VA LMS Web-Based Tutorial Support Material — Process Reference
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View Subordinate Learning Plan

Objectives
By the end of this tutorial, you should be able to do the following:
e View the Subordinate Learning Plan.

Click here to view online tutorial
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View Subordinate Learning Plan

Step 1 — Click the My Employees link in the Main Menu
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+ Home - Approvals = Profile = Regional Seftings

Welcome SUPERVISOR 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

Visit 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

The Alerts section provides important status notifications regarding
assigned 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
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Curriculum Status
There are no incomplete curricula for this Use
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To view a subordinate’s Learning Plan, click My Employees on the blue Main Menu

navigation bar.
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Step 2 — Click the Learning link in subordinate Status box
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Subordinates Show Status

SUPERVISOR 02 LMSUSER

WA LMS Training Team

Learning: Current
Curricula: Current
Approvals: Required (1)
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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
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Welcome SUPERVISOR 02 LMSUSER | Currently Viewing: USER 02 LMSUSER | Return to your records | Home |

Personal

USER 02 LMSUSER
No Job Position Title

Viewing:

Learning Plan

Learning

step =um= = Curriculum Status

[Return to Org Chart

= Learning History =

Record Learning = SF-182 Reguests

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 Flan by:  None = Field Chooser

[Expand All] [Collapse All]
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Title & Type | Required By | Status e
* "Give 'em the Pickle™ Video Training Kit -G 2/29/2008 Available @
* 101 Medication Tips for People with Diabetes 5] @
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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.

This completes the process.

View Subordinate Learning Plan Step by Step Guide

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

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/ViewSubLP.htm
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e To access additional VA LMS training resources, please visit

http://www.insidelms.va.gov/userRoles/valL MS-user-notebook/vaL MS-notebook-
user.shtm

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

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