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Welcome everyone, thank you for joining us today. This is the End User Basic

Training for the VA Learning Management System, or “VA LMS.”



Agenda

Cwverview of the Insidel S web site

Accessing the VA LMS
Meswy Uzer Log-in
Changing your password
Creating a security question and arsnwer
Return user log-in
Logging out of the %A LS

Mawvigating the WA LMS

Upper menu overview:
Main menu and sub-menu overyviesw

Managing your WA LMS Personal Account
Updating perzanal profile information
Wiesing your learning history
Printing your completion cerificate
Perzonal training report

This agenda provides an outline of the topics I'd like to cover today. You can see
that we will start off with a tour of the InsideLMS web site highlights. Then we’ll
move to the topic of Accessing the VA LMS. This will provide you with
information on logging into the VA LMS, changing your password and so on. At
that point, we’ll move the focus to a tour of the navigation features within the VA
LMS; hopefully providing you with information on moving through and locating
resources and functionality within the VA LMS. And then finally, we’ll discuss
managing your VA LMS personal account. This will provide you with the
information you need to update your personal profile, view your learning history,
and print a completion certificate. We will also quickly discuss viewing your
learning plan and some key information on completing the VA Privacy

Awareness Training.

As you can see, this training session is intended to ensure that all VA LMS end
users can logon to the VA LMS, change their password, navigate to or find the



various resources and functionality within the VA LMS, update their personal

profile information, view their learning history, print a completion certificate, and

view or print a personal training report.

InsideLMS Objectives
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Overview of the InsideLMS Web site
By the end of this topic, you should be able to:

Locate the InsidelMS web site

Lse the InsidelLMS web site to locate your local VA
LMS Administrator

Use the InsidelMS web site to launch the WA LIS
site and logon to the VA LWS

Locate this End User Basic training on the
InsidelMS wieb site

lUse the InsidelLM% web site to contact the WA LMWS
Help Desk

We’'ll begin with a tour of the InsideLMS web site. During this tour, I'll be

highlighting some helpful resources so that by the end of this training session

you'll be able to locate and use those resources.



Overview of the InsideLMS web site

* InsidelLMS Web site:

» http:/fwww.insidelms.va.gov
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The first thing I’'m going to do is navigate to the InsideLMS web site by opening a
browser window and typing in the InsideLMS URL or Uniform Resource Locator

which is: http://www.insidelms.va.qgov/

The InsideLMS web site is your one stop shop for everything related to the VA
LMS. lItis here that you will find the latest VA LMS news, communications, fact
sheets, policies, training, a resource to help you locate your local VA LMS
Administrator, and a link to login to the VA LMS.

Once you navigate to the InsideLMS Home page, | highly recommend that you
move up here to the Favorites menu and click on “Add to Favorites. . . “ That will
bring up a dialogue box which will let you change the name of the favorite if you
like. Otherwise just click OK and the InsideLMS web site will be added to your
Internet Favorites list and you will now be able to quickly navigate to this site and
access the resources available here.


http://www.insidelms.va.gov/

Today, I'm going to highlight just a few of those resources that you as a VA LMS

end user may find very helpful.

The first resource I'll show you today is the link which will launch the VA LMS and
allow you to login to the VA LMS. If you look up here on the upper right, just
under the red, Inside LMS banner, you’ll see the link “Login to VA LMS”. Itisin

bold, red text which hopefully will make it easy for you to locate.

The next resource available to you will allow you to locate your local VA LMS
Administrator. You'll find this resource in the upper left on the gray navigation
bar, the third item down, “Who’s My Local Admin?”

If we click that link, we will navigate to the Local Administrators List page of this
web site. Let's say that I'm an end user in the Cleveland VAMC.

Let's see if we can find my local VA LMS Admin. We’ll come down here under
“Contacts on this page:” and click on the link, “VA Medical Center (VAMC) or
Veterans Integrated Services Network (VISN) Contacts.”

This will take us to a link which will allow us to lookup our local VAMC or VISN

LMS Admin or POC.

Once we click on that link, we’ll be asked if we want to open or save this file. So
you can see that this link launches an Excel spreadsheet.

I’m going to click on open, to open the spreadsheet.

We said that we are looking up the Admin for the Cleveland VAMC.
That is in Ohio, so let’s scroll over to the right.

Now that we see the column for State, we can scroll down to OH for Ohio.

And here is the entry for Cleveland, Ohio, or the Louis Stokes VA Medical
Center.
So let’s close this spreadsheet now and return to the InsideLMS web site.

Let's click on the “To the Top” link to return to the top of this InsideLMS page.

As you can see, another great resource on this web site is located here on the
right.



This provides a direct link to the VA LMS Help Desk (via email). If we click this
link, it will open your email application and fill in the “to” field and also the
“Subject” line.

Then just click in the free text area and type a description of your problem, click
send and off it goes.

You should hear back from the VA LMS Help Desk within 24 hours.

This area also provides some general information such as the VA LMS Help

Desk telephone number, email address, and hours of operation.

Now, the last resource we’ll look at today on the InsideLMS site is some of the
training available to you, an end user. To review that training, you'll want to
move to the Users Page on the InsideLMS site. If you look here on the left
navigation bar, you’'ll see a link to the Users Page. Once we click that link and
navigate to the Users page, we’ll scroll down a bit to view the training available.
You'll see that you have four topics to choose from:

Accessing the VA LMS

Navigating the VA LMS

Managing Your VA LMS Personal Account

Managing Your VA LMS Learning Plan

These training topics are available in three formats,

a web based training tutorial with audio, graphics, and text, a printable, text-
based reference guide, and a printable job aid with just the step-by-step

instructions to walk you through completing those VA LMS tasks.

One topic that is very important, which would be wise to go through both the
tutorial and print out the reference guide is Managing your VA LMS Learning
Plan. We won’t have time today to go through this topic, but | highly suggest that
you come back to this site and take this training on your own.

If you continue to scroll down, you'll find other VA LMS end user resources such

as other training and quick reference guides.



Accessing the VA LMS Objectives

Accessing the VA LMS
By the end of this topic, you should be able to:

Login to the WA LMS for the first time
Change an expired password
Login as a return VA LMS Lser

Create a security question and its answer and
then save them to the VA LMS

Logout of the VA LMS
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In this topic, accessing the VA LMS, I'd like to walk you through some critical
tasks that you’ll be performing in order to use the VA LMS and the learning
resources available there. These tasks will include logging on to the VA LMS,
changing the default password, creating your security question and answer and
logging out of the VA LMS.



VA LMS Features

Available 24 hours a day, 7 days aweek, from any PC connected to
the Internet

Ferfarm various learning activities:
viewy catalogs of both local and national learning activities
register for courses
request that a course be scheduled
launch online instruction
add training to your learning plan
take exams
and wiewy your learning history
Uses email
— to keep you informed of leaming events,
— to canfirm when you register for a course,
— and to remind ywou when you have training scheduled.
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The VA LMS is now the one place to go for all your VA learning needs. It's

available twenty-four hours a day, seven days a week, and you can access the

VA LMS from any computer that has an Internet connection.

The VA LMS will allow you to perform many learning activities. For example, you

can.

view catalogs of both local and national learning activities
register for courses

request that a course be scheduled

launch online instruction

add training to your learning plan

take exams

and view your learning history.



In addition, the VA LMS uses email to keep you informed of learning events, to
confirm when you register for a course, and to remind you when you have

training scheduled.

New User Login
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There are several ways to navigate to the VA LMS Login page. You may have a
desktop icon, you might navigate from the InsideLMS website, or your supervisor
may give you the location of the login.

However you normally navigate to it, we will begin this training topic at the VA
LMS Login Page.



New User Login
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It is important to remember that the VA LMS is a secured U.S. Government

computer system and that it is for official use only.



New User Login
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When you log into the VA LMS for the first time, you will be entering the user ID
and temporary password that have been assigned to you by your local VA LMS
administrator.

Because this is your first login, you need go through several steps in order to

change your temporary password to a secure password.

The first step for logging in to the VA LMS is to type in your user ID in the text
field labeled “User ID.” All VA LMS user IDs must be typed in a very specific
way: LASTNAME.FIRSTNAMEmmdd.

The “m-m” represents the two digits of your birth month and the “d-d” represents
the two digits of your birth date.

All letters in your user ID are uppercase—or capital—letters. This is a good
opportunity to point out that the user ID and password text fields are case
sensitive. This means the VA LMS pays close attention to which letters are

uppercase and which are lower case.



Also remember that spaces, hyphens, and apostrophes are not permitted in the
User ID.

To help demonstrate steps in this tutorial, we’ll use the identity of a generic
person named User Lmsuser. Mr. Lmsuser’s birthday is February 31st, a false
date invented for security reasons. Numerically, his birthday can be written as
0231.

New User Login
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Remember that as a VA LMS end user, when you log on to the VA LMS for the
first time, you have been given a temporary password by your local VA LMS
administrator. This temporary password is the same for everyone. It's
Password#1, that's password, with a capital P, all other letters are lowercase, -

number sign-and the numeral one.



New User Login
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Therefore, in the text field labeled “Password” I've typed, password, with a capital
P, -number sign-one. Just like the user ID, the VA LMS password is also case
sensitive: “P” is the only uppercase letter in this temporary password. The VA

LMS won’t recognize incorrectly typed passwords.

NOTE: The VA LMS will lock you out after five attempts to enter your password
correctly. So, if you incorrectly enter your password five times — you will be
locked out of the system. If you find that you are locked out, you will need to
contact your Local VA LMS Administrator to reset your password. (Remember
the “Who’s My Local Admin?” link — InsideLMS) If your local admin is
unavailable, you could contact the VA LMS Help Desk to get your password
reset. (Remember the VA LMS Help Desk Contact info on

www.InsideLMS.va.gov )



Password Unlock Feature
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Effective August 24", a new feature was added to the VA LMS. This new feature
applies to users who have logged on to the VA LMS, created their security
guestion and answer, and have updated their VA LMS user profile with their
email address. If you fall into that category and you mistype your password as
you try to log in, and you do that five times, you will be taken to a new screen, the
Password Reminder Screen.

Type in your VA LMS Username, and click Submit.



Security Question and Answer
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You will be presented with your VA LMS Security question, type in your answer,
click the Submit button, and your password will be reset to a temporary password
and then sent to the email address listed in your VA LMS User Profile. Once you
receive that temporary password, you will be able to login and change it to your

own secure password.



VA Strong Password Rules

Your VA password.:
* Must be 8 — 40 characters long

* Must contain both capital and
lowercase letters

+ Must include either a number or a
special character such as:
— |@HEINET() ="
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Passwords have been an issue, so let’s talk about them a bit more. Your new
password must meet VA “strong password” rules. Strong password is a computer
industry term used to describe a password which due to its length, complexity,
and randomness is, or would be difficult to breach.

The VA strong password rules are:

The password must be 8-40 characters long,

Must contain both capital and lower case letters,

and it must include either a number or a special character such as:
|@#PNNE () _-+="1";?/><,.

The password cannot contain your User ID, your first name, or your last name.



VA Strong Password

Default password — Password#1
Tibswutws3@

Mnemonic password: The first letter of
each word in a song lyric, phrase, etc.
Remember the rule —a minimum of 8
characters
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Add on a numeric or special character

So, if we look at the default password, Password#1 we see that it is a strong
password in that it contains both capital and lower case letters, capital P the rest
is lowercase, and it includes either a number or a special character, in this case
both in that it contains the number sign and the numeral 1.

Here is another example of a strong password: Tibswutws3@ (capital T -
ibswutws3@). Here’s how | came up with this example, | used a memory
technique called a mnemonic, this is an example of a mnemonic password. It's
just the first letter of each word in a phrase, in this case, a children’s nursery
rhyme or song, (The Itsy-Bitsy Spider Went Up The Water Spout) I've added a
three, and an at sign to comply with the strong password rules. | always add the
same number and special character so that | never have to guess which number
or which special character | used. Perhaps you could use a phrase or song lyric
which is meaningful to you.

Just remember the VA Strong Password rules.



New User Login
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Now that the user ID and password have been typed in, we will click the Login

button to continue.



Changing Your Password
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The Password Expired screen appears to let you know that it is time for you to
create a new password. This screen has been presented to us at this time
because we are logging on to the VA LMS for the first time. We’ve logged on
with a default password, and we must now change that to our own password.
The VA LMS requires that you change your user password every 90 days.
Changing your password every 90 days will provide you with an additional level
of security and help keep your activities in the VA LMS private.

To change an expired password, place your cursor in the Old Password text field
and type your current password. If you're a first-time user, type the temporary or

default password you were given.



Changing Your Password

Your VA password:
+ Must be 8 — 40 characters long

» Must contain both capital and
lowercase letters

* Must include either a number or a
special character such as:
— |@H#FWAET()_+-="
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+ Learming@1va

The next step is to create your new password.

Remember the requirements for creating a strong password.

For this training session, we will create the new password: Learning@1l1va. This
password meets the strong password requirements because it is between 8-to-
40 characters long, it includes both uppercase and lower case letters and it

contains both a special character and a number.



Changing Your Password
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So we would move the cursor to the New Password field and type

Learning@1va, with a capital L.



Changing Your Password
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In the text field labeled “Verify Password,” the VA LMS will ask you to re-enter
your new password. This ensures that you typed it accurately. A typing error
while entering your password as you try to log in to the VA LMS will cause you to
receive a “Validation Error.” You will be given another chance to log in with your
user id and password. As a matter of fact, you be given five chances to correctly
enter your user id and password. If you haven’'t been able to correctly enter both
your userid and password for five tries, you'll be locked out of the VA LMS and
you will need to contact your local VA LMS Administrator to request that they
reset your password.

Unless, as we mentioned, you are one of those users who have logged on to the
VA LMS, created their security question and answer, and have updated their VA
LMS user profile with their email address. If you fall into that category you will be
taken to the Password Reminder Screen. Type in your VA LMS Username, and
click Submit. You will be presented with your VA LMS Security question, type in
your security answer, click Submit, and your password will be reset to a



temporary password and will be sent to the email address listed in your VA LMS

User Profile.



Changing Your Password
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So we've reentered our password in the verify password field, and now we’ll click

the Apply Changes button to continue.



Changing Your Password
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The VA LMS will display a success page to let you know that your new password
has been changed successfully. This means that you can use the new password
you created for the next 90 days.

Now that we’ve created a new password, it’s time to use it to login to the VA
LMS.

Click the Login button to continue.



Changing Your Password

User Login
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Back on the login page, type in your user id.
For this training session, I'll enter LMSUSER.USER0231




Changing Your Password
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Now I'll type in the new password | just created, Learning@1va.



Returning to the VA L:MS
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I'll click the Login button to continue.



Creating a Security Question and Answer
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When you login to the VA LMS for the first time, you need to create a security
guestion and the answer to that question. This question and answer help protect
your personal information and privacy in the VA LMS.

For instance, if you forget your password, the VA LMS will use this security
guestion and answer information to verify your identity and then reset your
password and send this new password to you.

When this page appears, be sure to read the guidance carefully. It helps you
avoid creating a question and answer combination that other people could easily
guess.

In the Security Question field, type in your chosen security question. For this
example, our fictitious user, Mr. Lmsuser has created the question, "What is my

cat's name?"



Creating a Security Question and Answer
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Now, we’ll type the answer for the question we’ve created. It's important to
remember that your answer is case sensitive, so remember which letters you

capitalize. Also, your answer must have at least five characters.



Creating a Security Question and Answer
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Notice that even in our example, the name of Mr. Lmsuser's cat will remain a
secret. This is to emphasize security: it's important to remember that the security
features of the VA LMS won't work if you share confidential information.
Remember to keep your confidential information to yourself.

We need to re-type the answer to our security question in the “Re-Enter Security
Answer” field. Just like creating a new password, retyping your answer will verify
that both answer entries match exactly which should help to catch any typing

mistakes.



Creating a Security Question and Answer
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Once we've re-typed the security answer, we’ll click the Submit button to save

the security question and answer in the VA LMS.



Creating a Security Question and Answer
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Once your security question and answer have been saved to the VA LMS, you

are taken to the VA LMS user homepage. You now have full user access to the
learning options in the VA LMS.



Logging Off
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Properly exiting the VA LMS is just as important as properly logging in. This
allows the VA LMS to keep your information and activities private and secure.
When you're ready to end your session in the VA LMS, click the Logout link in
the upper right-hand corner of the browser window.

By clicking on this link, the VA LMS recognizes that you’re done with your

session—you will be officially logged out.



Returning to the VA LMS
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When you return to the VA LMS for more training or to finish a learning activity
you started earlier, you'll follow the steps for logging in.

First, type your User ID in the User ID text field.

Remember that your user id is the format LASTNAME.FIRSTNAMEmMmdd.
Spaces, hyphens, and apostrophes are not permitted in the User ID. For those
of you who use nicknames or an abbreviation of your name, the VA LMS only
recognizes your legal first name. If you're unsure as to how you are named in

the VA LMS, check your pay stub or see how you're listed at Employee Express.
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Next, type your password in the field labeled password.

Remember that the VA LMS password is case sensitive. So type carefully to
make sure the password you enter matches the password you have stored in the
VA LMS.
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Click the Login button to finish logging in.

Let's talk about this link, the “I forgot my PASSWORD” link, located below the
Login box. If you have forgotten your Password, click this link, the “| forgot my
PASSWORD?” link. This link has recently been given some new functionality,
now you can use this link to unlock your VA LMS user account if you have been
locked out of the system due to incorrectly typing your userid and/or password
five times. When you click this link, your security question is displayed.
Remember that this is the question you created the first time you logged in to the
VA LMS. Type in the correct security answer.

If your account was locked, it will be unlocked, and your password will be
replaced with a temporary password. That temporary password will be sent to
the email account you listed in the personal profile section of the VA LMS. We're
going to cover updating your personal profile in just a bit. If you have not
provided an email address in your profile or if you cannot remember your security

answer, contact your local VA LMS Administrator for assistance.
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Navigating the VA LMS

By the end of this topic, you should
be able to find and use:

» The Upper Menu and its tools
» The Main Menu options
* The Sub-Menu options
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In addition, you should be able to find and
use:

» The Help tool provided on each page in
the VA LMS

Now let’'s move into a discussion or tour of the VA LMS and provide you with
some basic navigation information

The VA LMS provides three menus to help you navigate through its features. By
the end of this training topic, you should be able to find and use:

the Upper Menu and its tools

the Main Menu Options, and

the Sub-Menu Options

These stay at the top of your VA LMS window at all times, providing navigation
on-screen wherever you are in the VA LMS.

In addition, by the end of this training topic, you should be able to find and use:
the Help tool provided on each page in the VA LMS.
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When you first log in as a user, you’ll notice a row of links in the top right corner
of the page. This is the Upper Menu.

In the Upper Menu, you'll see a link called Home. You can click on this link from
anywhere in the VA LMS and it will bring you back to this page.

If you need to find available training but you’re not sure where to start, you can
search the VA LMS.

In the Upper Menu, type a word or phrase in the text box labeled “Search
Catalog,” and then click the “Go” link.

A page will appear which displays a list of training related to your search.

The “Help” link on the Upper Menu (with a question mark next to it) takes you to
the VA LMS help resources. When you click on the “Help” link, a new browser
window will open.

Avalilable in this window are helpful resources, including how-to’s and glossaries
of terms used in the VA LMS.



The “Logout” link is the last option in the Upper Menu. Click “Logout” when

you're ready to end your session in the VA LMS.
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Located below the Upper menu, the Main Menu contains important navigation
options: Personal, Learning, Career, Catalog, and Reports.

The Main Menu links help you move to large sections within the VA LMS. And
located directly under the Main Menu is the Sub-Menu, which helps you navigate
inside these larger sections.

Notice that the Sub-Menus change depending on which Main Menu link you point
to or click. In other words, each Main Menu option has its own unique Sub-

Menu.
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The first option on the Main Menu is the Personal link. When you click this link,
Sub-Menu options appear.

These are:

Home

Approvals

Profile, and

Regional Settings

The Sub-Menu option page being displayed is indicated by bold text. This helps
you keep track of where you are within the VA LMS. According to this example,
we are viewing the Home page of the VA LMS.

This Home page welcomes you every time you login to the VA LMS. It also
serves as your home base and gives you important information to help you

manage your learning.



This page displays alerts about your courses, helps you search the VA LMS or
browse the catalog, gives you a snapshot of your Learning Plan, and provides
other information you may need for your learning.

A special feature to note is the On-Page Help Tool. It's the small square with the
guestion mark in it, located at the right side of your screen. In fact, it appears on
every screen of the VA LMS.

When you click on this icon, a new browser window opens, displaying information
specifically about the page you are on. This is different from the Help option in
the Upper Menu, which provides Help resources for all of the VA LMS, like
glossaries and how-to’s.

For example, here on the Home page, if | click the On-Page Help tool for

information related specifically to this page...



Main Menu

Yinai Hizima Pags
e il PiBga o e Wil fage Tl AT when i g PSPl Ledreng, B Eoelies B wektrns. e B Srecrpited oF ach mes dpi

Fuatais Lagreg o v P 000 500 ASNEE Biied wit W) i Lideneng LA pe Gtk BLEI. 500 M e

5 ARNES Adrts igpe BTl aly mhes i Rl BSassTaell 10 (gl e e e e B ansesd i e
SCk B %) DpeS T (IR BTeCied Dy e st

P e B

® Cafalog Tre catsiog i 3 Bt of 3 Ssm andl scheduied offenngs Tl s Svalabie &0 ¥os, Yiou £30 vew B Svaiabls natncioriesd B, o
Fendsiia orbe SeTa, o pou i brow Bhe catson
u by PR Tred e rEl B P OF [ GOE ) e L G B e DTl Kreirts e LU B0 i T (0 1 yiue Wy
Fraay page. TR ta Ly Puma i i e I Sl Comes of fu Becie, Ths. ecton e SEpley permrrance poals el T o rave 8es T e
saforraren grah T sechor Wil Snpiyp seekoren gogs
Tha LinkiTing Ml Lbis s5Cwi @ e O e Serrs inaared |C you bised o0 your ety Clet Bnd i) reads. Tha bl nCeded
BPN] PR D el Oy (O, Wb B CyTa, ] 1% L TR Tl e o o K e i Dy T 0 M e M [, (R
T Laarsing Pian ik n i nght somar of e secion
o Curvicuium Slates Tre Curriculum Sietes bade o g ! of curiculs Bad fove bees awsgred boopou. Ta go bo Be Curcubum page
CARTWCURIT S b 1 [ PO DO O [ BT BN v W SRS W 1 ek Do pi wharh sk § 591
STCUAITTE B W BCIOA DTIcRR W 0 G eguter | -

chci B
T

& [How Horrm s Sera, o ecendly wenss dera soaw Dick

=
aul
3
=
i g
3
c

... the On-Page Help Tool opens a separate browser window with more
information about the features and tools available on your Home page.
When you're ready to close the On-Page Help Tool and return to the VA LMS,

click the Close button, or X, in the upper right-hand corner of the window.
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The second option on the Main Menu is the Learning link.
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Notice that when the Learning link is clicked, the Sub-Menu options change. The
Learning Sub-menu contains links to your: Learning Plan, Learning Calendar,
Current Registrations, Curriculum Status, Learning History, Record Learning, and
SF-182 Requests

The Learning Plan page, which is the first of the Sub-Menu pages, is displayed
automatically each time you select the Learning option from the Main Menu. This
page displays the Learning Items in your learning plan.

The items in your plan can be assigned to you in a number of ways: you can
select them out of a catalog, your supervisor can assign them to you, or they can
be part of a required set of courses.

Whether you need to complete the items once or you are required to complete
them on a repeating basis, they will appear here in the Learning Plan.

And remember, as | mentioned earlier, you can click on the On-Page Help Tool

for information related specifically to the Learning Plan page.
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The third option on the Main Menu is the Career link.

Notice that again, the Sub-Menu options have changed to match the focus of this
page. These are:

Assessment History, and

Competency Assignments

Remember that if you need help while using the Career page, click the On-Page
Help Tool for information related specifically to the Career page.
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The fourth option on the Main Menu is the Catalog link.

As expected, the Sub-Menu options change to match the focus of this page.
These options are:

Browse Catalog

Calendar of Offerings

Simple Catalog Search, and

Advanced Catalog Search

Notice again that the first Sub-Menu item, Browse Catalog, is in bold text to
indicate your location.

Using this Browse Catalog page, you can explore the catalog, organized by
subject area. This would be very helpful if you know the subject area that you
need training in, but you're not sure what might be available.

And again, | want to point out that The VA LMS On-Page Help Tool is available
here to help you learn more.
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The fifth option on the Main Menu is Reports.

The Reports link does not have a sub-menu. Instead, the page gives you a list of
reports from which to choose.

The VA LMS is able to generate various reports about your learning. The
information in these reports may include courses you’ve completed, details about
your Learning Plan, information from your VA LMS profile, and many other
details of your VA LMS activities.

Examples of reports available include: Learning History, Learning Hours,
Learning Plan, and User Information.

These and the other Reports options can help you review or share information
about your training in the VA LMS.

Remember that if you need help while using the Reports page, click the On-Page
Help Tool for information related specifically to the Reports page.

Also, each report has this On-Page Help Tool available to assist you with
selecting the options you need to get the report you want.



Main Menu

8 e e e ke

@Uﬁ Learning Management System

LT

Welcome USER 02 LMSUSER

UETALE FORM FROEILES

0
)
3
a
c
a
o
3

Up until this point, we have shown you the “do’s” to navigate and move around in
the VA LMS. Now it is time to discuss a very important “don’t” when navigating in
the VA LMS.

Do not use your browser navigation tools, such as the browser’s Back and
Forward buttons.

Currently, the VA LMS does not understand the browser’s navigation features. In
fact, the VA LMS is likely to close your current session and display an error
message.

Unfortunately, you will have to return to the VA LMS login page and log in again.

Main Menu
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To review, in the VA LMS, the Upper Menu, Main Menu, and Sub-Menus,
together with the On-Page Help Tool, provide you with the basic navigation tools

needed to access and manage your training in the VA LMS.
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Access your VA LMS user profile

Addyour email address and direct supervisor to
your WA LMS user profile

Access and view your learning history in the WA
LM

Frint certificates of completion from your VA LMS
learning history

Access and review content and completed courses,
and

Access and use the VA LMS Reports tool
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At this point I'd like to move the discussion to Managing your VA LMS Personal

Account.

By the end of this training topic, you should be able to:

Access your VA LMS user profile

Add your email address and direct supervisor to your VA LMS user profile
Access and view your learning history in the VA LMS

Print certificates of completion from your VA LMS learning history

Access and review content from completed courses, and

Access and use the Reports tool provided by the VA LMS
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Knowing how to manage your personal Profile is essential for all VA LMS users.
As a user, you are responsible for ensuring your profile information is accurate
and complete. Specific fields, such as Supervisor Information and your email
address, must be manually entered and maintained.

Accurate and up-to-date information in your profile ensures that you will receive
important system-generated notices.

Each time you login to the VA LMS, you begin at the VA LMS homepage. The
homepage provides a snapshot of your learning plan and a variety of helpful

resources, such as Alerts and the Curriculum Status Snapshot.
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The homepage also provides an important link for managing your personal profile
information: Update Your Profile!
To proceed, I'll click the Update Your Profile! link.
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The Profile Update page opens. First, notice your User Name and User ID both
appear in the User Information table.
At the bottom of the Profile Update form...
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. . . is the Supervisor field.

It is very important that you enter your direct supervisor’'s name into this field
before updating any other fields. The VA LMS prevents any updates to your
profile until a supervisor is designated. The first thing you must do is designate
your direct supervisor and it is very important that you do this correctly.

And we’ll walk through how to do that in just a minute, but the steps you want to
take are: enter your supervisor’'s name, click Submit, and then update the other
fields such as your email address.

If a supervisor has already been designated, their name appears in the
Supervisor field. If not, the Supervisor field is empty. In either case, an active

Change... link appears on the right of the field.
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So, let’s walk through the steps to designate your supervisor in your personal
profile: our fictitious training user, Mr. USER LMSUSER, needs to identify his

direct supervisor. Therefore, he clicks the Change... link.
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We are presented with a Profile Update screen.

From here, you can search for and choose your direct supervisor.

In the Supervisor Search fields, you will enter the first and last name of your

direct supervisor and then click Search. If you don’t know the exact spelling or

full name of your supervisor, you can enter part of the name.

For this demonstration, we’ll begin by searching for a fictional training supervisor

named SUPERVISOR 02 LMSUSER.

We'll Enter the supervisor’s first name..., in this case Supervisor02
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... their last name, ... (LMSUser)



Updating Your Profile

@ WA Learnbsg Mansgement Syviem - Profile Updae m{mﬂ
) Liniersiry

Enter vour mgperior v S osser and bt 2ame 0 Bie Seldh below s chick thr vearch bston
Plrais oty sht won com sneer port of e cacsr o vou e oot uene of B aplang

The semch pevmiln mble wil Sepley o peopis wha match dee oriena eueed

W pow larr Toumd thee decond B vl e, Jhok e Sle T few ro ther fecond

Suporvior's Fast Namme. SUPERVISOR: 12

Sopervieor’s Lant Mame  |wsnssgn

Thod Tamrh o puley

Egbeln | LALFUNER USER G0 TEST W 250 e Sae BIUCA TR 0D SRADSG

C
-]
o
=
=
w0
-
o
=
=
n
o
=
®

Privace Sigoment | Secwity Satvmed | Asoeidr: | [achaser | ot 1y

And then click Search.
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The Search Results field will appear, listing all the names that best match what
you entered.
The VA LMS will likely return more than one result, so be sure to select the

correct SUpEI’ViSOF.
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To add your direct supervisor to your user profile, click the Select button at the

left of the supervisor's name.
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The VA LMS Profile Update screen returns ... we’ll scroll down. . .
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... and we can see the selected supervisor’'s name is listed to the right of the

Supervisor field. We’'ll scroll back up.
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Now, you may continue adding more information to your VA LMS User Profile.

The Email Address

field is very important. Email is used for system notifications

and retrieving your password if you forget it.

Email addresses must be entered in a valid format. If the email address is

entered in an incorrect format, you will receive an “Invalid e-mail format” warning.

Additional fields include entries for your job title, work address, and phone

numbers.

Another Important point to remember here - When you record training taken

outside of the VA LMS, a SF-182 Form is generated. Enter your work address

and phone number

here and the SF-182 form will be generated with those fields

completed, saving you time.
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For this demonstration, we’'ll enter a fictitious email address for our fictional
training user, Mr. LMSUSER.
We’'ll enter his email address as: user.Imsuser02@va.gov . ..

... and then I'll scroll down a bit to find the submit button.
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We can see that we have the correct email address entered. . .

so we’ll click the Submit button.



Updating Your Profile

L o e b A K i i s p e bt o ol I i et et Lo o =
s o

(o = g T e Lo = i

@ YA Learnbsg Management Syitem - Profile Updae \-’Eﬁm'.

-
L4
> Your mer profike ha been updated
Cioe | [ Bt Agaee
.l
= Prreacy Stemmen | Secmiy Sdemest | Aol | Deaclaiers Contact Uy
J
-

The Profile Update screen appears and states:

“Your user profile has been updated.”
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So we’ll Click the Close button.
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The Profile Update window closes, returning our attention to the VA LMS
homepage.

Another key part of managing your account in the VA LMS is learning how to
access and view your learning history and how to print completion certificates.

To proceed, we'll click the Learning link.
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The Learning sub-menu options appear below the Main Menu bar. We'll click

the Learning History sub-menu link.
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This opens the Learning History page with a summary list of educational items,
displaying the Title, Completion Date, Status, and Action for your completed
training items.

You may sort your Learning History by Title or Completion Date.

If we want the completed training items sorted alphabetically, we would click the

column heading of Title.



Viewing Your Learning History

I

o ey

@\m Learning Management System

- Hrae iy Ml

Learning History
Theb Ll =org =iy Gubnd BPed

o
3
a
L
2
o
3

The selected column title is shaded and in bold. Now we’ll click on the heading

again to view titles in descending alphabetical order, or from Z to A.
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Clicking the column heading switches between ascending, A - Z and descending,
Z — A alphabetic order.
To sort the Learning History view by completion date, click the heading

Completion Date in the second column.
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We see the column heading is in bold and shaded. The column is sorted in
ascending, or most recent completion date order. Clicking the column heading
switches between ascending, or most recent, and descending, or earliest

completion date order. If we click the heading again. . .
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.. . the column will be sorted by the earliest completion date.

To view the History Details of a completed training item, click the title of the
selected training item.

For example, I'll click the course named “Training Basics” from Mr. LMSUSER’s

training history.



Viewing Your Learning History

W @ by Fviraen 4P * i

B s o g fa s, e e e i e ]

@UA Learning Management System

Histary Details

o
3
@
L
2
o
3

And we are presented with the History Details for that item. To view the Item
Details, we’ll click the title of the training item again.

An important thing to remember here is that if you used the external event
recorder options to report a course completion, additional details cannot be

viewed.
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And we see the Item Details.
To return to the History Details screen, click the Back link.
Remember, DO NOT use the browser’s Back and Forward navigation buttons.

Using the browser’s navigation controls will generate errors and may force you to
end your active session.

All navigation in the VA LMS must use the controls within the VA LMS window.
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To return to the Learning History screen, we’ll again click the Back link.
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You can also use the Main Menu navigation bar to go elsewhere in the VA LMS,

such as the VA LMS homepage. I'll click Home to do just that.
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If you need to print a certificate of completion, go to your VA LMS Learning
History.
From the VA LMS homepage, click the Learning link in the blue Main Menu.
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Next, in the Learning sub-menu, click the Learning History link.
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The personal Learning History opens.

As we can see, our fictional training user Mr. LMSUSER has three different
available certificates. To print a completion certificate, under the Actions column,
click the Print Completion Certificate button for a selected training item.

To print a certificate for the training item “Training Basics,” click the

corresponding Print Completion Certificate button.
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The Certificate of Completion appears in this window. The certificate contains a
User name, the course title, the date and time of completion, and the instructor
name.

To print the certificate, in the top menu, click the printer icon.
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Select the desired printer and . . . click the OK button.
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For most courses in the VA LMS, the certificate remains available if you need to
return and print additional copies.
Once you are through printing the certificate, close the window.
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Click Home to return to the VA LMS homepage.
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The VA LMS can help you generate personal training reports through the
Reports link in the Main Menu. Click this link, to go to the Reports screen
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The Reports screen shows a list of available personal reports.
Depending on the report selected, various options are displayed.
For this demonstration, we’ll click the Learning History report link.
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This next screen allows users to customize and specify their desired report layout
options.
Ouir fictitious user, Mr. LMSUSER would like to title this report, Individual

Development Plan, so he types “IDP Planning” in the Report header field.
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For the Report Destination, we’ll leave the default option of browser selected, but

we’ll change the Report format to PDF for ease in printing this report.
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In the Completed Date From field, we’ll type: “September 30, 2006” ...
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...and we’ll set the ending date using the Completed Date To: field by typing
“09/30/2007".
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We'll set the Report type to Detail, and leave the default Include setting at Both.
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Next, we’'ll change the Print Comments option to Yes. And we'll, leave the Sort
Items option set to Sort by Completion Date.

When you are ready to run your own training reports, you will choose the criteria
you want by selecting the appropriate checkboxes or radio buttons and filling in
the desired data fields as we did here.

Remember that the On-Screen help tool is available. By clicking on this tool, you
can learn more about the different fields and options to help you determine the
correct selections for the report you desire.

Now that we have selected all the criteria for our report, we’ll click the Run

Report button.
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A Generating Report screen briefly appears.
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Next, the report appears with the name of the report in the top left-hand corner.
At this point, you could save this as a file or print the report. Depending on the
selected format, the report can be printed by clicking File, selecting Print, and
then clicking the Print or OK button.

Since we created this as a PDF, we will print the report in a PDF format. To do

that, we’'ll click the Printer icon in the PDF toolbar.
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To confirm you want to print the PDF, click the OK button.
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Once the report finishes printing, close the window.



Reports

- WL EA LA Lt vy e
i B e Peatn S el
O P L i MW

e L B i L T ol ey

-
b ]
@
o
3
=~
|
8
3.
3
o
A
b ]
°
o
&
-]

The VA LMS window still shows the Run User Reports Screen. To clear the
customized settings for this report and return to the default settings, click the
Reset button.
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To return to the Reports menu and select another report, select the Back to

Browse Reports link located just below the Reports title.
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To return to your VA LMS homepage, select the Personal link in the blue Main

Menu.
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Whether updating your profile, printing completion certificates or obtaining
reports for your own records or for sharing with others, The VA LMS provides you
with a variety of tools and resources to manage your personal VA LMS user

account and records.
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I’m going to quickly cover one or two additional key points. To do that, I'm going
to navigate back to the Learning Plan by clicking on the Learning link in the main

menu.
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The first thing I'd like you to do when you are presented with your learning plan is
to change the Required: option from “Next 90 Days” to “ALL".

With ALL selected, you can see everything on your learning plan and when it is
due. Looking at the columns in your learning plan: The Title column lists the
course titles for each item in your learning plan. As we mentioned when viewing
the Learning History, this column can be sorted alphabetically by clicking on the
column heading.

In the Type column, you may see several types of icons that represent the
different ways that courses are offered: An icon of a person’s head and
shoulders indicates an instructor-led class, an icon of a computer mouse
indicates an online course. If the person and the mouse appear together, this
indicates a blended training item, one that is both instructor-led and has online
sections. An icon of a typed page indicates training that is not instructor-led or

taken online; this training is called other.



The Required By column lets you know the date by which this training item must
be completed. This column can also be sorted, by clicking on the column
heading, you can sort by Required by date, bringing those due the soonest to the
top of the list.

The Status column indicates whether each training item is in progress, available,
pending approval, etc.

The Action column provides a button labeled with an action you can take on the
training items on your learning plan. These include Go to Content, Request
Schedule, Request Approval, and so on.

And finally, the Remove column displays a clickable trash can icon when you are
permitted to remove training items from your learning plan.

Now that you are familiar with the basic features and layout of the Learning Plan,

I'd like to show you a few important points specific to the VA Privacy Awareness
Training. To view the Item Details for the VA Privacy Awareness training, I'll click

on the title.
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When this item’s details are displayed, we are presented with some very
important information. Please be sure to review this information carefully.
In this first section, it tells us that “Those who do NOT have access to Protected
Health Information (PHI), should select from among the following options:

e General Employee Privacy Awareness (Web-based Course)

e Privacy: It's Everyone's Business (Video on CDN)

e Protecting Those Who've Protected Us (Video on CDN)

In these next two sections it presents Privacy training options for two additional
audiences based on their access to Protected Health Information. Be sure to
read these carefully to decide which Privacy training option you should select.

I’m going to scroll down just a bit. . . .
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In this section, we see that to view those Privacy training options we need to

click on the small triangle to the left of “Substitutes”.
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When we do that, the Substitutes section is expanded and we are presented
with the list of Privacy Awareness training options.

Now that you’'ve determined which option will suit your Privacy Awareness
training needs, click the corresponding Add to Learning Plan button in the Action
column. Doing so will add that training item to your learning plan.

Let's return to the Learning Plan. To do that, we’ll scroll up. . . .
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... and click on the Back link under Item Details.
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Generally speaking, once an item has been added to your Learning Plan, you
would click the Go to Content button in the Action column for that item to launch
that course.
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During this training session, we took a tour of the InsideLMS site, where we
learned how to locate a local VA LMS Administrator, we learned the location of
the VA LMS Help Desk information, and we found some good resources for end
users such as online training tutorials, reference guides, and more.

We learned about accessing the VA LMS, specifically logging in, changing
passwords, creating a security Q&A, and why we use strong passwords and how
to create them.

We also learned how to move through the VA LMS using the upper menu, main
menu, and sub-menus.

We learned how to manage our VA LMS Personal profiles by updating our
personal profile information with our supervisor and email information, viewing
learning histories, and printing completion certificates.

And we've even touched on viewing your VA LMS Learning Plan and discussed

some key points with regard to the VA Privacy Awareness training.
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VA LMS training and informational resources.



