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Adding Items to your Learning Plan using the 
Search Catalog tool 

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

• Use the Search Catalog tool in the Upper Menu to find training and add it to 
your learning plan. 

Click here to view online tutorial 
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Adding items to your Learning Plan using the Search Catalog 
tool 

Step 1 – Type the word you wish to search in the Search Catalog 
field 

 
To add items to your learning plan, you must first locate and select the training item. 

The VA LMS provides several ways to search for training items, including using the 
Upper Menu Search Catalog tool, using the Browse Catalog feature, and by conducting a 
Simple or Advanced Catalog Search. 

Let’s take a look at how to find training items and add these to your learning plan using 
each of these VA LMS search features.  From the home page, you can enter a word in the 
Search Catalog field at the top of the page.  

   Note: This field only enables a search for items, not for curricula. 

To demonstrate, the training user, named USER LMSUSER, types the word “safety” into 
the Search Catalog field. 
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Step 2 – Click the Go button 

 
Then click the Go button. 
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The Search Results page displays, listing courses based on the VA LMS’s text search for 
the word “safety” in the Titles and/or Description fields of all items available to you in 
the VA LMS. 

For each course, there is a title, an icon that indicates the type of course, a column listing 
any price associated with the course, your status in the course, and in the last column, an 
option to add the course to your learning plan or to go to the content of the course. 
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   In the bottom right-hand corner of this Search Results page, Mr. USER 
LMSUSER is currently viewing the first 10 records, or training items, that were found for 
his search.  This view can be adjusted by clicking the down arrow on the drop down list 
box provided, then selecting the number of search results you want to see on one page. 

This search returned all records for the keyword “safety.”  Mr. LMSUSER can view 
additional records by clicking on a specific page number link, or by using the Next or 
Previous links to navigate forward a page or back a page to view search results. 

The number of search results will vary from user to user depending on the number of 
related items available in their assigned catalogs. 

In this example, Mr. LMSUSER is searching for a course on electrical safety. He finds 
nothing to meet his needs on this page, so he clicks the Next link to view the next page of 
search results. 
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Step 3 – Click the course title to obtain more information about 
the course 

 
Mr. LMSUSER finds a course called "Electrical Safety Awareness."  Often when 
browsing for a course, you need to obtain more information about a course before adding 
it to your learning plan. 

To do this, you can click the course title for more information. 
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Step 4 - Click the Add to Learning Plan button or Go to Content 
button as appropriate 

 
This opens the Item Details page.  This page provides additional information about the 
course.  From here, Mr. LMSUSER learns that the course is an awareness-level course 
that discusses how to work safely with electricity. 

This is what he needs, so he now has two options.  If ready to start the course, he can 
click the Go to Content button.  Selecting this opens the training item content and 
automatically adds this to his learning plan.  

To take this course at a later time, he can click the Add to Learning Plan button. This 
adds the course to his learning plan and gives him the ability to launch the course from 
within his learning plan. 

Mr. LMSUSER doesn’t have time to start the course today but wants to add it to his 
learning plan for later.  He clicks the Add to Learning Plan button. 
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The Learning Plan page is displayed.  Notice that the “Electrical Safety Awareness” 
course has been added.  

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

 
This completes the process. 

 

Adding items to your Learning Plan using the 
Search Catalog tool Step by Step Guide 

1. Type the word you wish to search in the Search Catalog field 
2. Click the Go button 
3. Click course title to obtain more information about the course 
4. Click the Add to Learning Plan button or Go to Content button as appropriate  

This completes the task. 
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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-Search.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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