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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: 

• 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 

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

 

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 

 
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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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 

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

May 2008 v1.0  Page 9 of 69 
Prepared by VALU IT NT&EO and EES 



VA LMS Web-Based Tutorial Support Material – Process Reference 

Step 2 – Click the Learning link in subordinate Status box 

 
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 

 
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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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 

 
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  

 
The Organization Chart screen showing your subordinates is displayed. Click on 
Learning Plans in My Employee’s sub-menu options, located just beneath the blue Main 
Menu.  
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 Step 3 –Select Add Items and Curricula radio button 

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

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

 

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

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

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

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

 

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. 
 
 

May 2008 v1.0  Page 19 of 69 
Prepared by VALU IT NT&EO and EES 



VA LMS Web-Based Tutorial Support Material – Process Reference 

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

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

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

 
She types the keyword “Travel” in the keyword text-entry field. 
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She knows the course is supposed to be available online but is unsure if it is considered 
curricula, so she un-checks all training types except for Curricula and Online. 

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

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

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

 
Here, SUPERVISOR LMSUSER is ready to add the “VA Online Travel Card Training” 
curriculum.  Click the Add Checked button. 
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The Edit Information screen is displayed and “VA Online Travel Card Training” now 
appears in the Edit Information box.  This area allows you to change the Assignment 
Type and the Assign Date. 

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

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

This screen also allows you to remove any items listed under the Edit Information 
section.  This can be done by checking the Remove box and then clicking the Remove 
Checked button. 
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    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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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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… and then click the Add Checked button. 
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Step 12 –Change options on Edit Information screen as needed 

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

To view all possible options, select the Search button. 
 

May 2008 v1.0  Page 32 of 69 
Prepared by VALU IT NT&EO and EES 



VA LMS Web-Based Tutorial Support Material – Process Reference 

 
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 

 
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 

 
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 

 
To continue, click the Finish button. 
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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 

 
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 

 
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 

 
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 

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

 
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 

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

 
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 

 
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 

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

 
…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 

 
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 

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

 
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 

 
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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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 

 
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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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) 

 
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: 
• Approve, which approves the subordinate’s request 
• Deny, which denies the request; or  
• 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 

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

 
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 

 
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 

 
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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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 

 
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 

 
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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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: 

• Yourself,  
• Your Direct Subordinates,  
• All Subordinates, or  
• All (which means All Subordinates and yourself). 

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

 
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 

 
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 

 
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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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 
1. Click the My Employees link in the Main Menu 
2. Click the Learning Plan Sub-Menu link 
3. Select the Add Items and Curricula radio button 
4. Click the Next button 
5. Select the checkbox for each subordinate you wish to add training assignments 
6. Click the Add Checked button 
7. Click the Next button 
8. 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 

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 
6. Click the Add Checked button 
7.  Click the Next button 
8. Uncheck the Exact Phrase option 
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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 
1. Click the Reports link in the Main Menu 
2. Click on the Title of the desired report 
3. Enter desired report settings 
4. Click the Run Report button 
5. Print or Save file as desired 
6. Click the Close (X) button to close the report window 
7. Click the Home link 
 

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/vaLMS-notebook-
user.shtm  

• The InsideLMS website provides up-to-date information, resources and tools for 
all VA LMS users at http://www.insidelms.va.gov. 

Please send questions, comments, or requests for additional information regarding 
this training to the VALU_LMSTrainingGroup@va.gov.  
(VALU_LMSTrainingGroup@va.gov)  
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