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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: 

• 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  

 
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  

 
Click the Sub-Menu link called Simple Catalog Search. 
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Step 3 – Type in keywords for your search 

 
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  Page 4 of 9 
Prepared by VALU IT NT&EO and EES 



VA LMS Web-Based Tutorial Support Material – Process Reference 

Step 5 – Click the Search button 

 
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 

 
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 

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

http://www.insidelms.va.gov/wbt/004-YourLearningPlan/AddingItemLP-Simple.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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