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

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

e Remove an item from the Subordinate Learning Plan.
Click here to view online tutorial
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Removing an item from a subordinate’s learning plan

Step 1 — Click the My Employees link in the Main Menu

S
@ VAL Sllearmng e ensonalie b iome SMicrasoTd ntergetEXpl oner,
File  Edit Favorites

@ back ~ ERERE NP

== @ https: [ Ims. va. gov plateau fuser fpersonal fviewPersonalHome. do

View Tools  Help

Search Favorites 4 =

Personal Learning

* Home - Approvals = Profile * Regional Settings

Welcome SUPERVISCOR 02 LMSUSER
2/1/2008

Please UPDATE YOUR PROFILE!

To ensure autematic notifications are properly processed by the VA-LMS
(e.g., learning assignments, registration approvals), click the hyperlink
above upen first use of the VA-LMS and enter your work email address
and the name of your supervisor. Please review vour entire Profile
periodically to update the information as changes occur.

Get the Most from Your Learning Management System

Wisit the Inside LMS communications web site, the singular source of
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
initiatives bazed on your needs.

Alerts

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

Learning Plan

The Learning Flan iz the list of assigned training. Learners can add
optional items to their Learning Plans, register in instructor-led items,
and launch online content from the Learning Flan.

Curriculum Status

The Curriculum Status functionality provides learners with a
Jomnrehensnie lish of the oirrichlz and suhcurriciils noeded for

g] Done

System

2 LMSUSER | Home | Search

step

My Employees -

Catalog

a

training appro

Catalog

View all available instructor-led items=
View all available online items=
Browse Catalogs

Learning Plan « Learning Plan ‘

TEST-Supervisor Approval Required Item &
Test_Teal | f=t) |
Test_Teal 7-14 =)

w Go to Curriculum Status

Curriculum Status
There are no incomplete curricula for this User.

New Items

Implementation of Medication Copayment Charges Flip Cards»

é @ Internet

To remove an item from a subordinate’s Learning Plan, click My Employees on the blue

Main Menu.
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Step 2 — Click the Learning Plan Sub-Menu link

WAL LearmngefyiEmployess e UrgnnzationiGhorie b etails sticrosof el nterne Explonern
'

File Edit View Favorites Tools Help
QBack WE T ] E] &1 Y | ) search  Favorites 44 - B

Address @ https: ffwww.Ims, va.gov plateau fuser femployee /browseSubordinate, do

Go | 7 Help | (1 Logout

My Employees

* Organization Chart = Learning Flans Slep

° |

Show Status [

Organization Chart

Subordinates

SUPERVISOR 02 LMSUSER

WA LMS Training Team

il

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 Tzam VA LMS Training Tzam VA LMS Training T=am
L=zrning: Ov Lean rduz (3 Learning: Current
E g
@ curriculs: Ine @ curiculz: In Qcurr ncomplats (1) Curricula: Current
Approvals: None Approvals: Nons Approvals: None Approvals: Nene
. 7 N S e S - -

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

é o Internet

.iﬂ Done

The Organization Chart screen showing your subordinates is displayed. Just below the
blue Main Menu, click the Learning Plan Sub-Menu option.
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Step 3 — Select the Remove Items radio button

o T 2 i e e oel
WAL LearmngeyiEmployess ehianaeeldearning Plan eiSelecihanaeermentAckion cMicrosotilntenneExolorery d J Eﬂ
File Edit View Favorites Tools Help fj;'

0 Back v ) E] &1 Y | ) search  Favorites 44 - B
AdA4 ]| 1 33
Addr @ https: ffwwew.Ims, va. gov plateau fuser femployee learningPlanAssignmentInit.do l._J Go Links

VA Learning Management System

elcome SUPE 02 LMSUSER | Home | Search Catalog Go | 7 Help | (1 Logout

onal Learning [ Catalog e 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.

Select Management Action

T Add Items and Curriculad| © Remove Items Step

Privacy Stateme == Ly = Jent | Accessibility | Disclaimer | Contact Us

.iﬂ (3 items remaining) Downloading picture https:/fwww.Ims.va.gov plateaufuser images/background_submenu.gif... é & Internet

The Manage Learning Plan wizard begins and the Select Management Action screen is
displayed. Select the Remove Items radio button.
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Step 4 — Click the Next button
;@ VALIMS [leanmne, =il £ EACHON SMIGTOs01: liEzrar Seplorar L_j;_ﬂ_@"
File Edit View Favorites Tools Help ,'
@Back LA > | E] &1 D | FPsearch FeFavorites 8 | (I i B
Address @https:f,.’u\"A"J\'.Ims.va.gov,"pIateau..’user,"emponeaﬂearnlngPIanAsslgnment{nlt.do [:J Go Links
VA Learning Management System
0 ch Go | 7 Help | (1 Logout

& 2 LMSUSER | Home | S

welc

My Employees

Learning

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan
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.
g e |
]

Select Management Action _O

" Add Items and Curricula ® Remove Items

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

é o Internet

a8
Click the Next button.
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Step 5 —Select the checkbox for each subordinate you wish to
remove training assignments

r — 1
@ Al Sl hiyEmployess e anaeel ennmne Blan s Sel ectill sers Sicrosorisl niennetpl onern J J @
File Edit Vview Favorites Tools Help l’f

@Back = ﬂ &ll . /- Search <7 Favorites 42 - .

5 @hﬂ:ps:f’fu\"N'A'.Ims.va.gow"pIateaufusen"empIoveeﬂearningPIanAssignmenBtepl.do _ Go Links **

A Learning Management System

elcom ISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | I Logout

Personal Learning

Catalog Reports My Employees

Organization Chart * Learning Plans = Registrations

Manage Learning Plan 7
Select Managemen 1 - Select Users

Add ed
Select All / Deselect All

Select Users

? 2 I c =
LMSUSER, USER 01

- |
LMSUSER, USER 02 step — |

LMSUSER, USER 04 ™

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

Eﬂ Done

é 0 Internet

This takes you to the Select Users screen. Your subordinates are displayed in Select
Users. For this tutorial, use the fictional subordinate LMSUSER, USER 02.

Click the checkbox for subordinate LMSUSER, USER 02.

& Note: The VA LMS allows 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

T : T T e =T 5|
WAL Learmng e My Employees ehian: anmnePlan e S el ectll sers ST ERosoT i MEn el oTer | HJ Eﬂ

File Edit View Favorites Tools Help .'f
QBack WE T ] E] &1 Y | ) search  Favorites 44 - B

A @https:f,.’u\"N'A'.Ims.va.gov,"pIateau..’user,"emponeaﬂearnlngPIanAsslgnmemstep‘1.do U Go Links

VA Learning Management System

me SUPE 2 LMsL

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

Learning > My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|

1 - Select Users

step

Select Users

LMSUSER, USER 01

r
LMSUSER, USER 02 [
LMSUSER, USER D4 r
LMSUSER, USER 05 I

Select All / Deselect All

Select All / Deselect All
List of Selected Users

Select All / Deselect All

Remove Cherked

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

.iﬂ Done é o Internet

Verify the list is accurate and click the Add Checked button.
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Step 7 — Click the Next button

T S : T T S e |
WAL LearmngedyEmployess e anaeedeanning PlaneiSelectillsers s hicrosoftl nenn et Exploner: d ._ﬂ éﬂ
File Edit View Favorites Tools Help .’f
0 Back v ) E] &1 Y | ) search Favorites 44 - B

Addr

@ https: ffwww.Ims, va. gov plateau fuser femployee learningPlanAssignmentStep2.do LJ Go Links

Go | 7 Help | (1 Logout

Personal Learning My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan step

on - Select Users

d Checked
Select All / Deselect All

Select Users
LMSUSER, USER 01
LMSUSER, USER 02

LMSUSER, USER D4

o i U s B

LMSUSER, USER 05

Select All / Deselect All

Select All / Deselect All
List of Selected Users

LMSUSER, USER 02 I

Select A/ Deselect Al

Eﬂ Done é o Internet

At the bottom of the page, the selected subordinate’s name appears in the List of Selected

Users box.
Click the Next button.
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Step 8 —Uncheck the Exact Phrase option

B WAIHS earmngevyiEmployessanaeelennnna bl anicselactd lamsaorHemoyal St osorid nienmelExplorer .,_J ..J @1
File Edit View Favorites Tools Help l’:‘

QBack 5 1‘] li'] : - Search <7 Favorites 42 ~ 4" 3

ddress | €] https: [fwww Ims. va.gov/plateau/user femployes flearningPlanAssignmentStep2.do _ G° Lirks >

A Learning Management System

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

Personal Learning Catalog Reports My Employees

= Organizaticn Chart = Learning Plans = Registrations

Manage Learning Plan a
Selec anagement A 1 =+ Se ers - Select Items for Removal

Enter keywords to select items. step

Keywords ™ Exact Phrase

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

There are no items selected.
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
g] Done é 0 Internet

This will take you to the Select Items for Removal screen.

& Notice the categories listed under the text field. To find what you want more
easily, select one or more categories to limit the search results.

For this tutorial, our training supervisor, SUPERVISOR LMSUSER, needs to remove an
optional training item she had assigned to her subordinate. This is an online course, so
she first confirms only the Online checkbox is checked.

& If you know the exact phrase for which you’re searching, check the Exact Phrase
checkbox. Leave this unchecked if you do not know the exact phrase.

Since our training supervisor is unsure of the exact phrase, she un-checks the Exact
Phrase option.
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Step 9 —Perform a keyword search to find the training or
curriculum you wish to remove from selected subordinates

WAL Learmneed iy ployess & dians EanmnE bl an el temssennchkestl S Emicrosolisl flennetxploren d ._ﬁ ﬂ
File Edit Vview Favorites Tools Help Ex

Qsak - & - ¥ @ 2 | O search <7 Favorites 4 i =W

Add

= @ht'b:ns:f}u\“.f\“;\'.lms.va.gow"pIateau,.’user,"empIovee,"roubeLearningPIanAssignmenﬂnStep3.do |_J Go Links **

VA Learning Management System

02 LMSUSER | Home | Search Catalog Go | 7 Help | 01 Logout

Learning ‘aree Catalog Reports My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|
Select Management Action — Select Users — Select Ttems for Removal
.".-w\\* ﬁ i
Select Ttems for Removal
Enter keywords to select items.
step Keywords:|irayel I~ Exact Phrase
I Instructor-Led ™ Online | Blended | Other (Select one or mare)

s
There are no items selected.
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
Eﬂ Opening page https: {fwww.Ims. va.gov /plateaujuser femployee froutel earningPlanAssignmentInstep3.do. .. é  Internet

She then types the keyword “travel” in the keyword text-entry field...

May 2008 v1.0

Aty Page 10 of 17
Prepared by VALU IT NT&EO and EES ~ V/Auiendly




VA LMS Web-Based Tutorial Support Material — Process Reference

Step 10 — Click the Search button

e s e g riEs ¥ T T s =l
CVATNS LearmineeyEmployeesetanaeedennning Bl an el ien Search iesul s Emicrosotid iternetxplonery d Lﬂ a
File Edit View Favorites Tools Help - ..

@ Back ~ ) E] &1 , /- Search 57 Favorites &8 | (D & = &
Address @ https: ffwww.Ims, va. gov fplateau fuser femployee routelearningPlanAssignmentInStep 3.do [:J Go Links

Go | 7 Help | (1 Logout

My Employees

= Organization Chart = Learning Plans = Registrations

ana

Select M

ge Learning Plan 7|

Jsers — Select Items for Removal
Select Items for Removal

Enter keywords to select items.

Action - Se

Keywords: [iravel I" Exact Phrase

==

I™ 1nstructor-Led W online T Blended ™ Other (Select one or more)

There are no items selected.

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

.‘{1_;‘] Opening page https: {fwww.Ims. va.gov /plateaujuser femployee froutel earningPlanAssignmentInstep3.do. .. é & Internet

...and then clicks the Search button.
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Step 11 —Select the Add checkbox for each desired training item

or curriculum you wish to have removed from the designated
subordinate learning plans

S .
WAL LearmngeyEmployess ehianaeedearning Plan e lieny Seanchitesul s ohicrasotid rteret-Exolonern J .__dj @
File Edit View Favorites Tools Help |','

0 Back ~ ﬂ li'] Y | ) search Favorites 44 B

fress @hrms:f..’u\".f\"ﬁ.lms.va.gov,"pIateau,’user,"emponea,"rouheLearnlngPIanAsslgnmenﬂnShep3.do |4} Go Links

A Learning Management System

IR 02 LMSUSER | Home | Search Catalog Go | 7 Help | (1 Logout
Personal Learning 3 Catalog

Reports My Employees

= Organization Chart = Learning Plans = Registrations

Search Results 7]

Select All / Deselect All
Search Results

. step
A Rich Tapestry of Cultural Contrasts - COMMOG05 el e
Administrative Functions - ADMO104 [
Discussing Performance | il | &
Ethics Most Wanted | A | I

Select All / Deselect All

Add Checl

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

é_] Done é ﬂ Internet

The search results are displayed. To select a course from the list of search results, check
the Add box. Here, SUPERVISOR LMSUSER checks the box for “A Rich Tapestry of
Cultural Contrasts” course...
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Step 12 — Click the Add Checked button

e % T e g Rt s s s e |
WAL LearmngeyEmployess ehianaeedearning Plan e lieny Seanchitesul s ohicrasotid rteret-Exolonern d ;_ﬂ a

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

Address @htms:f..’u\".wv.lms.va.gov,"pIateau,’user,"emponea,"rouheLearnlngPIanAsslgnmenﬂnShep3.do [:J Go Links

Go | 7 Help | (1 Logout
My Employees

= Organization Chart = Learning Plans = Registrations

Search Results i

- Refine Search
Keywords: travel
Exact Phrase: No

Select Ay peseiect Al

Search Results

|2

4 Rich Tapestry of Cultural Contrasts - COMMOG06

B
Administrative Functions - ADMO104 A | [T
Discussing Performance B I
Ethics Most Wanted 4 r|

Select All / Deselect All

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

..‘{1_;‘] Done é o Internet

...and then clicks the Add Checked button.
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Step 13 - Click the Next button

- S

@ VAL Slearmng sy Enployessichianaoelieaning Bl an e SelecidiemsgorRemoyal Shcrosojis ntennelsxplorer, .,_j ._‘j @1
File Edit View Favorites Tools Help l’:‘
:,3 Back ~ ) ﬂ li'] < 4~ Search <7 Favorites 49 ~ " 3

= @hrb:ns:ffu\"h"n'.lms.\ra.gov"’plateaufuser"’employeeﬂearningPIanAssignmemﬁtep3Addlbems.do ,_ Go Links **

A Learning Management System
Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

Personal Learning '3 Catalog Reports My Employees

= Organizaticn Chart = Learning Plans = Registrations

Manage Learning Plan step

1 - Select Users - Select Items for Removal

Select Ttems for Removal
Enter keywords to select items.

Keywords: |travel &

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

Select All / Deselect All

4 Rich Tapestry of Cultural Contrasts - COMMOG06 “H 2/1/2008 I

Select All / Deselect All

ove Checked

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

g] Done é 0 Internet

The Select Items for Removal screen is displayed. The selected course, “A Rich Tapestry
of Cultural Contrasts,” now appears in the Items box at the bottom of the screen.

& Notice this screen gives you the option to do an additional search. This allows
you to search for other courses to remove from a subordinate’s training plan.

To continue, click the Next button.
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Step 14 - Click the Finish button

Personal Learning Catalog Reports My Employees

= Organizaticn Chart = Learning Plans = Registrations

Manage Learning Plan

-+ Select Users —+ Select Items for Removal ~ Remove Item Confirmation

n "
alk @
°

Remove Item Confirmation

LMSUSER, USER 02

A Rich Tapestry of Cultural Contrasts - COMMO606

B

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

g] Done é 0 Internet

- I
@ yAlSSlearmng iy Employ essanneeliennmng Rlan s iemoyedien Gonfinmation St crosolidniennelExplonars J ._‘j @1
File Edit View Fa‘voribe‘s Tools  Help . [ f,‘
:,3 Back ~ ) ﬂ li'] ; 4 Search 5.7 Favorites 49 ~ g i
@ https: [ Ims. va. gov plateau fuser femployee froutel earningPlanAssignmentInStep 3.do ,_ Go inks **
tem
02 LMSUSER | Home | Search Catalog Go | 7 Help | &1 Logout

The Remove Item Confirmation screen appears. Confirm the desired course(s) to be
removed are listed in the Items box.

SUPERVISOR LMSUSER confirms the course “A Rich Tapestry of Cultural Contrasts”
is listed and clicks the Finish button.
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= . e ;. c, e R e Al
WAL LearmngeyiEmployess et ianaeeleanning Plan e S uceess o Microsofis ntennetExplonery d d a

File Edit View Favorites Tools Help |','
0 Back ~ ) E] &1 Y | ) search * Favorites  #4) -m B

»

Address @ https: [ v Ims, va. gov plateau fuser femployee learingPlanAssignmentStep 3Remove. do L:JI Go Links

A Learning Management System

Welcome SUP

Go | 7 Help | (1 Logout
Personal Learning 3 Catalog My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|
Select Management Action - Select Users —+ Select Items for Removal - Confirmation - Success
e

Status:

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

;‘i‘_:l Done é 0 Internet

The VA LMS provides a Success screen to confirm that the removal was made
successfully.

A Status message indicates that you have “successfully removed the items from the
specified Users if the items are free floating items and have not already been completed.”

From this screen, you may select the Start Over button to continue adding other training
assignments.

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.
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Removing an item from a subordinate’s learning

plan Step by Step Guide

. Click the My Employees link in the Main Menu

. Click the Learning Plan Sub-Menu link

. Select the Remove Items radio button

. Click the Next button

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

. Click the Add Checked button

. Click the Next button

. Uncheck the Exact Phrase option

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

10. Click the Search button

11. Select the Add checkbox for each desired training item or curriculum you wish

to have removed from the designated subordinate learning plans

12. Click the Add Checked button

13. Click the Next button

14. Click the Finish button

O~ wNE

O oo ~NO

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/005-SUPS-ManageMyEmp/RemoveltemSubL P.htm

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