VA LMS Web-Based Tutorial Support Material — Process Reference

LEARNING
MANAGEMENT
SYSTEM

Supervisors: Managing My Employees

Welcome to the VA Learning Management System, or VA LMS. This web-based
tutorial, titled “Managing My Employees,” is for VA LMS supervisors.

With a few simple clicks, supervisors can view and manage learning assignments,
approvals, and reports required for each of their subordinates.

Objectives

By the end of this tutorial session, you should be able to:

e Access Subordinate Training
View the Subordinate Learning Plan
Add an item to the Subordinate Learning Plan
Remove an item from the Subordinate Learning Plan
Manage employee training requests, and
Run a report on Subordinates’ learning plans.

Click here to view online tutorial
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Task 1 — Accessing Subordinate Training

Step 1 — Click the My Employees link in Main Menu

@ YA Eosipniined = Mzt = plogl= = dliergzar e fnesppae Sulurar

File Edit View Favorites

@ back ~

Add

Tools Help
\ﬂ @ ¢ 4

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

Search Favorites

o B

Personal

* Home * Approvals = Profile = Regional Settings

Welcome SUPERVISCOR 02 LMSUSER
1/31/2008

Please UPDATE YOUR PROFILE!

To ensure automatic 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 yvour work email address
and the name of your supervisor. Flease review your entire Profile
pericdically 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 naticnal audience of both the learners
and those responsible for VA LMS administration. You can expect to find
thorough up-to-date coverage of announcements, policies, training, and
initiatives based on vour needs.

Alerts

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

Learning Plan

The Learning Plan is 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
comnrehensive list of the curricila and suhourricila needed for

éj Done

step

My Employ -

a

raining

View all available instructor-led itemss
View all available online itemss
Browse Catalog=

Learning Plan « Learning Plan

TEST-Supervisor Approval Required Item | b=
Test_Teal =)
Test_Teal 7-14 =15}

Curriculum Status

. rriculum Status|
There are no incomplete curricula for this Use

New Ttems

Implementation of Medication Copayment Charges Flip Cards»

é O Internet

To access a subordinate’s training, click My Employees on the blue Main Menu

navigation bar.
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3 5 e e o = Tse]
@ VAL S learmng e yEmployecs c Onaanzation Cliantcill etanl s microsoil fterne Explorer: d ._ﬂ @
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.
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@ VAL S learmng e yEmployecs c Onaanzation Cliantcill etanl s microsoil fterne Explorer: d Lﬂ i‘ﬂ
File Edit View Favorites Tools Help "
0 Back ~ ) E] &1 Y | ) search * Favorites  #4) i B @

Address @ht'tps:f..’u\"N'A'.Ims.va.gov,"plateau..’user,"employeefassumeSubordinabeRole‘do U —) Go Links

VA Learning Management System

Welcome S R 02 LM3USER| | Home ||5earch Catalog Go | 7 Help | &1 Logout

Learning “atalog e My Employees

= Organization Chart - Learning Flans = FReagistrations
Organization Chart &l

Subordinates Show Status [

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
Learning: Lezrning Lear rdus (3 Learning: Current
E E g
@ curriculs: Inc . @ curiculs: In ete @ Curriculs: Incomplate (1) Curricula: Current
Approvals: None Approvals: None Approvals: None Approvals: Nane
\. y @ / " J O~ s

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

"
&

-'Ej https:/fwwew.Ims. va. gov/plateauuser femployee fassumeSubordinateRole. . do = é P Internet

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.
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Task 2 —View Subordinate Learning Plan

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

WAL eaning e Personalie Home SMicrosoitdnternet EXplorner,

File Edit view Favorites Tools Help
QBak - O ERE . 4~ Search 5.7 Favorites 49 - =

Add @ https: [ v Ims. va. gov plateau fuser fpersonal fviewPersonalHome. da

step

Personal Learning F Catalog My Employees -

+ Home - Approvals = Profile = Regional Seftings

Welcome SUPERVISOR 02 LMSUSER 7|
1/31/2008 =
Please UPDATE YOUR PROFILE!

@ ou hav

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 supervisar. Please review your entire Profile ! e LELC

periodically to update the information as changes occur. View all available online items=
Browse Catalogs

Catalog
View all available instructor-led items=

Get the Most from Your Learning Management System

Visit the Inside LMS communications web site, the singular source of Learning Plan w Learning Plan

infarmation and guidance for the naticnal audience of both the learners = = _ e |
and those responsible for VA LMS administration. You can expect to find | - —
thorough up-to-date coverage of announcements, policies, training, and TEST-Supervizor Approval Required Item a8
initiatives based on your needs. T T
Test_Teal =1}
Test_Teal 7-14 ol

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 Flan i= the list of az=igned training. Learners can add
optional items to their Learning Plans, register in instructor-led items,
and launch online content from the Learning Flan. Implementation of Medication Copayment Charges Flip Cards»

New Items

Curriculum Status

The Curriculum Status functionality provides learners with a
rnmnrehensive list nf the morricola and sohooericola needed for

Eﬂ Done é o Internet

To view a subordinate’s Learning Plan, click My Employees on the blue Main Menu
navigation bar.

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

Page 9 of 69




VA LMS Web-Based Tutorial Support Material — Process Reference

Step 2 — Click the Learning link in subordinate Status box

— S
A VATHS: Learmneg chyEmployess c OrganzatipniChiantclletansSmicrosoiil ftenne Explorer J ._j.i @
o
W

File Edit View Favorites Tools Help

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

A @ https: ffwww.Ims. va.gov/plateaufuser femployee /browseSubordinate, do |_J Go

VA Learning Management System

Welcome SUPERVISOR 02 LM3USER | Home | Search Catalog Go | 7 Help | &1 Logout
Personal Learning 3 Catalog

My Employees

* Drganization Chart - Learning Flans = Registrations
Organization Chart 7

Subordinates Show Status

SUPERVISOR 02 LMSUSER

WA LMS Training Team

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

- ™
USER 01 LMSUSER USER 02 LMSUSER USER 04 LMSUSER USER 05 LMSUSER
WA LMS Training Team WA LMS Training Team Hitp VA LMS Training Team VA LMS Training Team
L
< Li) i)
L=arning: Currant
P Curricula: Currant
Approvals: None Approvals: None Approvals: Nane
\. y @ J " J - s

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

E https: /fwwew.Ims. va. gov plateau user femployee fassumeSubordinateRole . do?studentID =L MSUSER %6 2eUSER. 0231 8alternateDestination =learni é 4 Internet

The Organization Chart listing subordinates is displayed.

& Make sure the Show Status checkbox in the upper-right is selected to see a
summary of the Learning, Curricula and Approvals status for each subordinate.

In order to access the actual individual learning plan for any of your subordinates, click
Learning in the Status box for that subordinate.

For this tutorial, we are going to view the learning plan for USER 02 LMSUSER.
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Step 3 —Click Return to Org Chart link

AVAILMS [earning=learnine s Plan S Microsoftd nternetBplorer: Li kﬂ ai

QbBack ~ O - M &) @ | Psearch JrFavorites 8 | Iy i B

Address @htb:s:f,’ww“;\'.lms.va.gov,"plateau,’user,"employeefassumeSubordinabeRole‘do’smdentID=LMSUSER%2&USER0231&alternabeDestinaﬁon=Iearningplan L;J —) Go Links

File Edit View Favorites Tools Help "fr

»

A Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Currently Viewing: USER 02 LMSUSER | Return to your records | Home |

Personal Learning

- Learminy Flan corrniarSarTris = step = E = Curriculum Status + Learning History = Record Learning = SF-182 Reguests

Wiewing: USER 02 LMSUSER
No Job Position Title [Return to Org Chart

Learning Plan 7|
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:  Nons Q Field Chooser

[Expand All] [Collapse &ll]
B v

= Learning Plan Items: Gl L:J Required: Gl E]
Title & Type | Required By Status Action Remove
» "Give 'em the Pickle™” Video Training Kit Rl 2/29/2008 Available @
* 101 Medication Tips for People with Diabetes 5] @
* Accounting for Corporations - FIN0222 | In @
| progress |
} Acquisition Forum & Must be @ 2
registered
* Acute 1] of Aut: ic Dysreflexia Bl 007, Awvailable @
* Configuring the Open Shortest Path First Protocol - 120082_eng G| In
| progress |
* Empowering Patients through Patient Centered Care (CDN) i) Not @
| available |
} TEST Approval Pro L Pending o
Approval .
P TFEST-S i A [N} irad Ttam s} Must he | IV lhjj
a Done é 0 Internet

Clicking on the Learning link in USER 02 LMSUSER’s status box displays this

subordinate’s Learning Plan. To help you verify which subordinate learning plan you are

viewing, the Viewing box at the top of the screen indicates the name of the selected
subordinate.

When you’re finished viewing this subordinate’s Learning Plan, click the Return to Org
Chart link in the Viewing box for the subordinate you are currently viewing.
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@ VALMS: Leaippiipia = iy 2mnlolz=s = Urrinnairon) Ciiire = U=ei 5= idrozoic s 2nlorss
File Edit View Favorites Tools Help i
OBack i Iﬂ &1 D | O search ‘ Favorites £ i B @
Address @htms:f,"'i\"J\"N.Ims.va.govj'plabeaufuserfemplayeejassumeSubordinabeRole.do l_j -) Go Links >
[~

Personal

Welcome SU

Learning

A Learning Management System

02 LM5

| Home | |8earch Catalog

Go | 2 Help | &1 Logout

My Employees

= Organization Chart - L=arning Flans - Registrations

o

Show Status [

Organization Chart

Subordinates

SUPERVISOR 02 LMSUSER

i

WA LMS Training Team

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

N P N e s N
USER 01 LMSUSER USER 02 LMSUSER USER 04 LMSUSER USER 05 LMSUSER
VA LMS Training Team VA LMS Training Team WA LMS Training Team WA LMS Training Team
9 L=arning: Overdus (4 B L=arning: O Learning: Currant
u co @ curriculs: Incomplats (1) @ curriculz: Incomplets (1) Curriculz: Current
Approvals: Nene Approvals: Nene Approvals: Nene Approvals: None
- y < / \ J - 4

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

é 0 Internet

-'Ej https:ffoww.Ims.va.gov/plateau fuser femployee fassumeSubordinateRole. dox

The Organization Chart is available again and you are able to select and view another
subordinate’s learning plan.

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.
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Task 3 —Adding Item: Subordinate Learning Plan
Step 1 —Click the My Employees link in Main Menu

LS : ] : o e
WAL eaning e Personalie Home SMicrosoitdnternet EXplorner, d hﬁ ﬁ
File Edit View Favorites Tools Help h

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

Address @ https: [ v Ims. va.gov plateaujuser fpersonal fviewPersonalHome. da

VA Learning Management System step

Welcome SUPERV 2 LMSUSER | Home | Search Catalog

Personal Learning are Catalog My Employees -

+ Home - Approvals = Profile = Regional Seftings

Welcome SUPERVISOR 02 LMSUSER |
1/31/2008 =
Please UPDATE YOUR PROFILE!

To ensure autematic notifications are properly processed by the VA-LMS

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

above upen first use of the VA-LMS and enter your work email address LA

and the name of your supervisor. Please review your entire Profile

periodically to update the information as changes occur. View all available online itemss
Browse Catalog=

View all available instructor-led items»

Get the Most from Your Learning Management System

Visit 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 b N ——

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

initiatives based on your needs. T T
Test_Teal 2]
Test_Teal 7-14 &4

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 Flan is 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. Implementation of Medication Copayment Charges Flip Cards»

New Items

Curriculum Status

The Curriculum Status functionality provides learners with a
il snd =uhoiiccictla naedad for

ramnrehensive list of the mor

Eﬂ Done é 0 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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

- 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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

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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VA LMS Web-Based Tutorial Support Material — Process Reference

- 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.

May 2008 v1.0 "8 Page 27 of 69
Prepared by VALU IT NT&EO and EES W/ \diversty



VA LMS Web-Based Tutorial Support Material — Process Reference

— 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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VA LMS Web-Based Tutorial Support Material — Process Reference

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: J J Qﬂ
File Edit View Favorites Tools Help 1’,'
0 Back v ﬂ li'] . - Search Favorites &< g .
Ads @hrb:ns:ffu\"A"A'.Ims.va.gov,"plateau,’user,"employeeﬂearningPIanAssignmenBtep3Addlbems.do ;;: Go Links *®

Geo | 7 Help | i1 Logout

Personal Learning ; Catalog My Employees

= Organization Chart = Learning Plans - Registrations

Manage Learning Plan

~ Se t Users —+ Search for Items and Curriculum — Edit Information

Search for Items and Curriculum

Enter keywords to select items.

Keywords: | rich tapestry

¥ Curricula Instructor-Led M Online Blended Other (Select one or more)
Sermy

Select All / Deselect All

Edit Information

WA Online Travel Card Training £ o 2/1/2008 ] [
A Rich Tapestry of Cultural Contrasts - COMMO606 | B | Select | 2/1/2008 m | r

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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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.
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@Back A > | |1'] &1 . /- Search S¢Favorites €8 | (D~ & = @
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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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. -
@ VAL S learmng cyEmployess chanagelieanning Flan o Stuecess SMicrosoftd ntennetExploner: J ._jj @
: File Edit View Favorites Tools Help 1','

; A g : o o»
¢ @ Back ~ (g |ﬂ lg'] s | - search Favorites & | g : Links

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

A Learning Management System

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

Personal Learning are Catalog My Employees
= Organization Chart = Learning Plans = Registrations
Manage Learning Plan

Status:

& Su

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

E Done é ﬂ 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.
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Task 4 —Removing an item from a subordinate’s learning plan

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

@ YA Eosipniined = Mzt = plogl= = dliergzar e fnesppae Sulurar

File Edit View Favorites Tools Help
Qoback - O - ¥ [ 2 | O search <7 Favorites 49 - m B @

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

VA Learning Management System step

V 2 LMSUS

Personal earning alog . . My Employee -

* Home * Approvals = Profile = Regional Settings

Welcome SUPERVISCOR 02 LMSUSER |

2/1/2008
Please UPDATE YOUR PROFILE!

3 ari g B vou have User training approvalss
To ensure automatic notifications are properly processed by the VA-LMS
(e.g., learning assignments, registration approvals), click the hyperlink catalog
above upen first use of the VA-LMS and enter yvour work email address SOEreIn i y i
and the name of your supervisor. Please review your entire Profile View all available instructor-led items=
pericdically 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
information and guidance for the naticnal audience of both the learners = o _ 3 |
and those responsible for VA LMS administration. You can expect to find | o] i |
thorough up-to-date coverage of announcements, policies, training, and TEST-Supervisor Approval Required Item b=
initiatives based on vour needs.

Test_Teal =)

Test_Teal 7-14
Alerts = A

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

Curriculum Status «+ Go to Curriculum Status
i There are no incomplete curricula for this User.
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, New Ttems

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

éj Done é O 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 learmneediyiamployess e lrgnmzationiGhonte il elail s e iicrosol nierneExplorer

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

Address | €1 https: fwww Ims. va. gov/plateau juser femployee browseSubordinate. do

Go | 7 Help | (1 Logout

My Employees

* Organization Chart = Learning Flans Slep

|

Show Status [

Organization Chart

Subordinates

SUPERVISOR 02 LMSUSER

il

WA LMS Training Team

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

2, TN 3 ™ - '
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

rduz (3 Learning: Current

0=

O =3min e (2 O L=zming
@ Curricula: Inc e {1 @ curricula: In @ Curriculz: Incomplats (1) Curricula: Current
Approvals: None Approvals: Nons Approvals: None Approvals: None
\ y @ J . Py N -

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

é 0 Internet

JéjDone
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

WAL leanmneedlyEmployess edianaeed ennmng Plan e elactdia

g e R s r vl
EMenEAChon SMiGrosolidnenjetxpl oren d hﬁ ﬂ

File Edit View Favorites Tools Help

fi
QBak - O ERE 2 | O search <7 Favorites 49 -t =
Addr @ht‘b:us:ffu\"/\'u\'.Ims.\ra.gn\rp"pIatEau,u’usEr;"EmpluyEEﬂEarningPIanAssignmEnt{nitdu l;j £y Go Links ®
VA Learning Management System
Welcome SUPE 02 LMSUSER | Home | Search Catalog Go | 7 Help | (1 Logout

Learning = 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 remowve items, and assign curriculum to your subordinates.

Select Management Action

" Add Items and Curricula| © Remove Items Step

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

.'Ej {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

HonSErosofilnteyexpiorer

Eanm R e

yEmpIo

AWVAIMSeanning
File Edit View Favorites Tools Help

@Back =y ﬂ &1 < ,' Search =.7 Favorites 42 - ay B

Address @ https: [ Ims. va. gov plateau fuser femployee flearningPlanAssignmentInit.do

VA Learning Management System

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan
Select Management Action

used to add items and remowve items, and assign curriculum to your subordinates.

" Add Items and Curricula * Remove Items

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

This menu option is available to supervisors. I_t provides features to manage the learning Activities of your subordinates. The Learning Plan wizard is

Select Management Action _O_

Go | 7 Help | (1 Logout

My Employees

step [ym

&

é 0 Internet

Click the Next button.

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

Page 41 of 69



VA LMS Web-Based Tutorial Support Material — Process Reference

Step 5 —Select the checkbox for each subordinate you wish to
remove training assignments

- S
@ YALSMSearmne e hyaEmpioyess e Manaeel eannine Hlan s Selectill sers S Grosot il nien et onern J J @1
File Edit view Favorites Tools Help l’f

QBack =) ﬂ lg'] . /- Search =<7 Favorites ~ & t

5 @hﬂ:ps:ffu\".n".i\'.lms.\ra.gov"’pIateaufuser"’empIoveeﬂearningPlanAssignmemﬁtepl.do _ Go Links **

A Learning Management System

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

Personal Learning

Catalog My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|

tion - Select Users

Select All / Deselect All

Select Users

? ! : = |
LMSUSER, USER 01

- |
LM3USER, 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

E;] Done

é ﬂ 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

e T : o T el
AVATHS, LearmngeMyatampl oyecs e an: eanmngPlan eSelastillsers Siicrosotid nenn e Exploner d ._ﬁ ﬂ
File Edit View Favorites Tools Help |"’

QBak - O ERE 2 | O search <7 Favorites 49 -t =
Add @ https: [ Ims. va. gov plateau fuser femployee learningPlanAssignmentStep 1.do |_J Go »

Go | 7 Help | (1 Logout
Learning = “atalog My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7

1 - Select Users
step

Select Users
LMSUSER, USER 01 [
LMSUSER, USER 02 [
LMSUSER, USER 04 I
LMSUSER, USER 05 ]

Select All / Deselect All

Select All / Deselect All

List of Selected Users

Select All / Deselect All

Remove Checked

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

éj 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

WAL leanmneediyamployess edianaeel enrning Plan e Selectidlsers Shicrosoftd nienn e xploner

File Edit View Favorites Tools Help
Gud - ©-REA G|

dre @ https: [ Ims. va. gov plateau fuser femployee learningPlanAssignmentStep2.do

Search <7 Favorites &9 - 4" 3

VA Learning Management System

Personal

Learning

Catalog

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan

ion - Select Users

LMSUSER, USER 01
LMSUSER, USER 02
LMSUSER, USER 04
LMSUSER, USER 05

LMSUSER, USER 02

g] Done

Reports

Select Users

e e A |

List of Selected Users

Go | 7 Help | (1 Logout
My Employees

Select All / Deselect All

Select All / Deselect All

Select All / Deselect All

r

SElect Ay Deselect Al

Remove Checken

é 0 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
'@ VALl S lesmmngehilnployecs e Managed earninalancisel ectd temsforsHemoval Edicrosof sl nternetxplonar, LJ;J @1
File Edit view Favonbe‘s Tools  Help . . |’,‘

@ Back - 1‘] &'] : - Gearch <7 Favorites 42 - HE

ddress @hﬂps:ffu\".r\'u\'.Ims.\ra.gn\rfplatEau,u’userfemp|nyEEﬂEarningPIanAssignmEntStEpZ.dn _ G° Links

A Learning Management System
Welcon VISOR 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 Ac 1 -+ Se ers - Select Ttems for Removal

Enter keywords to select items. step

Keywords: ™ Exact Phrase

I” Instructor-Led W online [ Blended [ 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 Learmng =My Empioy eSS,

: TETms et ]
=z eanmne bl an sl ienseanciitestl SEMIcrosolil flennerExploren d J a
File Edit view Favorites Tools Help '

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

55 @ht'b:ns:ffu\"h"n'.lms.\ra.gov"’pIateaufuser"’empIoveer’roubeLearningPIanAssignmenﬂnStep3.do l;j —) Go Links **

VA Learning Management System

Welcome Sl

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

Learning aree Catalog

My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan 7|
Select Management Action - Select Users —~ Select Items for Removal

.- P "-ﬁ\‘i“.ﬁ. i

Select Ttems for Removal

Enter keywords to select items.

step Keywords:|traye| I~ Exact Phrase
o T Instructor-Led ™ Online T Blended T Other (Select one or more)

I..r;, hi"
There are no items selected.

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

-'Ej Opening page https: /fwww.Ims. va.gov /plateaujuser femployee froutel earningPlanAssignmentInStep3.do... é P Internet

She then types the keyword “travel” in the keyword text-entry field...
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Step 10 — Click the Search button

W 5 Hre 3 g 1 T TR = el
WAL Leanmneediyiamployess edianaeel enrnmng Plan e ltenSeanchiiesul s ohicrosotisl nternettxplorern d d a
File Edit View Favorites Tools Help ;' ..

@ Back ~ ) ﬂ &1 ; ,' Search =.7 Favorites 42 - ay B
Address @ https: [ Ims. va. gov plateau fuser femployee froutel earningPlanAssignmentInstep3.do l:J £y Go Links ®

VA Learning Management System

LME

Go | 7 Help | (1 Logout
My Employees

= Organization Chart = Learning Plans = Registrations

anage Learning Plan 7
Select Management Action = Select Users + Select Items for Removal

Drayvio
Enter keywords to select items.
Keywords: [traye| ™ Exact Phrase
™ instructor-Led W online [ Blended [~ Other (Select one or more)

ECl Search
There are no items selected.
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
JE Opening page https: {fiwww.Ims. va.gov /plateaujuser femployee froutelearningPlanAssignmentInStep3.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

— B
WAL LearmngeyEmployess e anaselearning Plan e lteny Seanchitesul s chicrosotid rternet-Explorer J ._ii ﬁ

File Edit view Favorites Tools Help ff
QBak - O ERE ; /- Search =<7 Favorites - =
dress @hi‘b:ns:ffu\"h"n'.lms.\ra.gov"’pIateaufuser"’emponeer’roubeLearningPIanAssignmenﬂnStep3.do |_} Go Links **

A Learning Management System

02 LMSUSER | Home | Search Catalog

Go | 7 Help | ¢ 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 Tl
Administrative Functions - ADMO104 [
Discussing Performance B I
Ethics Most Wanted | ) | I

Select All / Deselect A

RS

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

E‘_;] Done é 0 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 N s :: : - 7 T TR o "
WAL Leanmneediyiamployess edianaeel enrnmng Plan e ltenSeanchiiesul s ohicrosotisl nternettxplorern d d ﬂ
File Edit view Favorites Tools Help |','

Q@back - & - N @) @ | P search e Favorites @ =
Address @ https: [ Ims. va. gov plateau fuser femployee froutel earningPlanAssignmentInstep3.do L:JI £y Go Links ®

Go | 7 Help | (1 Logout

My Employees

= Organization Chart = Learning Plans = Registrations

Search Results 7]

+~ Refine Search

step
Keywords: travel
Exact Phrase: No

Select Ay peselec AN
Search Results

A Rich Tapestry of Cultural Contrasts - COMMO606 4| 7 |
Administrative Functions - ADMO104 il | I
Discussing Performance A | o
Ethics Most Wanted & r

Select All / Deselect All

et

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

@Done é OInDernet =
...and then clicks the Add Checked button.
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Step 13 - Click the Next button

- R
AVATHS, LeammngieMyilamployess e Managed earninailancisel ectd tamsforHemoval Esicrosoffl nternelxplorar: J ._;i @1
File Edit view Fa‘vonbe‘s Tools  Help . . |’,‘
@ Back ~ ) ﬂ &'] ; 4 Search 5.7 Favorites 49 - N
5 @hﬂps:f,u’u\".r\".v\'.Ims.\ra.gnw"pIatEaufusErp"EmpIny'EEﬂEarningPIanAssignmEnBtEpEAEI\:IItEms.dD ,_ Go Links
ik ¥4VA 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 step
Select Management Ac 1 = Select Users — Select Ttems for Removal

|| i
Select Items for Removal
Enter keywords to select items.

Keywords: jrave| I E

I” Instructor-Led W 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

5 @ht‘b:us:ffu\".r\"n'.lms.va.gn\r;"platEaufusErfEmp|ny'EE;"rnutELEarningPIanAssignmEnL{nStEp3.|:|n ,_ Go

- B

@ vAlSlenymneEhiyEmployesseanaeel ennmne Plan s Kemoyallen Goniinmation Sicrosoiisl tenneixploner: J ._‘:i @1
File Edit View Favorites Tools Help l’f
QBak - O ERE » | O Search <7 Favorites 49 -t =

e
inks

A Learning Management System

R 02 LMSUSER | Home | Search Catalog Go

Velcome SUP

| 7 Help | [ Logout
Personal Learning

Catalog My Employees

= Organization Chart = Learning Plans = Registrations

Manage Learning Plan

il ~ Remove Item Confirmation

Remove Item Confirmation

LMSUSER, USER 02

A Rich Tapestry of Cultural Contrasts - COMMOG06

4

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

g] Done é 0 Internet

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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— S
@ VAL S learmng cyEmployess chanagelieanning Flan o Stuecess SMicrosoftd ntennetExploner: J ._jj @
File Edit View Favorites Tools Help 1','

0 Back ~ ﬂ li'] Y | ) search Favorites 44 B
Address @ https: ffwww.Ims. va.gov plateau fuser femployee flearningPlanAssignmentStep 3Remove. .do |_J Go inks

A 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 Management Action -~ Select Users - Select Items for Remowval - Confirmation — Success

Status:

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

E Done é ﬂ 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.
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Task 5 —Approval and Requests

Step 1 — Click the You have User training approvals link

r .
WA LIMS.

earnnnEEersonal S ome S eresol niereExp oTer,

Favorites

File Edit view Tools Help
@ Back ~ M & | P search Favorites 42 ~ i F
Ac 5 @ https: [ v Ims. va.gov plateaujuser fpersonal fviewPersonalHome. da

B B co

VA Learning Manageme

me 5U

Personal Learning

+ Home - Approvals = Profile = Regional Seftings

Welcome SUPERVISOR 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 your entire Profile
periodically to update the information as changes occur.

Get the Most from Your Learning Management System

Visit 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 based on your needs.

Alerts

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

Learning Plan

The Learning Flan is 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
comnrehensive list nf the nirricil= snd =uhoiiccictls naedad for

E https: /fwww.Ims. va. gov/plateau user fpersonal fviewPersonalHome, do#

nt System

LMSUSER | Home | Sei

Go | 7 Help | &1 Logout

Catalog

slep

Al

0 You have User training appro

Catalog

View all available instructor-led items»
View all available online itemss
Browse Catalog=

Learning Plan « Learning Plan

TEST-Supervisor Approval Required Item a
Test_Teal | 2] |
Test_Teal 7-14 &4

Curriculum Status
There are no incomplete curricula for this User.

w Go to Curriculum Status|

New Items

Implementation of Medication Copayment Charges Flip Cards»

é ﬂ Internet

As a supervisor, you will receive alerts when you have user training to approve. The VA
LMS provides these alerts in the Alerts section at the top of the second column of your
VA LMS homepage.

Click the You have User training approvals link to review the approval requests.
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— S
WAL Learmnge Personal e Approvals e Pendine Heviewsand Approvals cMicrosotid ternetExplorern: J ._ii ﬁ
File Edit View Favorites Tools Help |’,’

QBak - O ERE . 4~ Search 5.7 Favorites 49 -t =
Addr @hﬂ:ps:ff'.i\".r\".i\'.Ims.\ra.govr’plateaufuser"’personalf\ﬂe':\'Approvals.do?acﬁon=t’aining |_} Go Links **

A Learning Management System

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

Personal Learning 3 Catalog My Employees

= Home = Approvals = Frofile = Regional Settings

Pending Reviews and Approvals 7|

This wview shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and
approvals for performance management Activities, such as competency assessments (only if available); and approvals for training requests. You
may switch between sections by clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals
you are being asked to perform, categorized by action type.

+ Internal Training (1)

M  Enter Reasons for Approvals or Denials = All " Direct Reports Only m
User Name a tle 5 Type Act Approve All/Deny All

¥ LMSUSER, TEST Approval Pro 0.00) ONLINE O on e G e & Clkin

USER 02 COMPONENT \pprove © Deny Skip

+ External Training (0)

& an " Direct Reports Only

Mo items were found using this search criteria.

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

E‘_;] Done é 0 Internet

The Pending Reviews and Approvals screen is displayed. The table on this page is
divided into two main sections: Internal Training and External Training.

Toward the top of the table, select whether you want to see approval requests for all your
subordinates or only for your Direct Reports.

& If you select All, you will see requests made by the subordinates of any other
supervisors whom you supervise.
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Step 2 — Select the appropriate radio button for the request
(Approve, Deny or Skip)

WAL Learmnge Personal e Approvals e Pendine Heviewsand Approvals cMicrosotid ternetExplorern: ._J J 81
File Edit View Favorites Tools Help f,’
’w) Back - ﬂ lg'] . /- Search <7 Favorites 2 ~ i I
d 5 @ https: ffwwew.Ims. va.gov/plateaufuser fpersonal fviewApprovals.do?action =training b Go Links **

A Learning Management System

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

Personal Learning Career Catalog Reports My Employees

: Home * Approvals = Profile * Regional Settings

Pending Reviews and Approvals 7|

This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and
approvals for performance management Activities, such as competency assessments (only if available); and approvals for training requests. You
may switch between sections by clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals
you are being asked to perform, categorized by action type.

+ Internal Training (1)

M Enter Reasons for Approvals or Denials * All " Direct Reports Only ﬂ

User Name a € 5 € # Approve All/Deny All
FLMSUSER, TEST Approval Pro 0.00 step o Approve L Deny & Ski
USER 02 - - pprov Den skip

+ External Training (0)

= Al " Direct Reports Only
Mo items were found using this search criteria.

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

E;] Done é ﬂ Internet

In this tutorial, we see our fictional subordinate, Mr. USER LMSUSER, has requested
approval to take the course titled “Test Approval Pro.”

There are three options available to you as a supervisor:
e Approve, which approves the subordinate’s request
e Deny, which denies the request; or
e Skip, which skips the request.

& Note: If there are multiple approval requests and you want to approve all of them,
click the Approve All link. To deny all requests, click the Deny All link.

& For each approval request, note whether the Enter Reasons for Approvals or
Denials checkbox is checked. If it’s checked, this allows you to enter reasons for
approving or denying the request after the Next button is clicked.

For this tutorial, click the Approve radio button to approve this request.
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Step 3 — Click the Next button

L WALIMS [l mngeEPersonal = Approvals e Eename Reviews and Approvalsemicrosotisl nternettxplorery d J a
File Edit View Favorites Tools Help |','
Q@bBack - & - M &) @ | Psearch SrFavorites @ | (I m B W
Address @ https: [ Ims. va.gov plateau fuser fpersonal fviewApprovals. do?action =training L_J £y Go Links ®

VA Learning Management System

v

Go | 7 Help | (1 Logout

Personal als r alog : My Emplo

= Home * Approvals = Frofile * Regional Settings

Pending Reviews and Approvals 7

This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and
approvals for performance management Activities, such as competency assessments (only if available); and approvals for training requests. You
may switch between sections by clicking on the appropriate section header. Within each section vou will find a list of specific reviews or approvals
you are being asked to perform, categorized by action type.

ste
+ Internal Training (1) y
¥ Enter Reasons for Approvals or Denials & Al " Direct Reports oOnly m
User Name a Title rice ($ Type Action [Approve All/Deny All]
F LMSUSER, TEST Approval Pro 0.00/ ONLINE ' e L © Sli
USER 02 COMPONENT Approve Deny Skip

+ External Training (0)

& Al " Direct Reports Only

Mo items were found using this search criteria.

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

@ Done é 0 Internet

Click the Next button.
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Step 4 — Enter reason for decision

@ vAlS Sl enymne R ersonal e Approvals inanapproval Heasons sicnosoiisl nennetiplonern d ._ﬁ ﬂ
File Edit View Favorites Tools Help l’f

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

Addr

o =

= @ht‘b:us:ffu\".r\'u\'.Ims.\ra.gn\rfplatEau,u’user;"pErsnr|aIﬁntEmaITrainingApprnva\SElEct.dn |_J Go ks @

VA Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog

Personal Learning Career Catalog

Go | 7 Help | (1 Logout

My Employees

= Home * Approvals = Frofile * Regional Settings

Pending Reviews and Approvals 7
Approve ny - Approval Reasons
Enter a reason for approving your employee's training request below.

Approval Reasons

LMSUSER, USER 02
TEST Approval Pro

step

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

éj Done

é O Internet

This brings you to the Approval Reasons screen.

& Note: If you had denied the request, the Denial Reasons screen would be
displayed.

You can type in the reasons why you approved the request in the Approval Reasons text
entry field.
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Step 5 — Click the Next button

S - T Ce T
@ VAILMS, |_—'_rmu-r ul; ruub;r- = g p,;u;_x tnanrontiny Sicrosotisl nernetxoloner d ._j ﬂ
File Edit View Favorites Tools Help {
@ Back ~ J ﬂ &1 ; 4 Search 5.7 Favorites 49 - N

@ https: [ Ims. va. gov plateau fuser fpersonal finternalTraining ApprovalReasons. do

|_J Go Links

A Learning Management System

R 02 LMSUSER | Home | Search Catalog

e Go | 7 Help | (1 Logout
Personal Learning

Catalog My Employees
= Home * Approvals = Frofile * Regional Settings

Pendlng Reviews and Approvals

eny — Approval Reasons step
Enter a reason for approving your employee's training request below.
Previous If::«-i
Approval Reasons
LMSUSER, USER 02 Course satisfies technical training requirement as outlined on approved 1DP
TEST Approval Pro

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

éj Opening page https: fwww.Ims. va.gov /plateaujuser fpersonal finternalTrainingApprovalReasons.do

S @ mnteret

For this tutorial, our fictional supervisor states that the “Course satisfies technical training
requirement as outlined on approved IDP.”

Once the reason has been entered, click Next.
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Step 6 - Click the Confirm button

- I
WAL learmneed\yEmployess e Approvalstnanpontinm Sicrosofi=internettxolorer J |! i‘ @1
'J:
"

File Edit View Favorites Tools Help

@Badﬂ bl > ﬂ &'] ; 4 Search 5.7 Favorites 49 Lo N

5 @ht‘b:us:ffu\".r\"n'.lms.va.gn\r;"platEaufuser;"pErsnnaIﬁntEmalTrainingApprnva\REasnns‘dn ,_ Go Links

A Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog Go | 7 Help | i Logout
Personal Learning 3 Catalog

My Employees

= Home * Approvals = Frofile * Regional Settings

Pending Reviews and Approvals step
y Ve ny - Approval Reasons - Confirm

LMSUSER, USER 02 TEST Approval Pro 0.00

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

g] Done é 0 Internet

The Confirm screen is displayed. Review the approval and then click the Confirm
button.

& Note that when you see approval requests in your Training Approvals page, the
user who requested the training sees a status of “Submitted.”

Once you approve or deny the request, the user is automatically notified on his or her VA
LMS home page.
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: e = s Er ; =, : = = =3l
@ vALMS learmne ey EmpIoyecs CAppToYalsSSHcoess SerosoflnterneEplorern d Lﬂ l’ﬂ
File Edit View Favorites Tools Help ,':,'
0 Back v ) E] &1 Y | ) search  Favorites 44 - B

S @ https: ffwww.Ims, va.gov plateau fuser fpersonal finternalTrainingApprovalConfirm. do U —) Go Links *®

Addres:

VA Learning Management System
VIS Go | 7 Help | &1 Logout

Catalog My Employees

Personal Learning

= Regional Settings

= Home = Approvals = FProfile

Pending Reviews and Approvals 7|

r - Approva 1s —+ Denia sons - Confirm - Success
Start Ove

You have successfully completed the employee approval and denial process. E-mail notifications have been sent to all affected Users,

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

é 0 Internet

-'Ej https:/fwww.Ims. va. gov plateauuser fpersonal finternaTraining ApprovalConfirm. do #

From this screen, click the Start Over...button to continue managing other requests.

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.
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Task 6 —Running Reports: Subordinate Records

Step 1 —Click the Reports link in the Main Menu

—
@ YA Eosipniined = Mzt = plogl= = dliergzar e fnesppae Sulurar
File  Edit Favorites

@ back ~ ERERE NP

=55 @hrms:ffu\"A"N.Ims.va.gov,"plateau,.’user,"personal,"we':\'Parsona\Home.do

View Tools Help

Search Favorites 4 - m B @

HER
'!J:

==

Personal Learning

* Home * Approvals = Profile = Regional Settings

Welcome SUPERVISCOR 02 LMSUSER
2/1/2008

Please UPDATE YOUR PROFILE!

To ensure automatic 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 yvour work email address
and the name of your supervisor. Flease review your entire Profile
pericdically 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 naticnal audience of both the learners
and those responsible for VA LMS administration. You can expect to find
thorough up-to-date coverage of announcements, policies, training, and
initiatives based on vour needs.

Alerts

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

Learning Plan

The Learning Plan is 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
ramnrehencive lict of the curricila and suheorricila needad for

g] Done

A Learning Management System

step

LMSUSER | Home | Go | 7 Help | [ Logout

Catalog

Alerts
You have no alerts at this time.

Catalog

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

Learning Plan w Learning Plan ‘

TEST-Supervisor Approval Required Item | a
Test_Teal | o |
Test_Teal 7-14 | ay |

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 0 Internet

The VA LMS provides the supervisor with a variety of reports that they can run on
subordinates to track training. This tutorial provides you with a general overview for the
process of running reports in the VA LMS.

To run reports on your subordinate, select Reports on the blue Main Menu.
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Step 2 —Click on the Title of the desired report

r
@ YA LN Eerpnine = Haggris = Bre s = llerozoie [ni=ni=e Epldrap

File Edit View Favorites Tools Help
GBack bl > d &'] ; 4~ Bearch 3

ddress @ https: [ Ims. va. gov plateau fuser freport/browseReport. do

Favorites &9 ~ 4" 3

343

l—’ G° Links

A Learning Management System

Welcome SUPERVISOR 02 LMSUSER | Home | Search Catalog

Personal Learning

Catalog

Reports

Curriculum Status
Item Requests
Item Status
Learning History
Learning Hours
Learning Needs
Learning Flan
Succession Planning
Tuition

User Information

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

g] Done

Report Name

Go | 7 Help | (1 Logout
My Employees

wd

step

é 0 Internet

The Reports screen is displayed listing the reports that you can run for yourself or your

subordinates.

For this tutorial, click on the Learning Plan report.
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@ vAltMSliearmng sieporisciserdiearging Blan ohicrosoltd fternel txplorern d ._ﬂ @
File Edit View Favorites Tools Help 1',’
0 Back v ) E] &1 Y | ) search Favorites 44 - B
Address @ht'b:ns:f..’u\"A"A'.Ims.va.gov,"pIateau,’repnrtﬁniﬂleport.do’seard’1T\fpe=4&staddD=report€:\selecborl‘4ame=PsaUserLearmngPIan&ispws=1 |_J Go Links *®

VA Learning Management System

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

Personal Learning ‘a Catalog My Employees

Reports 7|

+ Back to Browse Reports
User: @ seff () Direct Subordinates O All Subordinates O Al
Report Title: User Learning Pla
Report Header:
Report Footer:
REport Desnndton: ® Browser O Local File
Report Format: () ym O csv ® HTML O POF
Mashk User IDs

[] Page Break Between Records

Shrvay: ® ttem O Required Date @] Assignment Type O curriculum

List By: ® Al O Needs O Requirements

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

Eﬂ Done é 0 Internet

The screen for the report that you selected-in this case, Learning Plan-is displayed. This
screen allows you to select the desired settings for your report.

As a supervisor, you have additional options for selecting whether you want to run a
report on:

e Yourself,

e Your Direct Subordinates,

e All Subordinates, or

e All (which means All Subordinates and yourself).

Click the Direct Subordinates radio button.
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Step 3 —Enter desired report settings

- B

@ valsSlienymne e eporise i serdieanmng Bl anshicrosolid fterneldplonen J ._;i @1
File Edit View Favorites Tools Help l’f
@ Back ~ ) ﬂ &'] ; 4 Search 5.7 Favorites 49 - N

5 @ht‘b:us:ffu\".r\"n'.lms.va.gn\rfplatEaufrEpDrtﬁnitREpurt.dn’seard‘lTypE:-t&sta[kID=rEpnrt&SE|E[mrNamE=PsaUsErLEam\ngPlan&jspws=1 ,_ Go Links

A Learning Management System

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

Personal Learning Career Catalog My Employees

Reports 7

+ Back to Browse Reports

Run User Learning Plan
User: () self @ pirect Subordinates O All Subordinates O Al

earning Plans for |

step
Report Destination ® srowser O Local File
Report Format: ) ymi O csv @ HrmL O POF
Mask User IDs
[ page Break Between Records
Sort By ® ttem O Required Date O Assignment Type O Curriculum
Eist By ® al O needs O Requirements
Privacy Statement | Security Statement | Accessibility | Disclaimer | Contact Us
g] é 0 Internet

Fill in or select the parameters of the report, including the Report Title, the format, and
how the report is sorted.

& Again, this tutorial is intended to provide a general overview for running
subordinate reports in the VA LMS.

Therefore, if you need further guidance for running a specific report or need further
explanation about how to set up the report options, remember that the On-Screen Help
tool is available.

The On-Screen Help tool provides detailed guidance for the fields and option available
for each report.
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Step 4 —Click the Run Report button

A d e : : ; T TEE T 15|
WAL learmngeheporis e llserd eanming Blan Shicrosottl nternettxplorer J d ﬂ
File Edit view Favorites Tools Help |’,"

Q@back - & - N @) @ | P search e Favorites @ - g =
AAdd o . z oy =) »
Address | & https: [fwww Jms. va. gov/platesu frepor initReport. do?sear chType =48stackiD =repor tselectorame =Psalserl earningPlangispws =1 BB ks

VA Learning Management System

ER | Home | Search Catalog

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

Reports 7

+ Back to Browse Reports

User: ) gelf @ Direct Subordinates O All Subordinates O All
Report Title: for January 2008
Report Header:
Report Footer:
Report Deshination: ® srowser O Local File
Report Format: O ymi O csv O HTML @ POF
Mask User IDs

[[] page Break Between Records

Sort By ® ttem O Required Date O Assignment Type O Curriculum

slep

List By ® al O needs & Requirements

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

g] é 0 Internet

Our fictional supervisor enters a report title of “Learning Plans for January 2008.”

She chooses to have the report generated in a browser window as a PDF and decides to
leave the rest of the report options set to their VA LMS default settings.

Once all of the parameters have been set for the report, click Run Report.
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Step 5 — Print or Save file as desired

Ot 5:/].’;;’:.:.Jma_‘m.gu'f}'.pli_iiéi_'xl_'tfr'aj,uri?['r_:uhr_'hf'{yyjrlifjeuamfur.ﬂu EWiGrosotidnteret: Exnioren H! 5{9?@
File Edit GoTo Faverites Help @ff
3 Bach + ERE 2 | D search <7 Favorites ) a-a B

:Address:@ https: [ funw Jms, va. gov/platesu/repor tlaunchRepor tGenerator. do B k™

| = E\jgl @-;g [ ]/s l@ & & | ® ® (0% |- A o E

&
Learning Plans for January 2008
Useri: e User Name: LMSUSER, USER 01
Leaming Plan
Requlired Agzslghme Cumculum Complets

Itern Itern Thie Date Days Fem nt Type Date
NFED 26321 (Rev Sexual Harassment Reguired TEST.003
10772005 10:27 AM EST)  Awareness for Employees-

HR0181
VA TD1TE (Rev 8- 2/8/2007 WA Cyber Security Feguired TEST.003
10:53 AMEST) Awareness
VA 10203 (Rev 5- YWHA Privacy Policy Weh 100142007 -123 Required
201442007 03:47 PMESTY  Training
VA 10203 (Rev - YHA Privacy Policy Weh Feguired TEST.003
201442007 03:47 PMEST)  Training
WA 10486 (Rev 4/29/2004  Privacy: It's Everyaone's
01:81 FMEST) Business
VAR (Rey 7l22/2008 W& Learning Management  8/16/2007 -169 Reguired
02588 PMEST) Systermn (LMS) Tutorial
VA BB (Rev 8/5/2005 08:34 No FEAR (Notification &
AMEST) Federal Employee

Antidiscrimination &

Retaliation) Act
VA Test_Teal (Rev 1 - Teszt_Teal Test_teal
342007 12:00 AM EST) ¥

8.50% 11.00in [ i |l B
JE[ Done é  Unknown Zone

A new window opens that displays the report according to the choices you made.

& If you want to print the report, follow the regular procedures for printing in the
application used to display the report. In this case, the report was displayed in a web
browser.

Step 6- Click the Close [X] button to close the report window

When you are done reviewing the report, close the application used to display it by
clicking Close [X] in the upper-right.
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A VALHS, Learmngieiepprisicliserdieanmng il an s microsottl pternet Expionery d 3 a‘
File Edit View Favorites Tools Help .'f
Qﬁack LA > | \ﬂ &1 D | FPsearch FeFavorites 8 | (I i B
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You return to the Reports page. From here, you may run additional reports as needed or
navigate to other functions within the VA LMS.

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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Supervisors: Managing My Employees Step by

Step Guide

Task 1 — Accessing Subordinate Training

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

Task 2 —View Subordinate Learning Plan

1. Click the My Employees link in the Main Menu
2. Click the Learning link in subordinate Status box
3. Click the Return to Org Chart link

Task 3 —Adding Item: Subordinate Learning Plan

. 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 check box 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
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Task 4 —-Removing an item from a subordinate’s learning plan

1. Click the My Employees link in the Main Menu

2. Click the Learning Plan Sub-Menu link

3. Select the Remove Items radio button

4. Click the Next button

5. 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

0o N O
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9. 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

Task 5 —Approval and Requests

1. Click the You have User training approvals link

2. Select the appropriate radio button for the request (Approve, Deny or Skip)
3. Click the Next button

4. Enter reason for decision

5. Click the Next button

6. Click the Confirm button

Task 6 —Running Reports: Subordinate Records

. Click the Reports link in the Main Menu

. Click on the Title of the desired report

. Enter desired report settings

. Click the Run Report button

. Print or Save file as desired

. Click the Close (X) button to close the report window
. Click the Home link
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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/SUPS-
ManageMyEmp.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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