plan and view the 
content later 

 
The Catalog Search Results are displayed. 

   Note: To learn more about the course, click the course title. 

Clicking the Go to Content button will open training item content immediately and 
automatically add the item to your learning plan.  

To take this course at a later time, click the Add to Learning Plan button.  This will add 
the course to your learning plan.  This allows you to return at a later time and launch the 
course from your learning plan. 

For this tutorial, Mr. LMSUSER clicks the Add to Learning Plan button. 
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The VA LMS opens Mr. LMSUSER’s learning plan and the course “HPDM Works for 
You” has been added. 

Now, Mr. LMSUSER may log out of the VA LMS or continue using the VA LMS as 
needed. 

 
This completes the process. 
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Adding Training to your Learning Plan using the 
Advanced Catalog Search Step by Step Guide 

1. Click the Catalog link 
2. Click the Advanced Catalog Search link in the Sub-Menu 
3. Complete the Keywords information section as appropriate for what you know 

about the course you are looking for 
4. Set the Search Options section criteria as appropriate for the advanced search 

you are requesting 
5. Click the Search button 
6. Click the Go to Content button to add item to your learning plan immediately or 

click the Add the Learning Plan button to add the training to your learning plan 
and view the content later 

This completes the task. 

Resource Information 
•  The web-based demonstration of the process can be found at the following web address: 

http://www.insidelms.va.gov/wbt/004-YourLearningPlan/AddingItemLP-Advanced.htm         
• To access additional VA LMS training resources, please visit 

http://www.insidelms.va.gov/userRoles/vaLMS-user-notebook/vaLMS-notebook-
user.shtm 

• 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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