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Accessing Subordinate Training

Objectives
By the end of this tutorial, you should be able to do the following:
e Access Subordinate Training.

Click here to view online tutorial
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Accessing Subordinate Training

Step 1 — Click the My Employees link in Main Menu
@ VALMS eargnng cibErsonal S me S eresoTtdnterelExplonery

File Edit View Favorites Tools Help 7

QBack WE T ] E] &1 Y | ) search Favorites 44 - B

Address @htb:s:f,’u\"N'A'.Ims.va.gov,"plateau,.’user,"personalf\«'\eu\'Persona\Home.do |_J Go

VA Learning Management System step

Welcome SUPERV 2 LMSUSER | Home | Search Catalog

Personal Learning “are My Employees -

* Home - Approvals = Profile * Regional Settings

Welcome SUPERVISOR 02 LMSUSER |

1/31/2008

Please UPDATE YOUR PROFILE! Alerts
5 Hn ©Q You have Us raining app
To ensure sautematic notifications are properly processed by the WA-LMS B
(e.q., learning assignments, registration approvals), click the hyperlink Catalor
above upon first use of the VA-LMS and enter your work email address olenen g " 5
and the name of your supervisor. Please review your entire Profile View all available instructor-led items=
periodically to update the information as changes occur. View all available online items»

Browse Catalog=
Get the Most from Your Learning Management System

Wisit the Inside LMS communications web site, the singular source of Learning Plan « Learning Plan

information and guidance for the national audience of both the learners = e - — LA
and those respensible for VA LMS administration. You can expect to find | = e

thorough up-to-date coverage of announcements, policies, training, and TEST-Supervisor Approval Required Item &

initiatives bazed on your needs.

Test_Teal | ] |

Test_Teal 7-14
Alerts A%

The Alerts section provides important status notifications regarding
assigned learning events.

Curriculum Status w Go to Curriculum Status|
There are no incomplete curricula for this User.

Learning Plan

The Learning Plan is the list of assigned training. Learners can add S .
optional items to their Learning Plans, register in instructor-led items, New Items
and launch online content from the Learning Flan. Implementation of Medication Copayment Charges Flip Cards»

Curriculum Status

The Curriculum Status functionality provides learners with a
comnrehensive list of the curricila and suhourricila needed for

E‘_;l Done é 0 Internet

To access a subordinate’s training, click My Employees on the blue Main Menu
navigation bar.
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File Edit View Favorites Tools Help .’f

0 Back v ) E] &1 Y | ) search Favorites 44 - B

Address @ht'b:ns:f;"J\"A"A'.Ims.va.govfplateau,.’user,"emponeefbro'i\'seSubordinahe‘do |_J Go

VA Learning Management System

Welcome S R 02 LM3USER. | Home | Search Catalog Go | 7 Help | &1 Logout

Learning Catalog My Employees

= Organization Chart - Learning Flans = FReagistrations
Organization Chart il

Subordinates Show Status

SUPERVISOR 02 LMSUSER

WA LMS Training Team

Learning: Current
Curricula: Current
Approvals: Required (1)

N N s N N
USER 01 LMSUSER USER 02 LMSUSER USER 04 LMSUSER USER 05 LMSUSER
WA LMS Training Team WA LMS Training Team WA LMS Training Team WA LMS Training Team
@ Leaming: € = (2 @ L=zring 4 O L=ar due (3 Learning: Current
@ curricula: Inc =01 @ curriculz: In =t (1) |Smapshot @ Curriculz: Incomplete (1) Curricula: Currant
Approvals: None Approvals: None Approvals: None Approvals: Nane
\ 7 < J " P S 4
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us | |
&
(€] https:/fwww.Ims.va.gov/plateauuser femployee browseSubordinate do# é 4 Internet

The Organization Chart listing your subordinates is displayed.

& If the Show Status checkbox in the upper-right is selected, the Organization Chart
shows a summary of the Learning, Curricula and Approvals status for each subordinate.
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Step 2 —Click the Snapshot icon (the blue circled “i”) under
subordinate’s name in their Status box

@ VAL S e ar g YT D10y e s L Oranzation Clianicl eta S i crosoTid ftenn et Eplorar: d ._ﬂ ﬂ
File Edit View Favorites Tools Help |’f

QBack AE L ] \ﬂ &] . - Search =7 Favorites 42 ~ i e

Idress @ https:/fwww Ims. va.gov/plateau user femployee fbrowseSubordinate. do LJ Go

VA Learning Management System

Welcome 02 LMSUSER | Home | Search Catalog Go | 7 Help | [ Logout

Learning talog Reports My Employees

* Organization Chart = Learning Flans = Feagistrations

Organization Chart |

Subordinates Show Status

SUPERVISOR 02 LMSUSER

WA LMS Training Team

Learning: Current

Curricula: Current
Approvals: Required (1)

e, S Y ’ 2, 2 N
USER 01 LMSUSER USER 02 LMSUSER USER 04 LMSUSER USER 05 LMSUSER
step
WA LMS Training Team WA LMS Training Team @ VA LMS Training Team VA LMS Training Team
P i) [i] i) [i]
Learning: Overdus (2 Laarning: ¢ rdus (4 Laarning: € rduz (3 Learning: Current
g £ q 9
@ Curriculs: Tncomplats (1 @ Curriculz: Incomplete (1)  |SNapshot] @ Curricula: Incomplats {1 Curriculz: Current
Approvals: None Approvals: None Approvals: None Approvals: None
. P 9 P - P N ~

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

T
|

éj https: /fwww.Ims. va. gov /plateau user femployeebrowseSubordinate .do# é ® Internet

To view details of a subordinate’s training, click on the blue-circled “i” icon under the
subordinate’s name. This will show you a “snapshot” of the details.
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Step 3 —Click [Close] in the Snapshot window

CAWVALNS, lemmming eMyEmpibyess & Breamzation GChante DetailseMicrasoftl niernet Enloner hj kg ﬁi
File Edit View Favorites Tools Help ,"
QBack - © - ¥ & 2 | D search ¢ Favorites ) a-a B
Address | €1 https: fwww Ims. va. gov/plateau juser femployee browseSubordinate. do B Ese Lnks

VA Learning Management System stop
Mielasma SUDERUTEON 02 LMELIEER | Homo | Sooroh —otolan sememseaesn D | [ Logout
[Close]
Ory Performance: No Reviews have been completed.
Strengths:
Mo competencies have been assessed. ﬁ
Areas for improvement:
Mo competencies have been assessed. tus @
USER 02 LMSUSER [
VA LM3 Training Team Learning Plan
4 behind, 11 on targst W
Date in Position:
Hire Date: ® configu Jp=n Shortest Path First 8/30/2007 In progress
. : Protocal - 2_eng =
Prior Positons: 3
O and Instrumenting C= Applications - 8/20/2007 In progress
i
@ 2cute Manzsgemant of Autanomic Dysreflexis 12/27/2007 Availzble
[more]
Curricula =
1 Incomplets, 2 Complete W —_
.
VAL WA Online Travel Card Training Incomplete
Test_Teal 714 Complete
Test_teal Complete _ﬂ
(170
1 Ta
A
v - v ~ e 4
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us &
| &] Done 5 @ Internet

A new window pops up, displaying a snapshot of the individual subordinate’s learning
plan, curricula status, and other information.

When you’re finished reviewing the content, click [Close] in the upper-right corner.

May 2008 v1.0
Prepared by VALU IT NT&EO and EES

P Page 5 of 7
V/-\ .i dmu}l;r:{y




VA LMS Web-Based Tutorial Support Material — Process Reference

[=[B[x]
'h

)

E VA LLMS, Learnng = Employecs s Organization Chantc. Detailse Microsoftdntenet Explorers
7Fi|e Edit  View Favoribés 'I:oiolsr Help -

@ Back ~ ) E] &1 D | FPsearch FeFavorites 8 | (I i B

4 [:J —) Go Links
A]
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Address @ht'tps:f..’u\"Nu\'.Ims.va.gov,"plateau..’user,"employeefassumeSubordinabeRole‘do

Geo | 7 Help | i1 Logout

VISOR 02 LMSUSER| | Home | |Bearch Catalog

Catalog Reports My Employees

Personal Learning

= Organization Chart - Learning Flans = FReagistrations

wd

Show Status [

Organization Chart

Subordinates

SUPERVISOR 02 LMSUSER

WA LMS Training Team

Learning: Current
Curricula: Current
Approvals: Required (1)

N ™ - N ™
USER 01 LMSUSER USER 02 LMSUSER USER 04 LMSUSER USER 05 LMSUSER
WA LMS Training Team WA LMS Training Team VA LMS Training Team VA LMS Training Team
i) i} Li) i)
Learning: Overduse (2 Learning: Overdue (4 Learning: Overdue (3 sarning: Current
G s m—— : T " T
@ Curriculs: Incomplets (1 @ Curriculs: Incomplets (1 @ Curriculs: Incomplate (1) Curricula: Current
Approvals: None Approvals: None Approvals: None Approvals: Nane
\. y @ / " J - s

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

I3

é 0 Internet

@ https:/fwwew.Ims. va. gov/plateauuser femployee fassumeSubordinateRole. . do =
The Organization Chart is visible again and you are able to select another subordinate’s
Snapshot.

Or, you may use the navigation tools provided in the VA LMS to continue with other
tasks in the VA LMS, such as returning to the Home page.

This completes the process.

Accessing Subordinate Training Step by Step Guide

1. Click the My Employee link in the Main Menu
2. Click the Snapshot icon (the blue circled “i””) under subordinate’s name in their

Status box
3. Click [Close] in the Snapshot window

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/005-SUPS-ManageMyEmp/AccessSubTrng.htm

e To access additional VA LMS training resources, please visit
http://www.insidelms.va.gov/userRoles/vaL MS-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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