VA LMS Web-Based Tutorial Support Material — Process Reference
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Adding Item: Subordinate Learning Plan

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

e Add an item to the Subordinate Learning Plan.
Click here to view online tutorial
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Adding Item: Subordinate Learning Plan

Step 1 —Click the My Employees link in Main Menu

P _ 1
@ VALMS learming = Personalic Home S Microspitinternel Explorer, u'i ;_.’j @

File Edit View Favorites Tools Help 15
QBack L > ﬂ li'] Y | ) search Favorites 44 i B @
S @hrb:ns:ff'A"N'A'.Ims.va.gov,"plateau,.’user,"personalf\«'\eu\'Persona\Home.do |_ '9 Go Links

VA Learning Management System step

Welcome SUPERVISOR 02 LMSUSER | Home | 5

Personal Learning “are My Employees -

* Home - Approvals = Profile * Regional Settings ‘

Welcome SUPERVISOR 02 LMSUSER |
1/31/2008

Please UPDATE YOUR PROFILE!

To ensure sautematic notifications are properly processed by the WA-LMS

(e.q., learning assignments, registration approvals), click the hyperlink

above upon first use of the VA-LMS and enter your work email address B s 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
and those respensible for VA LMS administration. You can expect to find

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

initiatives bazed on your needs. T T
Test_Teal ]
Test_Teal 7-14 &

Alerts

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 A .
optional items to their Learning Plans, register in instructor-led items, Ry hems
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

ramnrehensive list of the moericola and subeoericola needad fre L

E Done é ﬂ Internet

To access a subordinate’s Learning Plan, click My Employees on the blue Main Menu
navigation bar.
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Step 2 —Click the Learning Plan Sub-Menu link

@ VAL S learmng e yEmployecs c Onaanzation Cliantcill etanl s microsoil fterne Explorer: d Lﬂ i‘ﬂ
File Edit View Favorites Tools Help 1','
0 Back ~ ) E] &1 Y | ) search * Favorites  #4) i B @

Address @ https: ffwww.Ims. va.gov plateau user femployee fassumeSubordinateRole. do

VA Learning Management System

Welcom

02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

My Employees

Learning

* Organization Chart - Learning Flans 5159;
Organization Chart &l

Subordinates Show Status [

SUPERVISOR 02 LMSUSER

WA LMS Training Team

il

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

N N N N
USER 01 LMSUSER USER 02 LMSUSER USER 04 LMSUSER USER 05 LMSUSER
WA LMS Training Team VA LMS Training Team VA LMS Training Team VA LMS Training Team
@ Leaming: © @ L=zrming: O @ L=arning: Overdue (3 Learning: Current
@ curricula: Inc @ curriculz: In @ Curricula: Incomplets {1) Curricula: Currant
Approvals: None Approvals: None Approvals: None Approvals: Nane
. J v o S~ -~
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us |
&] Done S @ internet

The Organization Chart screen showing your subordinates is displayed. Click on

Learning Plans in My Employee’s sub-menu options, located just beneath the blue Main
Menu.
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Step 3 —Select Add Items and Curricula radio button

iy e S|
entAction SMicrosoftinternet Explorar d Lﬂ i‘ﬂ

@ VALMS Learmng oy Employecsc Ml EANNTNE Rl an oS¢

File Edit View Favorites Tools Help "
QBack LA > | E] &1 Y | ) search * Favorites  #4) i B @

Address @ht'tps:f,.’u\"N'A'.Ims.va.gov,"pIateau..’user,"emponeeﬂearningPIanAssignment{nit.do U —) Go Links *®

Geo | 7 Help | i1 Logout

Learning e Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|

Select Management Action
This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Plan wizard is
used to add items and remove items, and assign curriculum to your subordinates.

i h"":-i

Select Management Action

step " Add Items and Curricula || Remove Items

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

-'Ej Done é 0 Internet

The Manage Learning Plan wizard begins and the Select Management Action screen is
displayed. Select the Add Items and Curricula radio button.
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Step 4 — Click the Next button

ientAackion CMicrosoftdntenyet Exnloners d ._ﬂ a
I

gy Emp1oy
File Edit View Favorites Tools Help 1',
@Back LA > | E] &1 , /- Search 57 Favorites &8 | (D & = &
»

[:J —) Go Links

Address @ https: ffwww.Ims. va.gov plateau user femployee flearningPlanAssignmentlnit.do

VA Learning Management System
e

Geo | 7 Help | i1 Logout

W

Learning My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|

Select Management Action
Thi= menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Plan wizard is

used to add items and remove items, and assign curriculum to your subordinates.
step gy

Select Management Action -O_

@ € Remove Ttems

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

@ Done é 0 Internet

Click the Next button.
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Step 5 —Select the checkbox for each subordinate you wish to
add training assignments

- S
WAL LearmngeyEmployess e anaeelearning Planeiselectillsers e Microsof bl nienn e Explorer: J n..j @1
File Edit view Favorites Tools Help .’f
0 Back ~ 3 g‘] lg'] ; - search =7 Favorites 49 ~ 1 IF
5 @ https: [ Ims. va.gov/plateauuser femployee learningPlanAssignmentStep 1.do ;;: Go Links **

A Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning Catalog Reports

My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|

1 - Select Users

Select All / Deselect All
Select Users

€ i = =
LMSUSER, USER 01 ||

LM3USER, USER 02 step [~
LMSUSER, USER 04 1
LMSUSER, USER 05 I

Select All / Deselect All

Select All / Deselect All
List of Selected Users

Select All / Deselect All

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

E;] Done

é ﬂ Internet

This brings you to the Select Users screen. In the Select User column, select the
checkbox of the subordinate for whom you are adding the item.

For the purposes of this tutorial, we will add training to our fictional subordinate, USER
02 LMSUSER.

& Note: The VA LMS does allow you to select more than one subordinate. This is
helpful if you need to add the same training item to more than one subordinate.
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Step 6 —Click the Add Checked button

PR A e : o e W=l
WAL Llearmng ey ETployess e eanmnEbl o eselectd i sers S crosolid nenneti=pionern J d ﬂ
File Edit View Favorites Tools Help

@Badﬂ bl > | ﬂ &1 ¢ 4 Search 5.7 Favorites 49 -

=

VA Learning Management System

Welcom 02 LMSUSER | Home | Search

Go | 7 Help | (1 Logout
Learning

My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7
Select Management Action -+ Select Users

slep

SEelsct Al Deselect All

Select Users

LMSUSER, USER 01

r
LMSUSER, USER 02 [
LMSUSER, USER 04 [l
LMSUSER, USER 05 ]

Select All / Deselect All

Select All / Deselect All

List of Selected Users

Select All / Deselect All

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

g] Done é 0 Internet

Once the appropriate subordinates are selected, click the Add Checked button in the
upper-right.
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Step 7 —Click the Next button

- -
VAT earine =My Employees = Manaee leanmmnelan & Select sers S icrosot niennesExp|orer o =]k
5 . &4 2 >
File Edit View Favorites Tools Help 1','

QBack L > ﬂ li'] Y | ) search Favorites 44 i B @

@ https: ffwww.Ims, va.gov plateau user femployee learningPlanAssignmentStep2.do

|_J Go Links

Go | 7 Help | &1 Logout
Personal Learning Catalog

My Employees

= Organization Chart = Learning Plans - Registrations
Manage Learning Plan

on - Select Users

Select All / Deselect All

Select Users

LMSUSER, USER 01
LMSUSER, USER 02
LMSUSER, USER 04

i o e R A

LMSUSER, USER 05

Select All / Deselect All

Select All / Deselect All
List of Selected Users

LMSUSER, USER 02 I

Select All / Deselect All

e Checked

E Done

é ﬂ Internet

The name(s) of the subordinates you selected now appear in the List of Selected Users
box at the bottom of the page.

Verify that this list is accurate and then click the Next button.
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- I
@ vAltMSliearmng e yEmployess chanagedeanmng Blan cSearchiord emsand Cunrgeil im S Microsoitd fienn e exploner: J J Qﬂ
File Edit View Favorites Tools Help 1’,'
0 Back v ﬂ li'] . - Search Favorites &< g .
Address @ https: ffwww.Ims, va.gov plateau user femployee learningPlanAssignmentStep2.do ;;: Go inks

A Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning Career Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|
Select Management Action — Select Users — Search for Items and Curriculum

Enter keywords to select items.

Keywords: M Exact Phrase

W cCurricula ™ Instructor-Led M Online W Blended W Other (Select one or more)

There are no items and/or curricula selected.

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

E;] Done é ﬂ Internet

This takes you to the Search for Items and Curriculum screen. This screen asks you to do
a keyword search to locate the desired training items or curriculum to add to the
subordinate(s) selected in the previous step.

& Notice the categories listed under the text field:

° Curricula,
° Instructor-Led,
° Online,

o Blended, and

o Other.
The VA LMS automatically selects all categories by default. However, by deselecting
undesired categories of training, you can help limit the search results. This may make it
easier to find the items or curricula you want.
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— S
@ vAltMSliearmng e yEmployess chanagedeanmng Blan cSearchiord emsand Cunrgeil im S Microsoitd fienn e exploner: ui hjj ﬂi
File Edit View Favorites Tools Help 1’,'
0 Back ~ ﬂ li'] Y | ) search Favorites 44 i B @
Address @ https: ffwww.Ims, va.gov plateau user femployee learningPlanAssignmentStep2.do ,_ Go Links *®

VA Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning 3 Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|

~ Select Users — Search for Items and Curriculum

Search for Items and Curriculum

Enter keywords to select items.

Keywords:|| I" Exact Phrase

W cCurricula ™ Instructor-Led M Online W Blended W Other (Select one or more)

There are no items and/or curricula selected.

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

g] é ﬂ Internet

& Also, the VA LMS automatically selects the Exact Phrase option. This means
that the VA LMS will only return results that exactly match your search. If you are not
certain of the exact phrasing, un-check the Exact Phrase option.

For the purpose of this tutorial, our fictional training supervisor, SUPERVISOR
LMSUSER, needs to assign VA Travel Card training to her subordinate, Mr. USER
LMSUSER.

Since our training supervisor is unsure of the exact phrase, she deselects-or un-checks-the
Exact Phrase option.
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Step 8 —Perform a keyword search to find the training or
curriculum you wish to assign to selected subordinates

A S e QNN S YT DIOYESS L ald e 4 EanITTE S afl b e aTCINH DT LE T 5 3d T G AU T CUTTT = Pl GOS0 LENREL LR DI0TET
@'f" 15 go Bl Wiariaged: o Ml 1 d (G | il 1 pll |
File Edit View Favorites Tools Help #

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

Add

@https:f,.’u\"J\"N.Ims.va.gow"pIateaufuser,"emponeaﬂearningPIanAssignmemstepZ.do u &Y Go Links ®

VA Learning Management System

Welcome R 02 LMSUS

Go | 7 Help | [ Logout
Personal Learning

My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan |
Select Management Action - Select Users ~ Search for Items and Curriculum
Previo

Search for Items and Curriculum

Enter keywords to select items. slep

Keywords: [Traye| I~ Exact Phrase

I pe ~i' l'

M Curricula T éfﬁ‘é‘f:r"ﬁ‘&é'ﬁi;é'& W online ™ Blended W Other (Select one or more)

There are no items and/or curricula selected.

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

.'Ej é 0 Internet
She types the keyword “Travel” in the keyword text-entry field.
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7 = T L : e — ; T = = el
@ vAltMSliearmng e yEmployess chanagedeanmng Blan cSearchiord emsand Cunrgeil im S Microsoitd fienn e exploner: J d ﬂ
File Edit View Favorites Tools Help 1',’

0 Back v ) E] &1 Y | ) search Favorites 44 - B
Address @ https: ffwww.Ims, va.gov plateau user femployee learningPlanAssignmentStep2.do |_J Go Links *®

VA Learning Management System

Welcome SUPERVISOR 02 LM3USER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|
Select Management Action - Select Users - Search for Items and Curriculum

Enter keywords to select items.

P =
Keywords:[Traval I Exact Phrase

M curricula I Instructor-led M Online ™ Blended iOther, (Select one or more)

There are no items and/or curricula selected.

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

g] é ﬂ Internet

She knows the course is supposed to be available online but is unsure if it is considered
curricula, so she un-checks all training types except for Curricula and Online.

& It is important to remember that a basic keyword search will only search
individual training sessions. If you do not include the Curricula type in your search, all
Curricula will be excluded.
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Step 9 —Click the Search button

: e N e . : e T . iR e e =l
@ vAltMSliearmng e yEmployess chanagedeanmng Blan cSearchiord emsand Cunrgeil im S Microsoitd fienn e exploner: d ._ﬂ a
File Edit View Favorites Tools Help 1','

@Back LA > | E] &1 D | FPsearch FeFavorites 8 | (I i B

Address @ht'tps:f,’-A--A-'J\'.Ims.va.gov,"pIateau..’user,"emponeeﬂearningPIanAssignmenSb&pZ.do l:J —) Go Links *®

Geo | 7 Help | i1 Logout

Learning Reports My Employees

= Organization Chart = Learning Plans - Registrations

Man

age Learning Plan 7|

t Users — Search for Items and Curriculum
Search for Items and Curriculum

Enter keywords to select items.

Action —

Keywords: [Trayel T Exact Phrase 3t€P

W curricula [~ Instructor-led ™ online [ Blended Select one or more)

There are no items and/or curricula selected.

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

@ é 0 Internet

To begin the search, click the Search button.
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Step 10 —Select the Add checkbox for each desired training item
or curriculum you wish to assign from this search

T s : T et 51
WAL LearmngeyEmployess e anaselearning Plan e lteny Seanchitesul s chicrosotid rternet-Explorer d. 3i ﬁ
'»

File Edit view Favorites Tools Help

QBak - O ERE . 4~ Search 5.7 Favorites 49 - =

Addr

@ https: [ Ims. va.gov plateau fuser femployee froutel earningPlanAssignmentInStep 3.do |_J Go Links

A Learning Management System

R 02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning aree Catalog Reports My Employees

= Organization Chart = Learning Plans = Registrations

Search Results i

- Refine Search
zywords: Travel
rase: No

Select All / Deselect All

Search Results

A Rich Tapestry of Cultural Contrasts - COMMOS0S & | r
Administrative Functions - ADM0104 | B | I
Discussing Performance | il | I

step
Ethics Most Wanted A I
WA Online Travel Card Training [ =] If (=

Select All / Deselect All

Add Checked

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

Eﬂ Done é 0 Internet

The search results are displayed. To add a course from the list of search results, check
the Add box.
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Step 11 —Click the Add Checked button

; e T 3 T T I =T 5]
WAL Leanmneediyiamployess edianaeel enrnmng Plan e ltenSeanchiiesul s ohicrosotisl nternettxplorern d hﬁ ﬂ
File Edit view Favorites Tools Help |'f

QBak - O ERE 2 | O search <7 Favorites 49 -t =
Address @ https: [ Ims. va. gov plateau fuser femployee froutel earningPlanAssignmentInstep3.do l;j £y Go Links ®

VA Learning Management System

02 LMSU

Welcom

R | Home | Search Catalog Go | 7 Help | (1 Logout

Learning My Employees

= Organization Chart = Learning Plans = Registrations

Search Results 7]

+~ Refine Search
Keywords: Travel
Exact Phrase: No

Select All / Deselect All

Search Results

A Rich Tapestry of Cultural Contrasts - COMMO606 - | I
Administrative Functions - ADMO104 il | I
Discussing Performance A | o
Ethics Most Wanted a | r
WA Online Travel Card Training £ | v

Select 1l

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

.'Ej é 0 Internet

Here, SUPERVISOR LMSUSER is ready to add the “VA Online Travel Card Training”
curriculum. Click the Add Checked button.
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- I
@ vAltMSliearmng e yEmployess chanagedeanmng Blan cSearchiord emsand Cunrgeil im S Microsoitd fienn e exploner: uﬂ d @1
File Edit View Favorites Tools Help 1’,'
Q Back v ﬂ li'] . - Search Favorites &< g .
Address @hrb:ns:ffu\"A"A'.Ims.va.gov,"plateau,’user,"employeeﬂearningPIanAssignmenBtep3Addlbems.do ;;: Go inks

A Learning Management System

02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|
Selec anagement Action - Sel Jsers —+ Search for Items and Curriculum — Edit Information
previons B Nex

Enter keywords to select items.

Key

vords: (Trayel I Exact Phrase

W curricula I Instructor-Led W online [ Blended [ Other (Select one or more)

Select All / Deselect All

Edit Information

WA Online Travel Card Training g 2/1/2008 ] o

Select All / Deselect All

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

E;] é ﬂ Internet

The Edit Information screen is displayed and “VA Online Travel Card Training” now
appears in the Edit Information box. This area allows you to change the Assignment
Type and the Assign Date.

For SUPERVISOR LMSUSER, the “VA Online Travel Card Training” course is a
curriculum, not an item; therefore she can only edit the Assign Date.

& Note: The Assign Date cannot be set to a future date.

This screen also allows you to remove any items listed under the Edit Information
section. This can be done by checking the Remove box and then clicking the Remove
Checked button.
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— S
WAL LearmngeyiEmployess e anaeelearning Plan eiSearchdonl ems and Guniiculum S Microsoftl nienn e EXploreTy J h_’j @1
File Edit view Favorites Tools Help {f
0 Back ~ 3 E] lg'] ; - search =7 Favorites 49 ~ 1 IF
@hrb:ns:ffu\"h"n'.lms.\ra.gov"’plateaufuser"’employeeﬂearningPIanAssignmemﬁtep3Addlbems.do ,_ Go Links **
i VA Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning "3 Catalog Reports My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|

- Select Users - Search for Items and Curriculum — Edit Information

Previous
Search for Ttems and Curriculum

Enter keywords to select items.

Keywords: | rich tapestry I ExactPhrase

W €urricula T Instructor-Led W Gnline T Blended T Other (Select one or more)

Select All / Deselect All

Edit Information

WA Online Travel Card Training {m} T 2/1/2008 m W

Select All / Deselect All

ove Checked

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

E‘_;] é 0 Internet

& Notice this screen has the option to perform an additional search. Use this search
for additional courses and curriculum available for assignment.

SUPERVISOR LMSUSER wants to search for a culture-related course. She once took a
course called “Rich Tapestry”, so she types “rich tapestry” in the keywords field and
clicks Search.
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CElx)
f,’

@ yALWS llearmng e My Employeescanaeedienpmngiflan cliem searchiiestlsicrosolitdnternelExplorery
File Edit View Favorites Tools Help

OBack A > | Iﬂ &1 . 4~ Ssearch ‘ Favorites £ - A" 3
l_j —) Go Links **

Addres:

=} @ https: ffwww.Ims.va.gov /plateaufuser femployee froutelearningPlanAssignmentInStep3.do

VA Learning Management System
Welcome SUP OR 02 LMSUSER | Home | Search Catalog
Catalog My Employees

Go | 2 Help | &1 Logout

Personal Learning

= Organization Chart = Learning Plans - Registrations

Search Results

- Refine Search
s: rich tapestry
se: No

Select all / Deselect All

Search Results

A Rich Tapestry of Cultural Contrasts - COMMOG06 i) I

Select All / Deselect All
e ——

Ar ecked

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

-'Ej Done é 0 Internet

The Search Results screen displays results. In addition to the course already selected
for this subordinate, she wants to also assign the course “A Rich Tapestry of Cultural
Contrasts.”

To do this, check the Add checkbox for the course...
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e - e Er - ot . T T L e |
@ yALWS llearmng e My Employeescanaeedienpmngiflan cliem searchiiestlsicrosolitdnternelExplorery d 3 ﬁ
File Edit View Favorites Tools Help ,'

@Back A > | |1'] &1 . /- Search S¢Favorites €8 | (D~ & = @

Address @https:f,f-A-'A"A'.Ims.va.govj'pIabeaufuser,.’emplayeefrDuteLearn\ngPIanAssignmentInStep3.da l:J -) Go Links **

VA Learning Manag

rch Catalog Go | 7 Help | ¥ Logout

Learning Reports My Employees

= Organization Chart = Learning Plans - Registrations

Search Results il

- Refine Search
Keywords: rich tapestry
Exact Phrase: No

Select All'y Deselect Al
Search Results

A Rich Tapestry of Cultural Contrasts - COMMOG06

Select All / Deselect All

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

;’E é 0 Internet
... and then click the Add Checked button.
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Step 12 —-Change options on Edit Information screen as needed

- I
@ vAltMSliearmng e yEmployess chanagedeanmng Blan cSearchiord emsand Cunrgeil im S Microsoitd fienn e exploner: uﬂ d @1
File Edit View Favorites Tools Help 1’,'
Q Back v ﬂ li'] . - Search Favorites &< g .
Ady @ https: ffwww.Ims, va.gov plateaufuser femployee learningPlanAssignmentStep 3AddItems. do ;;: Go Links *®

VA Learning Management System

ISUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning ; Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan 7|

~ Se Jsers —+ Search for Items and Curriculum — Edit Information

Search for Items and Curriculum

Enter keywords to select items.

Keywords: |rich tapestry I Exact Phrase

Select All / Deselect All

Edit Information

WA Online Travel Card Training £ o 2/1/2008 ] |

W curricula I Instructor-Led W online [ Blended [ Other (Select one or more)

A Rich Tapestry of Cultural Contrasts - COMMO606 | B Select 2/1/2008 m | r

Select All / Des

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

E;] https: /fwww.Ims. va. gov plateauuser femployee learningPlan AssignmentStep 3AddItems. do = é P Internet

The Edit Information Screen reappears. Now, both the “VA Online Travel Card
Training” course curriculum and the course “A Rich Tapestry of Cultural Contrasts”
are listed.

& Notice that since “A Rich Tapestry of Cultural Contrasts” is not a curriculum,
the Assignment Type and the Assign Date can both be edited.

In the Assignment Type column, click the Select button for the course “A Rich
Tapestry of Cultural Contrasts.”
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r

€ X]

i >
= s "
QbBack » & - ¥ & | Psearch FrFavorites 8 [y fn B
Address @ https: ffwww.Ims.va.gov plateaufuser femployee learningPlanAssignmentStep3AddItems.do L;J -) Go Links **
&1 hittoss/innlmsva.eoy S Assienmentaypes = Seanch = Microsoftdnternetdploren d Lj ﬂ‘
Assignment Types a Go | 7 Help | & Logout

Search Assignment Types Employees

Enter the Description and select the type of search from the drop-down menu. Click

= Organization Chart Search to browse the results.
Description: Stariz With L:..l
Manage Lea| i

E. |

Enter keywords to sg

Keywords: [rich taps Phrase

W curricula [ In

£

|4l / Deselect All

VA Online Travel Ci [ | O
& Rich Tapestry of [ | | &

| all / Deselect All
I ]

Elbone I

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

@ https:ffwww.Ims.va.gov/plateaufuser femployee learningPlanAssignmentStep 3AddItems.do# é & Internet

A pop-up window named Assignment Types opens. This window allows you to search
for the appropriate assignment type for this course.

To view all possible options, select the Search button.

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

Page 21 of 27




VA LMS Web-Based Tutorial Support Material — Process Reference

r
€]
@Back A > | |1'] &1 . /- Search S¢Favorites €8 | (D~ & = @
Addr

ol

l:J —) Go Links **

=] @ https: ffwww.Ims.va.gov plateaufuser femployee learningPlanAssignmentStep3AddItems.do

&1 hittoss/nenlmsya.eoy == Assignmentidypes SMicrosoftd nternetixnlorer:

Select|

Seiedy

Assignment Types 7]
- Refine Search
View Assignment Types Results
= Organization Chart 3 =—
COptional COptional
Manage Lea' Required Required
Enter keywords to sg
Keywords: [rich tapg
W curricula [ In
VA Online Travel C
& Rich Tapestry of
@l javaecript:submitForm(idfield_0, desc_0) é B Internet

Go | 2 Help | &1 Logout

Employees

i
<,

Phrase

|4l / Deselect All

===
8 |
8 r

2ll / Deselect All

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

J&‘ﬂ https:ffwww.Ims.va.gov/plateaufuser femployee learningPlanAssignmentStep 3AddItems.do#

é 0 Internet

The View Assignment Types Results appears and displays options for two kinds of

assignments: Optional Assignment and Required Assignment.

For this tutorial, SUPERVISOR LMSUSER clicks the Select link to the right of the

Optional Assignment choice.
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Step 13 —Click the Next button

- I
WAL learmneediyiamployess edianaeel enrnng Plan e Senrciidond ensand Gunieul i SAicrosotil nienn el Explonars d. =i @1
'!l
"

File Edit View Favorites Tools Help
QBak - O ERE 2 | O search <7 Favorites 49 -t =

At @hﬂps:f,u’u\".r\".v\'.Ims.\ra.gnw"pIatEaufusErp"EmpIny'EEﬂEarningPIanAssignmEnBtEp3Ad\:|ItEms.dn |_ Go Links

VA Learning Management System

Welcome &

O ER | Home | Search Catalog

Go | 7 Help | (1 Logout

Personal Learning Catalog My Employees

= Organization Chart = Learning Plans = Registrations
Manage Learning Plan

1 = Select Users « Search for Items and Curriculum —~ Edit Information

s
ous Ii‘ ';’id

Search for Items and Curriculum

Enter keywords to select items.
Keywords:[fich, tapestry ™ Exact Phrase
W curricula [~ Instructor-Led W online | Blended [~ Other (Select one ar more)

Select All / Deselect All
Edit Information

WA Online Travel Card Training | i 2/1/2008 m I
A Rich Tapestry of Cultural Contrasts - COMMOG06 il Optional Select 2/1/2008 i} [

Select All / Deselect All

i

RECRE

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

g] é 0 Internet

This closes the pop-up window and returns you to the Edit Information screen. You can
see that the assignment type for the course “A Rich Tapestry of Cultural Contrasts” now
shows an assignment type of Optional.

The Assign Date defaults to the current day for both the curriculum and the item shown
here.

Click the Next button.
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Step 14 —Set the deadline for completing the training in the
Required Date field

- S
WAL LearmngieMyEmployess eianaeelearning Plan e Editfegiired Dates chicrosotid nternet-Explorer J n..j @1
File Edit view Favorites Tools Help .’f
0 Back ~ 3 g‘] lg'] ; - search =7 Favorites 49 ~ 1 IF
A @ https: [ Ims. va.gov plateau fuser femployee froutel earningPlanAssignmentInStep 3.do |+ Go 2

VA Learning Management System

PER

SER | Home | Search Catalog Go | 7 Help | &1 Logout
Personal Learning

Catalog Reports My Employees
= Organization Chart = Learning Plans = Registrations
Manage Learning Plan 7|
Select Management Action - J e m — E Information - Edit Required Dates
Edit Required Dates for Users

LMSUSER, USER 02

Edit Required Dates

WA Online Travel Card Training £Ea = 2/1/2008
A Rich Tapestry of Cultural Contrasts - COMMOG06 44 | Optional 2/1/2008 3/1/2008 ]
step
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
E;] Done é ﬂ Internet

The Edit Required Dates screen is displayed. Here you can edit the deadline date for
completing the training.

& Notice that you can only edit the Required Date for the training item, not the
curriculum.
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Step 15 —Click the Finish button

A WVATHS leammngehyEmployess = M anaeed eanmne bl o s S 1ic

crosolidntennelplonern
File Edit View Favorites Tools Help

e
= (B
0
@Badﬂ =y ﬂ &1 ; /- Search <7 Favorites 49 - "

5 @ https: [ Ims. va. gov plateau fuser femployee flearningPlanAssignmentStep4.do

B co

Go | 7 Help | (1 Logout
My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan step

»n -+ Edit Required Dates

T i" I
Edit Required Dates for Users

LMSUSER, USER 02

Edit Required Dates

WA Online Travel Card Training

B = 2/1/2008
A Rich Tapestry of Cultural Contrasts - COMMOG606 -3 | Optienal 2/1/2008 3/1/2008 ]
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
g] Opening page https: {fiwww.Ims. va.gov /plateaujuser femployee learningPlanAssignmentStep4d.do. . :} é ® Internet

To continue, click the Finish button.
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: e - s Er . o ™ e — e |
@ VAL S learmng cyEmployess chanagelieanning Flan o Stuecess SMicrosoftd ntennetExploner: d d a
: File Edit View Favorites Tools Help 1','

; . y 3 3 »
4 Q Back ~ (g Iﬂ IEI] W | - search Favorites &2 E Y ¥ : Links

ta " . [

: Ad @ https: fjwww.Ims.va.gov/ /plateau user femployee learningPlanAssignmentStep4.do Il Go

A Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 2 Help | [ Logout

Personal Learning

Catalog My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan

Action - Select Users + Search for Ttems and Curriculum ~ Edit Information ~ Edit Required Dates

Status:

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

@ Done é 0 Internet

The VA LMS provides a Success screen to confirm the assignment was made
successfully. A Status message indicates you have “successfully added the items and/or
curricula to the specified users” and “only those curricula that are not previously assigned
are added.”

To continue adding other training assignments, select the Start Over button.

Or, you can 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.

May 2008 v1.0

camiy Page 26 of 27
Prepared by VALU IT NT&EO and EES VAGert



VA LMS Web-Based Tutorial Support Material — Process Reference

Adding Item: Subordinate Learning Plan Step by

Step Guide

. Click the My Employees link in the Main Menu

. Click the Learning Plan Sub-Menu link

. Select the Add Items and Curricula radio button

. Click the Next button

. Select the checkbox for each subordinate you wish to add training assignments

. Click the Add Checked button

. Click the Next button

. Perform a keyword search to find the training or curriculum you wish to assign
to selected subordinates

9. Click the Search button

10. Select the Add checkbox for each desired training item or curriculum you with

to assign from this search

11. Click the Add Checked button

12. Change options on the Edit Information screen as needed

13. Click the Next button

14. Set the deadline for completing the training in the Required Date field

15. Click the Finish button

CONO OIS~ WN B

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/whbt/005-SUPS-ManageMyEmp/AddltemSubL P.htm

e To access additional VA LMS training resources, please visit
http://www.insidelms.va.gov/userRoles/vaLMS-user-notebook/valL. 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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