VA LMS Web-Based Tutorial Support Material — Process Reference
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Adding Items to your Learning Plan using the

Simple Catalog Search

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

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

Click here to view online tutorial
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Adding Items to your Learning Plan using a Simple Catalog
Search

Step 1 — Click the Catalog link
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* Home - Approvals = Profile = Regional Settings

Welcome USER 03 LMSUSER l
2/19/2008
Please UPDATE YOUR PROFILE! Alerts

[ ]

You hav

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

- C log
abowve upon first use of the VA-LMS and enter your worle email address ”ﬁta i . 3 3
and the name of your supervisor. Please review your entire Profile View all a;a!\ahla '”SFr“CtDr'IEd itemss
pericdically to update the information as changes occur. View all available online items»
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Get the Most from Your Learning Management System
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Testing and Instrumenting C# Applications - .
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Alerts TEST ITEM a
The Alerts section provides important status notifications regarding WHA Privacy Policy Web Training -H 2/4/2009
assigned learning events. Advancing Your Service Expertise - 4
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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 enline content from the Learning Plan. Curriculum Status w Go to Curriculum Status
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TEST Domain Mandatory Training
The Curriculum Status functionality provides learners with |
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Using a keyword, the Simple Catalog Search is another way to find training in the VA
LMS.

Click the Catalog link in the Main Menu.
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Step 2 — Click the Simple Catalog Search link in the Sub-Menu
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Learning aree Catalog

* Browse Catalog * Calendar of Offerings = Simple Catalog Search | Advanced Catalog Search
step

Browse Catalog 7

This page is uzed to browse the catalog by Subject Area. You can click the Expand icon next to any subject area title to view the Subject Areas nested
beneath it.

[Expand All] [Collapse &ll]

» Business Processes  (24) Please select Subject Area to view related tems
» Customer Relations  (3)

¥ Diagnostics & Clinical Topics  (106)

¥ Env. of Care, Safety & Inf. Ctrl.  {17)
»HR and Staff Development  (43)

» Information Technology  (24)

» Leadership & Management  (39)

¥ Legal & Ethical Issues (9)

» Fatient Care Processes  (24)

¥ Performance Improvement  (11)

» Research

¥ Special Veterans Issues  (14)
»Veterans Benefits (5]

Priviacy Statamant | Sacurity Statement | Arcessihiline | Disclaimer | Contact |ls =

i"_;] Done é 0 Internet

Click the Sub-Menu link called Simple Catalog Search.

May 2008 v1.0 =" Page 3 of 9
Prepared by VALU IT NT&EO and EES VA‘




VA LMS Web-Based Tutorial Support Material — Process Reference

Step 3 - Type in keywords for your search

A WALHS LearmingieGatalopeiSimple Search —Microsoftinteriet Explorery J \__J ﬂi
: File Edit WView .Favorihes Tools Help “",'
P QBak + € H = w0 search Favorites 4% & F =
: Address @ https:/fwww.Ims.va.gov/plateau fuser jcatalog/simpleSearchCatalog.do a =
| VA Learning Management System
Welcome USER 03 LMSUSER | Home | Search Catalog Go | 7 Help | [ Logout

Catalog

Learning

* Browse Catslog = Calendar of Offerings * Simple Catalog Search * Advanced Catslog Search

Simple Catalog Search 7

The Simple Catalog Search page sllows you to search Learning Item, Curriculum title and description by keyword. You can also filter your search by
Item Classification.

Keyword Search

step
Q Enter Kevwords to search Item. Curriculum title and Description fields,

Keywarcds: nrivacy " Exact Phrase

step [T Curricula I Instructer-Led ™ Online M Blended [ Other (Select one or more)

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

E Done é Q Internet

The Simple Catalog Search page is displayed. In the Keywords text field, Mr.
LMSUSER types the keyword “privacy.”

If you know the exact phrase you’re searching for, make sure the Exact Phrase check box
is checked. Leave this unchecked if you do not know the exact phrase.

& It is important to note that you will often see more search results if you leave this
box unchecked.

Mr. LMSUSER decides to leave it unchecked.

Step 4 — Check only the types of training you want returned in
your search results

Directly below the Keywords field are options that allow you to indicate what type of
learning you want.

Mr. LMSUSER prefers either online or blended training, so he deselects the other options
by clicking in the check box for each option he wants to filter out of his search.

May 2008 v1.0 s Page 4 of 9
Prepared by VALU IT NT&EO and EES ~ W\Unhersty



VA LMS Web-Based Tutorial Support Material — Process Reference

Step 5 — Click the Search button

VAT earing
File Edit View Favorites Tools Help

talog=SmpleSeanch SMicrosol il pteyielxplonern

: QBack ~ M@ & P s Favorites 42 ~ da F

Add

s @ https: ffwww.Ims.va.gov plateaujuser jcatalog /simpleSearchCatalog.do

HRe

VA Learning Management System

| Home |

= ing Catalog

* Browse Catslog = Calendar of Offerings * Simple Catalog Search * Advanced Catslog Search

Simple Catalog Search

Enter Keywords to search Item, Curriculum title and Description fields.
Keywords: privacy
slep
I curricula T Instructor-Led ™ Online ™ Blended [ Other {Select one or more)

ET .'r.i rct I' I

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

.’{_‘,jl Done

Keyword Search

r

GO | 7 Help | 0 Logout

The Simple Catalog Search page sllows you to search Learning Item, Curriculum title and description by keyword. You can also filter your search by
Item Classification.

Exact Phrase

é 0 Internet

Click the Search button.
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Step 6 — Look throughout the Search Results returned based on
your search and locate desired training item

WAL LearnmgcUatalog e SearcinResulis s Microsoftdnterpel-Explorer, J ;_3] @‘l
: File Edit View Favorites Tools Help "l
T A : »
i QBack - € ¥ [ @ O search Tt Favorites £ T & F : Links
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VA Learning Management System

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

Learning aree Catalog

= Browse Catslog = Calendar of Offerings * Simple Catalog Search - Advanced Catslog Search

Search Results d

Enter Keywords to search Item, Curriculum title and Description fields.
Keywords: |privacy " Exact Phrase =
™ curricula I Instructor-Led W online W Blended I Other (Select one or more)

Scard i slep

Below are the results of your Search. Select an Action from the Action buttons or click the Expand icon to view the Scheduled Offerings available for a
Learning Item. You can refine your Search using the search form above.

Catalog Search Results
Title o Action

Business Etiqguette and Professionalism Simulation - COMM0O180 B 0.oo

General Employee Privacy Awareness B 0.00 i

HIPAA, Part 1: Overview and Patient Confidentiality B 0.00

HIPAA, Part 2: Security Standards for Health Care Records -3 | 0-.00

HIPAA: Evaluating the Impact of the Privacy Rule - HR0O192 < | 0.00
] ||_uroaa: tenl tinn Drivmc Dulas - UDN107 & | oo -- 18 i
&] Done 5 @ nternet

The Catalog Search Results are displayed. Notice the familiar Simple Catalog Search
feature provided at the top. These allow you to modify your search as needed.

As a reminder, you can review details about the course by clicking on the title, identify
what kind of training it is, and determine the action you can take. Also, remember that
you can control which page you navigate to and how many records will be displayed on
one page.
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Step 7 — Click the Add to Learning Plan button
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VA Learning Management System
\ me USER 03 LMSUSER | Home | Search Catalog Go | 7 Help | I Logout
earning Catalog
= Browse Catslog = Calendar of Offerings * Simple Catalog Search - Advanced Catslog Search
Search Results il
Enter Keywords to search Item, Curriculum title and Description fields.
Keywords: privacy [T Exact Phrase =
I~ curricula I Instructor-Led ¥ online ™ Blended [ Other (Select one or more)
Below are the results of your Search. Select an Action from the Action buttons or click the Expand icon to view the Scheduled Offerings available for a
Learning Item. You can refine your Search using the search form above.
Title & : cti
Business Etiquette and Professionalism Simulation - COMM0180
General Employee Privacy Awareness I
HIPAA, Part 1: Overview and Patient Confidentiality
HIPAA, Part 2: Security Standards for Health Care Records
HIPAA: Evaluating the Impact of the Privacy Rule - HR0192
HTDAA: Tranl #inn Dwivrars Doalac _ HDM102 ko e L;J
a Done é ‘ Internet
13 H 7 H
Mr. LMSUSER wants to add the course “General Employee Privacy Awareness” to his
learning plan.
To do this, click the Add to Learning Plan button.
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DAL Llearning

learning=blan SMichosoliint

File Edit View

I ('}Badc' + |

Favorites Tools Help

[ @ i O search o Favorites 88

: Address @ https: ffwww.Ims.va.gov plateaujuser jcatalog /performCatalogaction. do

F »
i Links

VA Learning Management System

Welcome USER 03 LMSUSER

Learning

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

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: | None ;
[Expand All] [Collapse All]

Learning Plan

Home

Items: Required:

Search Catalog

* Learning History * Recerd Learning * SF-182 Requests

Field Chooser

GO | 7 Help | 0 Logout

B

Title Type | Required By o | Status Action Remove
* Configuring the Open Shortest Path First Protocol - 120082_eng ‘4 | @ a/30/2007 Available Go to Content
» Testing and Instrumenting C# Applications - 109340_eng ‘A O 5/30/2007 | Available Go to Content |
» TEST ITEM 8 | @11/13/2007 RIE=S-LMN R cquest Schedule
| registered |
* VHA Privacy Policy Web Training B 2/a4/2009 In Go to Content
| progress | | i
» Advancing Your Service Expertise - CUST0104 i) Available Go to Content
*» Balanced Scorecard Workshop E [ |
* Bridge the Expectations Gap - CUST0173 B Available Go to Content @
» Electrical Safety Awareness - SAHD419 . | Available | |
» General Employee Privacy Awareness B Available Go to Content @ | T
| | | |
} IS0 Incident Flowchart G RSEELEN o to content |
Records per Page | ¢ Q Page: 1 2 «FPrevious | Nexts (15 total records) B
a https:f/www.Ims.va.gov/plateau/user catalog/performCatalogAction.do S| @ mtermet

The Learning Plan page is displayed. Notice that the “General Employee Privacy
Awareness” course has been added to Mr. LMSUSER’s learning plan.

Now he can log out of the VA LMS or continue using the VA LMS as needed.

This completes the process.
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Adding Items to your Learning Plan using a

Simple Catalog Search Step by Step Guide

1. Click the Catalog link

2. Click the Simple Catalog Search link in the Sub-Menu

3. Type in keywords for your search

4. Check only the types of training you want returned in your search results

5. Click the Search button

6. Look throughout the search results returned based on your search and locate
desired training item

7. Click the Add to Learning button

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/004-Y ourLearningPlan/AddingltemLP-Simple.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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