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LMS INTRODUCTION

PREFACE: ABOUT THIS GUIDE

‘ INTENDED AUDIENCE

This guide is intended for all NIH staff using the HHS Learning Portal (LMS). By
default, everyone with an LMS account is a ‘Learner.” At NIH, everyone with an
NIH Enterprise Directory (NED) and an Active Directory accounts should also
have an LMS account. As a Learner, you can find and take training in the LMS
and use several professional development tools and resources the system has to
offer.

‘HOW TO GET HELP

If you encounter technical difficulties logging on to the LMS or performing any
tasks in this user guide, please submit a ticket to the HR Systems Support Help
Desk at: http://intrahr.od.nih.gov/helpdeskform.htm.

‘POP-UPS AND DOWNLOADS

Many functions in the LMS require pop-up windows. Make sure your browser
allows pop-ups from the LMS. For help with this, please contact the NIH IT
Service Desk at http://itservicedesk.nih.gov/.

‘SKILLSOFT COURSES

If you plan to take one of the many free online Skillsoft courses in the LMS, you
can test your computer for compatibility at this link-
http://browser.skillport.com/bh/default.asp. You will need to enter a valid email
address to run the checker and receive the results via email. Please provide the
report to your local IT support if any problems are noted.

VBROWSER INFORMATION

LMS works best with Internet Explorer but if you are using a Mac you should view
online courses with the Safari browser, not Firefox. There are currently many
online courses in the LMS that are not compatible with Firefox or Google
Chrome.
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LMS INFORMATION
Additional information and resources for the (LMS) can be found at:

NIH Training Center website: http://trainingcenter.nih.gov/Ims_courses.html or

HR Systems LMS Support website:
http://hr.od.nih.gov/hrsystems/benefits/Ims/Imssupport.htm

The LMS is among a list of HHS systems that are accessed via the Access
Management System (AMS). The log on screen can be found at
https://iam.hhs.gov/opensso/SimpleLogin.jsp
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LMS FUNDAMENTALS

HHS Learning Portal(LMS): The terms HHS Learning Portal and LMS are used
interchangeably and refer to the same system. The Learning Management
System (LMS) is a Department-wide system for managing, accessing, and
tracking training. As a Department-wide system, the overall LMS is managed at
the HHS level — hence the name HHS Learning Portal. Following are concepts
and terms that should be understood before beginning to perform tasks in the
LMS.

LEARNER PROFILE

The Learner Profile contains information about the learner, such as employee
status, start date, name, and organization. The profile does not contain
personally identifiable information such as the employee’s social security number
or date of birth.

The Learner Profile receives data from the following sources on a nightly basis:
e NIH Enterprise Directory (NED)
e Capital HR
e Commissioned Corps Personnel Database

Anyone given an NIH Enterprise Directory (NED) and an Active Directory
account will automatically be given an LMS account. The information in the
Learner Profile comes from one or more of the Human Resources system
interfaces listed above.

The Learner Profile fields you should be most concerned with are:

E-mail: Accurate email addresses in the LMS will ensure learners receive
system generated notifications. The email in your LMS profile is populated by a
data feed from NED. If it is incorrect, please check your NED profile and update it
as needed. The update will come to the LMS through the data feed by the
following day.

Manager: Having the correct manager / supervisor listed will allow supervisors
to view their direct reports and access training and development information. The
manager field for Federal employees in the LMS is populated by the Manager
field in NED. The manager field for non-Federal employees is updated by the
Project Officer field in NED.

Organization: People are grouped in the LMS according to Organization/SAC
Code. (See Appendix A.) This code is used to build audience types (which
restrict access to courses), narrow the scope of reports, etc. This code must be
correct or learners will neither show up in reports correctly nor have access to the
correct training opportunities. If this is incorrect, please check your NED profile
and notify your Administrative Officer (AO).
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DOMAINS

Domains (a.k.a. Security Domains) in the LMS are used to segment users into
hierarchical groups of people who should all have the same basic security
permissions.

NIH has its own domain to ensure that all NIH employees and contractors have
access to NIH-specific training resources. Having an NIH domain also prevents
users in other domains (other agencies within HHS) from viewing and accessing
NIH-specific training resources.

SECURITY ROLES

Every user in the LMS has the security role of Learner. If you are designated as
the Manager in someone’s Learner Profile, you will automatically have the role of
Manager/Supervisor as well.

NIH staff who have attended LMS administrator training may have various
administrator roles in the system. For a list of people in your IC who have active
administrator privileges in the LMS, please go to:

http://hr.od.nih.gov/hrsystems/benefits/Ims/documents/ListofICLMSAdministrator
S.pdf
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LMS TERMS AND DEFINITIONS

Audience Types - Audience Types are used to group learners in the system.
Similarly, Audience Sub-Types allow for the further grouping of learners
within an Audience Type. These groups can then be used to control
access to learning offerings in the LMS.

Certification — A predefined set of courses that have been grouped together,
with a deadline for completion. Credentials earned by completing the
certification may expire on a predetermined date.

Competency — A competency is a skill, knowledge, or behavior that can be
measured, calculated, acquired, specified, or tested. Examples of
competencies include “Java Programming”, “Written Communications”,
“Product Knowledge”, and “People Skills”. Assigned competencies are
“required,” and assessed competencies are “held.”

Completed Learning — This is an area in the LMS that contains the courses that
have been completed (see also Transcript).

Course — A course is organized training with planned objectives for learners to
complete. Courses may be offered using a variety of delivery types and
may have multiple offerings.

Current Learning — This is an area in the LMS that contains enrollments for
offerings, certifications, and curricula that are currently being worked on.

Curriculum — A predefined set of courses that have been grouped together. A
learner must complete all courses to complete the curriculum.

Delivery Type — A delivery type is the method through which the course content
will be presented to learners. Some examples of delivery types are:
Online Training, Traditional Classroom, Books, Video, and Webcast.

Descriptors — Behavioral descriptors are descriptions associated with
competency proficiency levels. They are intended to help establish an
anchor that raters and reviewers can use when assessing the proficiency
level of a learner.

Enrollment — An offering that a learner is registered for, but has not yet
completed.

Facility — A facility is the actual building at a specific location. An example would
be Building 31, which is part of the NIH Main Campus location.

Job Families — A job family is a collection of related jobs.

Job Roles — Roles identify specific skills required to perform a job function.
Roles can be shared across multiple jobs. Role definitions may include:
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e Competencies — competencies required to perform the function
(including criticality of the competency and minimum required
proficiency)

e Certifications — certifications required to perform the function.
e Curricula — curricula required to perform the function.
e Attachments — additional information about the job function.

Job — A job is a collection of roles. It inherits the certifications, competencies,
and curricula of the associated roles. Job definitions may include:

e Roles — define the functional responsibilities for the job.

e Next career steps — other jobs that represent likely promotion paths
for people who hold the job.

e Attachments — additional information about the job functions.

NOTE: In the LMS, jobs are listed according to the OPM job series
number.

Learning Catalog — The Learning Catalog is a list of all the learning items in the
LMS, such as courses, offerings, certifications, curricula, and packages
(groups of courses). To view the learning items of your interest and to
register for an item, access the Learning Catalog.

Learning Plan — Learning plans allow learners to keep track of learning offerings
they need to take and other tasks they need to perform as part of their
general development. Every learner has a single learning plan. Learners
can set or view the progress of each item in their learning plan. In addition,
users with certain privileges (like managers) can also view progress on the
learning plan items.

Location — A location is either a geographic location, such as Bethesda, or the
name that serves as an identifier, such as NIH Main Campus.

Multi-Rater Assessment (MRA) — A multi-rater assessment (MRA) is a method
by which a learner’s competencies are assessed by supervisors, peers,
subordinates, and customers.

Offering — An offering is the specific date and time a course will be presented to
learners. In most cases, offerings are limited to specific dates, times,
locations, facilities, and rooms. The exception would be self-paced
courses, such as online training, where the offering is available to the
learner at any time. Offerings are often referred to as classes.

Order — An order is created when a learner, manager, administrator, or registrar
assigns an offering to self or to other learners.

Portlet — An area, delimited by a border, within the LMS main screen (a.k.a.,
dashboard) that provides quick access to specific areas of the system,
such as a learner's current enrollments, the catalog search, or
communities.
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Proficiency Level — Proficiency levels represent the scale on which a
competency is measured. Examples of the proficiency levels used at NIH
include “Fundamental Awareness”, “Novice”, “Intermediate”, “Advanced”,
and “Expert.”

Ratee — The employee whose competencies are being rated.

Rater — An individual who is completing a competency assessment of someone
else.

Registration — A registration is created when a learner signs up for an offering.

Room — A room is a designated space, such as a conference room, classroom,
or auditorium, found within a specific facility. An example would be
Conference Room A in Building 31.

Survey — A survey is a questionnaire that a respondent uses to evaluate a
service or provide general feedback.

Transcript — a record or history of training taken by a learner
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OVERVIEW OF THE LMS USER INTERFACE

THE LOGIN PAGE

The HHS Learning portal is accessed thru the Access Management System
(AMS). To log in to the AMS, visit: https://ams.hhs.gov.

NIH users can log in to the AMS using only two of the three login options
available in AMS: HHS PIV Card or OPDIV Network Credentials (see below)

Improving the health, safety and well-being of America

AMS

IDENTITY & ACCESS MANAGEMENT

AT HEALTH & HUMAN SERVICES

Login Methods to AMS

Access Manag

Simplifiis

HSPD-12 Access Cards ?

Insert your HSPD-12
Access Card in your
smart card reader before
you try to login.

Login

Network Credentials ?

Applies to: ACF, ACL, AHRQ, CDC/ATSDR, CMS,
HRSA, IHS, NIH, OIG, 05, PSC, SAMHSA

Select OpDiv: Selectone.. -

Network Password:

AMS Credentials ?

]
]

AMS Username:

AMS Password:

Login

Eirst-time AMS User?

Login

Forgot AMS Username?
Forgot AMS Password?

Need Help? | Self-Help Web Portal | HHS Privacy Policy

VSTEP-BY-STEP (LOGGING INTO AMS USING A PIV CARD OR NIH
CREDENTIALS TO ACCESS THE LEARNING PORTAL)

1. To login to AMS using your HHS issued PIV card, insert your PIV card and
click the ‘Login’ button under the PIV image on the AMS login page.

2. To login using your NIH Network Credentials, go to the OPDIV Network

Credentials, then select NIH from the “Select OPDIV” drop down list. Click the

link and you will be redirected to authenticate with the NIH Login System.
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Select OpDiv: MNIH -

NIH Login

You'll be redirected to NIH Login to enter your
username and password. You'll be automatically
returned to AMS after you authenticate
successfully.
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Upon successful login into the AMS, you will see the AMS welcome page and a
list of your linked applications (Systems).

You should see a hyperlink for the HHS Learning Portal (LMS). Click on the
hyperlink to access the system. If you do not see HHS Learning Portal link listed,

please contact the HR Systems Support Help desk by submitting a helpdesk
ticket at: http://intrahr.od.nih.gov/helpdeskform.htm.

Home Link/Delink Applications My AMS Profile User Management

Welcome,

Select from the list of links below to access your applications. Customize your list by linking or delinking available applications.

Restricted Access, HHS Network ~| 1) Announcements

Business Intelligence Information Systems (BIIS) Having an issue using your PIV
EHRP User card? Click here to verify your
Electronic Official Personnel Folder {eOPF )4 TLS settings.

HHS Identity Portal {Service to retrieve previously issued encryption keys) &

AMS v5.0 has been successfully

deployed. To learn more about
the new features click What's
HHS new?.
Learning ~~l Open Access, Internet
Portal link " —
HHS Learning Portal
myPay |

WCD Applications
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THE MENU BAR

Once you log in, you will see the blue menu bar at the top of every page within
the LMS. At the far right, you will always see a Welcome message with your
name.

The menu bar provides access to a Calendar, your LMS Preferences, Help
documentation, and a Log Out option. The major functionality of each option is
listed below.

The menu
bar

& HHS Learning Portal

g The Joy of Learning Enabled Through Access! | Proxy | Proxy Seftings | Preferences | calendar | Log out

. NIH Learner

Calendar: This option will open a calendar that displays any scheduled (e.g.,
classroom) classes that you are registered for through the LMS. The Calendar
includes a Month, Week, and Day view. There is also a Create Appointment
link that allows you to enter other events on your personal LMS calendar.

STEP-BY-STEP (ACCESS THE LMS CALENDAR)
NOTE: This calendar does NOT update your Microsoft Outlook calendar.

The Calendar can be viewed by Month, Week, or Day. You can view offerings
you are signed up to take as well as create new appointments

1. Loginto the LMS.

2. Click on Calendar on the top menu bar. Please note the tabs for Month,
Week, and Day.

NOTE: Make sure your web browser does not block pop-up windows.
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3. Click Create Appointment. Month, Week,

/ bay
"_'é https://test.learning.hhs.gov/?masterCalendar=true - HHW)UM—/WHdM]ntEmEt_ | == Py |
My Calendar: Ma I
Create
1
Create Appointment
4 May 28, 2014 [ Goto Date B oo
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
NIH Moti..
4 5 6 T 8 9 10
1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 3
Close N
J Trusted sites | Protected Mode: Off dh o ®100% -

4. To create an appointment for your calendar, fill in the required fields and
click Save.
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& httpsy/testlearning.hhs.gov/?fromCalendar=true&popup=true&ownerld=Acallback=callbackl... = =
Create Appointment
*=required
Subjectt
Start Date* @'I
End Date* @'I
Start Time (format must ol =
be HH:MIy* am. .= p.m.
End Time (format must be e~ o
HH:y am..=e.m
TimeZone* -Select One- E
Notes 0
On Conflict* " 1gnore
' Fail
Save Close
J/ Trusted sites | Protected Mode: Off fa v M100% -

/ Save

IMPORTANT: All fields in red with an asterisk (*) require data in order to save

changes.

Preferences: This option allows you to change the look and functionality of your
dashboard screen (Preferences tab). You will also see a tab for Proxy Settings,
a feature particularly useful for managers/supervisors or administrators.

|STEP-BY-STEP (CHANGE YOUR HOME DASHBOARD

|CONHG

URATION)

The Preferences area allows you to change the look and functionality of your
Home Dashboard or change your password.

1. Click on Preferences on the top menu bar.

2. Click on the Preferences tab.
3. Do not change settings in the Website Preferences area.
4

Under the Catalog Search Preferences, you can select default search
options for the course catalog search feature.

IMPORTANT: If you set Catalog Search Preferences, remember that it
could affect your search results later.
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Preferences

Catalog Search
Preferences

Table Row

Display
Preferences

Default home —7

page

& https://testlearning.hhs.gov/TisProxySettings=false - HHS Learning Portal - Windows Int... l =NACN X
My Account: Preferences
* = required
Ete Preferences
L A—Tocale* English
— |Z|
Notification Method E-mail [~
Catalog Search Preferences
LA—~tTGcalion I_E’I'
Language English |Z|
Delivery Type -Select One- |z|
Table Row Display Preferences
b ct the number of table rows to display per page
Main Screens -Select One-[=|  DefaultValue=25
Popup Screens -Select One—El Default Value= 25
/\D(e;ult home page
» efault role Home El
Save Save and Close Cancel
J Trusted sites | Protected Mode: Off g v ®100% -

Learner

Table Row Display Preferences are not currently being used at NIH. You
should not alter the default settings without valid reason.

Click Save to save the changes you have made. Click Save and Close to

save your changes and close the window.

Help: This option provides information on how to use the LMS and provides a
high-level discussion of the business processes and individual tasks that can be
performed in the system.

STEP-BY-STEP (ACCESS ONLINE HELP)

1.

Log in to the LMS.

NOTE: For instruction about logging in, see the STEP-BY-STEP (LOG-IN TO

THE HHS LEARNING PORTAL)

2. From the top of any page within the LMS, click Help on the top menu bar.
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NOTE: Make sure your web browser does not block pop-up windows.

1 _/é: @® Department of Health & Human Services Learning Portal | About | Contact | Help
=~
!

Help

3. Use the How Can We Help You Today to search for a specific help topic.

The Explore Self-Help Topics provides help grouped by topic area. This
makes accessing the information quick and easy, should you need to make
use of the Help section again.

(& SCR7ZHome - Saba Information Center - Windows Internet Explorer = 8 £

[ ] nttp:/rumw.sabacloud.com/support/index.php/SCRI252AHomebuildNumber=7.2.0.0 |

S s“a‘ba'cloud H 6(49/ Center

Welcome to the Saba Cloud and Saba Enterprise Release 7.2 Information Center!

EXPLORE SELF-HELP TOPICS

a BEFORE YOU BEGIN

v New features in the release

» Supported browsers

= ® ME @ MYTEAM ® | LEARNING

1] Error on page.

Learn how to do the most basic
tasks, including completing your
profile, creating, finding, and joining
communities, exploring and
contributing resources, and

managing you learning, plans, goals,

reviews, and competencies.
See more

Learn how to manage and track the
performance of your team.
See more

@ Internet | Protected Mode: On

Learn how to manage learning
activities in your site by creating
courses and content, assigning
instructors, creating registrations,
certifications, and blended programs,
compiling a learning catalog or
building and managing resources.
See more

‘a v ®100%

Log Out: This link logs you out of the system and takes you back to the login

page.
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\g HHS Learning Portal

7 The Joy of Learning Enabled Through Access! | Proxy | Proxy Settings | Preferences | Calendar | Log Out

. NIH Learner

Log
Out

THE INBOX

Once you log in, you will see a blue menu bar at the top of every page within the
LMS. On the menu bar, there is a red box with an icon that looks like an
envelope. This is the Inbox.

HHS Learning Portal

g/ The Joy of Learning Enabled Through Access! | Proxy | Proxy Seftings | Preferences | calendar | Log out

. NIH Learner

Inbox

The Inbox icon in the top bar of the application displays a number that indicates
the total number of items pending approval and messages to be read. The
application calculates the number of pending items or message unread for all
menus under Inbox on initial user login and then sums them up to display the
result on the Inbox icon as the overall total.

Similarly, each menu under the Inbox also displays a number to indicate the
corresponding items to approve or messages to be read.

You will only find items in your Evaluations or Surveys area if they have been
assigned to you. Evaluations could be attached to courses by administrators, and
surveys may be assigned to specific learners or groups.

STEP-BY-STEP (VIEWING YOUR MESSAGES)
1. From the LMS Home page, click on the Inbox icon.
2. The Message Center on the left menu is the default.
3. Click Search.
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Message

Center
Message Center

Approve Assessments (0)
Approve Plans (0)
Approve Proxy (0)
Approve Raters - Skills (0)
Evaluations (1)

Surveys (0)

Tasks (0)

Learner Home

Subject
Sent On ==

Mail From

Message Body

‘@fl SentOn <=

Configure | Save Search Query

Mail

= Search

7

r'q

Search

4. All of the emalil notifications that were sent to you are listed. You can either
Export them, or narrow the search criteria using the Subject, Message
Body, Sent On >=, Sent On<=, or Mail From fields to find specific emails.

Subject
Sent On ==

Mail From

Mail

[[1 'Subject

ACTION REQUIRED:
A course
registration for NIH
[[] Learneris pending
approval by
Manager or
Alternate Manager

ACTION
REQUIRED: A
course registration
[[] for NIH Learneris
pending approval
by Manager or
Alternate Manager

Message Center

Message Body

‘@T SentOn ==

Configure | Save Search Query

Showing 11 out of 11 results

Sent On Mail From

11/04/2014  training1@od.nih.gov

10/28/2014  training1@od.nih.gov

=

Print | Export | Modify Table

Read Received On Action

False 11/04/2014 Delete

True  10/28/2014 Delete

Export

STEP-BY-STEP (COMPLETE AN EVALUATION)
5. From the LMS Home page, click on the Inbox icon.

6. Select Evaluations from the left menu.
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Message Center

Approve Assessments (0)
Subject Message Body
Approve Plans (0) ) )
o Sent On == B senton<= =]
Evaluations Approve Proxy (0)
X X Mail From
\ Approve Raters - Skills (0)
*E'v'aluati-:lns (1) Configure | Save Search Query
Search

Surveys (0)

Tasks (0) Mail

Learner Home

7. If an evaluation was attached to a course you took, it will be listed in the
default Current tab. Launch the evaluation and complete it as directed.

8. Evaluations you have finished will be listed under the Completed tab.

STEP-BY-STEP (COMPLETE A SURVEY)
1. From the LMS Home page, click on the Inbox icon.
2. Select Surveys from the left menu.

3. If a survey has been assigned to you, a number for it will be listed in the left
hand menu.

Message Center

Approve Assessments (0)
Subject Message Body

Approve Plans (0)
Sent On >= h;_@' Sent On <= gg’

Approve Proxy (0) - -
Mail From

Approve Raters - Skills (0)

Surveys Evaluations (1) Configure | Save Search Query
N Search

Surveys (1)

Tasks (0) Mail

Learner Home

4. You have the option to Accept the survey, Accept but Anonymously or
Decline the Survey.

5. Click Accept and you will have the option to Launch the Survey.
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Surveys

Message Center (9)

rove Assessments (0 :
2P ik Complete any surveys that have been assigned to you.

Approve Plans (0)

Approve Praxy (0) (W18 Completed

Approve Raters - Skills (0) Survey
Evaluations (1) Current Surveys Print | Export | Modify Table Options
Showing 1 out of 1 resulis
Surveys (1)
Tasks (0) Name Closes On Created By Survey Status Actions
Learner Home Accept
NIH Accessible Werd Thomas Accept
Documents Survey HOLSCHER In Progress [Ananymaously)

Decline

6. Click Launch.

Surveys

Message Center (9)

Approve Assessments (0 .
SEL @ Complete any surveys that have been assigned to you.

Approve Plans (0)

Approve Proxy (0) Current el

Approve Raters - Skills (0)

; o i Launch
Evaluations (1) Current Surveys Print | Export | Modify Table
Showing 1 out of 1 results
Surveys (0) /
Tasks (0) Name Closes On Created By Survey Status Aclion:/
Leamner Home NIH Accessible Word Documents Thomas
Survey HOLSCHER In Progress Launch

7. Note: Be sure you follow the instructions of the survey and complete all the
guestions.

@ nhttps://staging.learning.hhs.gov/Tsubscriptionld = ctnsr00000000004474 7 &icontextid =ctct«0000000068 - Windows Intemet Explorer o

Reference ‘ EMail | Hel | Print

saba () Reference | Email | Help | print
® |

Table of Contents

Accessible Word Accessible Word Documents

Documents
Accessible Word
Documents Contents
Section 1
Section 2
=

Content made available by Saba Software Inc.

YOUR PROFILE
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Under the Profile icon in the menu bar at the top of all LMS pages, learners can
see what their personal details, manager, direct reports, and also what roles are
assigned.

2 HHS Learning Portal

Profile

From the My Profile page, learners can access:

e Snapshot — The information in this section is almost all coming from
automated data feeds from Capital HR and/or the NIH Enterprise Directory
(NED). If any of your information you see here is incorrect, you must contact
your AO and have it corrected in the source system.

My Profile: NIH Learner =

= Snapshot

HIl Learmer, JR Edit Profil Snapshot &

Alias MIHLEARNER

ot Type

Altamate Maragers

Pargon 10, 00185395

Perseeal Objective Additional Organizations

M ilema founa

Official Contact Infarmation

 Phone. 301-408-6211

e Current Job Information — This section has information about your current
position and job roles.
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~ Current Job Information

Job Information
Job Type:
Organization: HNAME

Local Learning Registrar. Mo

Manager: NIH Manager
Alternate Managers:

Primary Function
Accomplishments

Job Aftachments

Annual Base Compensation:

Current Level:

Required Roles

Name

MIH Information Technology

Business Card Title: JOB TITLE
Job Respensidilities:

Mentors

Location

Direct Reports:

Alternate Team Members:
Secondary Function

Additional Responsibilities:
Instant Message ID: Edit

Target Total Annual Compensation

Job Family

Assigned By

NIH PeopleAdmin

Actions

Mark Optional

Competencies — This section has information about your current skills. This

includes the top Strengths and Developmental Needs.

v Competencies

Strengths (Top three)

Competency Name

Interpersonal Skills (HHS)

Conflict Management (HHS)

Flexibility (HHS)

Developmental Needs (Top Three)
Competency Name

MIH Change Management

MIH Change Leadership

MIH Information Technolegy Policy and Planning

Source Source Name Required Proficiency
Self NIH Learner 3
Self NIH Leamer 3

NIH Supenisor 3
Source Source Name Required Proficiency
Self NIH Learner 4
Self NIH Learner 4
Self NIH Learner 3

Go to All Held Competencies

Held Proficiency

Go to All Development Needs

Held Proficiency

Licenses and Certifications — This section has information about your

current internal and external licenses and certifications.

v Licenses and Certifications

Internal Licenses and Certifications

Name

NIH Online Orientation Certification

MNIH MIA Alternative Dispute Resolution Certification

Acquired On Expires On
In Progress NIA
03/02/2012 N/A

e Languages — This section has information about what language skills you
have. You can add, modify, or delete your language information.
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v Languages

Add Language
Showing 1 out of 1 results
Language Speaking Level Reading Level Writing Level Notes Actions
English High High High rd x

NIH Learner last updated this section on Oct 21, 2009.

STEP-BY-STEP (VERIFYING YOUR USER PROFILE)

1.

2.

From the LMS home page, click on the Profile icon on the menu bar.

My Profile: NIH Learner =

= Snapshol

Aa5: NIHLEARMER

You can add your picture by clicking on the Profile Picture pencil icon,
modify items in your profile by clicking on the Edit Profile Snapshot link, or
add/edit your personal objective by clicking on the Personal Objective pencil
icon.

Scrolling down to the bottom of the page will show an expanded view of your
Current Job Information, Competencies, Licenses and Certifications, and
Languages. You can click Expand All before scrolling down to expand all of
the subcategories.

STEP-BY-STEP (UPDATING YOUR CONTACT INFORMATION)

1.
2. Click Edit Profile Snapshot.

3.

4. Click enter the correct information in the appropriate field

From the LMS home page, click on the Profile icon on the menu bar.

You can update your Work Phone, Time zone, and Email information.
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5. Click Save.

Title

Suffix

Home Phaone
Address 1
Address 2
Address 3

City
State/Province
Zip/Postal Code

Country/Region

Business Card Title

Profile Snapshot Self-Service for NIH Learner.

JR

EPS

6120 Executive Blvd
Suite 350

Rockyille

MD

20852

us

JOBTITLE
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Fax 301-8958-1212
Location
Timezone* (GMT-05:00) Eastern Time (US & Canada)
Email Add Email
Email Delete
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Save Back
Save
button
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HOME PAGE MAIN LEFT HAND MENU

On the left side of the screen you will see six links: Home, Learning,
Communities, Contributions, Plans, Competencies, and Reports. These all
lead to various areas of functionality in the LMS that will be discussed in more
detail later in this user guide. The Home tab will always return you to the Home
Dashboard view.

B HHS Learning Portal

& The Joy of Learning Enabled Through Access!

Learning
Communities
Contributions
Flans

Competencies

Reports

HOME PAGE PORTLETS

The LMS home page has a variety of portlets. A portlet provides quick access to
specific areas of the system, such as a learner's current enroliments, the catalog
search, or communities. Functional areas accessed through the portlets can also
be accessed through the tabs and menus if you prefer.

In the NIH Announcements portlet, you will find special notices, updates, and/or
quick links to courses just for NIH staff.

To change the appearance of your home dashboard screen, click Configure
This Page at the top right of the portlets area.
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This Page
Portlets

HHS Learning Portal

The Joy of Learning Enabled Through Access!

Proxy | Proxy Settings | Preferences | Calindar |Log Out

. NIH Learner

Configure This Page
Welcome
‘We are very excited to welcome you to the new 7.2 version of the iHS Learning
Portal!
Please take a quick look at this video that shows how the LMS sygtem can be used to

help you attain your training goals.

The LMS— Here for YOU!
Learning
Communilies
Contributions
Plans

Competencies

Reports

Announcements for NIH Staf Catalog Search

The NIH Training Center CAN requirement: Enter the course title, course ID, or offering ID in the search field. The

Prior to making approval, the CAN must be entered on all NIHTC training orders. LMS will search on each word or numeric ID separately. For example, if
AAOS must take the training and have the LMS Local Learning Registrar role to be Word 2010 is entered as the search criteria, all offerings with either
able to do this. Repeat instances of approving orders with an incarrect CAN or Word OR 2010 in the title, description, abstract, or keywords will be
omission will result in revocation of AAQ approval privileges. returned. Use the Advanced Search to narrow your search criteria, or

You can select/deselect which portlets show up on your dashboard.

& https:/ftestlearning.hhs.gov/?portal_name= HHSDE_'fauItF‘c:rtelI_Leamen‘_?-'.ir.:l="3;Lc,a|llback=c.:llll‘.mckl...I = | = % )
Personalize Home
Portlets Print | Export Select or
||_—de-select
Portlets
Name Active
Catalog Search
Getting Started
HHS Navigation Links
In-Progress Learning Activities
NIH Announcements
NIH Quicklinks
NIH Video Announcements
Restore Defaults Close Save & Close
Done /" Trusted sites | Protected Mode: Off 43 v Hlon -
. J

IMPORTANT: Be sure to keep the NIH Announcements portlet checked so
you do not miss important information for NIH learners.
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You may also change the order of your portlets by clicking the blue header bar,
dragging, and dropping them into a new position.

THE CATALOG SEARCH

The Catalog Search on the LMS home page allows you to search for training
items in the LMS. Learning items may be found through Simple Search or
Advanced Search. Also included is a Browse: Catalog link that has the catalog
grouped by categories.

STEP-BY-STEP (USING THE CATALOG SEARCH)

1. Upon successful login into the LMS, locate the Catalog Search in your home
dashboard.
2. The Catalog Search provides different options that allows for the searching of
courses.
3. Entering criteria in the Search field and clicking Search is called the simple
search function in the LMS.
4. There are also other options available called Advanced Search and Browse:
Category.
Catalog Search
Enter the course title, course ID, or offering ID in the search field. The LMS
will search on each word or numeric ID separately. For example, if Word
2010 is entered as the search criteria, all offerings with either Word OR
2010 in the title, description, abstract, or keywords will be returned. Use the
Advanced Search to narrow your search criteria, or check the Exact Match
. if you know the exact title of the course.
Simple ’
Search
field —T~sgarh In
Learning Catalog -
Search
Location Starting / Button
Any Location In Next Six Months -
/ Advanced
Show exact matches only Search Search
" link
Advanced Search
Browse: Category
AN Browse by
Category
link

5. You can use simple search by entering your criteria in the Search field,
specifying where you want to look using the Location and Starting drop-

down fields, and clicking Search.
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|STEP-BY-STEP (REGISTER FOR TRAINING USING THE SIMPLE
|SEARCH)

Simple search will allow you to enter part of a title to search courses, offerings,
certifications, and curricula in the LMS.

1. Onthe LMS home page, in the Catalog Search enter the search criteria you
are looking for in the Search field.

2. Click Search.

Catalog Search

Enter the course title, course ID, or offering ID in the search field. The LMS
will search on each word or numeric ID separately. For example, if Word
2010 is entered as the search criteria, all offerings with either Word OR
2010 in the title, description, abstract, or keywords will be returned. Use the
Advanced Search to narrow your search criteria, or check the Exact Match
if you know the exact title of the course.

Simple
Search |
. earch In
field | el .
Learning Catalog -
Search
Location Starting v Button

Any Location - In MNext Six Months - /

[C] Show exact matches only Search

Advanced Search

Browse: Category

3. Alist of courses, offerings, certifications, or curricula matching your search
criteria is returned. Click the Title to view more details.

4. The search results will return any results based upon a match of keywords, or
matches on the words that were entered in the search.

5. The results can be further refined or expanding by using the filters that are
available on the right.

6. Courses can be hidden by checking the Hide courses checkbox.
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Search Catalog

Show

Refine/Expand
r search

gimplﬁ results
earc
field
Hide Courses
r checkbox
Search
results <

7. On the course details screen, you will have the option to Launch Content,
Register, add the specific course to your plan (by clicking the Add to Plan
link), or request a special type of offering for the course (by clicking on the
Request Learning link).

STEP-BY-STEP (REGISTER FOR TRAINING USING BROWSE BY
CATEGORY)

A NIH LMS catalog category was created specifically for NIH and includes
several sub-categories. Training administrators should be using these categories
to make courses easier for you to find.

Browse catalog allows you to search for trainings by moving from one category of
offerings to another, or by moving within a category by going from a higher level
to more detailed levels of offerings. Browsing the catalog is a way to search for
offerings by group.

The top level categories are shown on the first page, and by clicking the links you
can view deeper levels of groups or individual offerings in each group. Offerings
appear as titles in a list and may display additional details depending on how
your catalog administrator has configured the application.

The catalog can be searched depending on how your system has been
configured by your administrator, which search method you wish to use, and
which type of items you wish to find.

1. From the LMS Home page, locate the Catalog Search.
2. Click on Browse: Category.
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Catalog Search

Enter the course title, course ID, or offering ID in the search field. The LMS
will search on each word or numeric ID separately. For example, if Word
2010 is entered as the search criteria, all offerings with either Word OR
2010 in the title, description, abstract, or keywords will be returned. Use the
Advanced Search to narrow your search criteria, or check the Exact Match
if you know the exact title of the course.

Search In

Learning Catalog -
Location Starting
Any Location - In MNext Six Months -

[C] Show exact matches only Search

Advanced Search

Browse: Category

Browse:
\

3. Note the category 1 - NIH Courses with several sub-categories.

Browse the Catalog

01 - NIH Courses 1 -HHS Mandatory /

- CIT Training - Aliernate Dispute Resolution
- Client Services Division (CSD) - HHS Initial Ethics Orientation
- HHS Records Managemen
- Information Secur

stems Security
eness Training
Learning I er rAct
- 0D - Office of the Direcior
Communities - Office of Human Resources OHR
- Office of Research Services (ORS)
Contributions - Other
Plans

Accreditation
Competencies

» Joint Commission of Healthcare Org (JCAHO)
- Medical (AMAY

- Nursing (
- Oral Heal
- Pharmac
- Social Work

Reports

Acquisition Administrative Systems

. Charge Card
- Project Officer

Career Lifecycle EEO & Diversity

- Career Development
- Retirement

HHS
—  Mandatory

4. Click any category to see a list of offerings available to you. Click the title of
an offering to view more details.

5. Click Register to register for the offering or Launch Content if the course
requires no registration
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Dt

Learning Offerings
Showing 4 cut of 4 rasuts

Tithe

Browse the Catalog

HIH Courses~ Mandatory Training
ryrTyoe  All - Tite

Configure | $ave Search Guery

Version Delivary Type StotDate End Dote Session Location Facility Longuoge Defaul Credits Price fcti

s Trsiey 9 English e s
Snkne Training Engh Led
e Traini e

Register

v

6. On the Registration Confirmation screen, pay careful attention to any tuition
fees, notes, and important information regarding the course. For instance, you
may see a screen which informs you that a manager’s approval will be
required before successfully registering for a course.

Learning
Communities
Contributions
Plans
Competencies

Reports

Registration Confirmation

Thank you, your request has been processed. Please check your email or In-Progress Learning for training status updates

Printer Friendly Version

NIH Leamer
HNAME
Confirmed
02023869
Order Items
Title Learners Delivery Type Status Actions Price Launch Content
NIH Fleet
Drivers™ NIH 0.00
Overview and Leamer Online Training Confirmed Notes UsD Launch Content
Training

Order Total 0
Discount 0
Total 0

Go to Current Learning

STEP-BY-STEP (REGISTER FOR TRAINING USING ADVANCED

SEARCH)

Use the Advanced Search option if you are having trouble finding what you are
looking for. Be careful not to enter too much specific criteria, which will make
your search too narrow.

1. From the LMS Home page, locate the Catalog Search.
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2. Click Advanced Search.

Catalog Search

Enter the course title, course 1D, or offering ID in the search field. The LMS
will search on each word or numeric ID separately. For example, if Word
2010 is entered as the search criteria, all offerings with either Word OR
2010 in the title, description, abstract, or keywords will be returned. Use the
Advanced Search to narrow your search criteria, or check the Exact Match
if you know the exact title of the course.

Search In

Learning Catalog -

Location Starting
Any Location ~ In Next Six Months -

Show exact matches only Search

Advanced Search
Advanced

Browse: Category Search

3. Notice that you have many more options by which to search for training,
including separate search links for Courses, Certifications, Curricula,
Packages, Files, Centra Recordings, Websites, Experts, Communities,
Wikis, Discussions and Q&A.

IMPORTANT: Use the criteria carefully and remember that you will only see
training items that match ALL the search parameters you specify. If you are
unsure about a data element, it is best to leave that parameter field blank.

4. Enter your search criteria in the Search field. With the Advanced Search
function, it is easiest just to enter the first two or three words of the course
title.

5. Click Search Learning Catalog.

6. If the search does not return what you are looking for, you have the option to
enter a Learning Request by clicking Request Learning.
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Find Knowledge Resources - Advanced Search
Search
You may use a percent sign % as a wildcard character Opt|0n
. links under
Courpes Files Communities Advanced
. Search
Certifications Centra Recordings Wikis
Currula Websites Discussions
Learning
Communities Title Location |E|.
Contributions Keyword \_EI' Delivery Type  All - Search
Learnin
Plans Start Date == 06/10/2014 @ Language English - 9
. Catalog
Competencies End Date <= ‘@il Category &
Reports Facility \_E[ Competency IEII
Currency US Dollars + D
Field of Study I Request
Learning
Configure | Save Search Query
Search Learning Catalog
Courses /
Request Learning

STEP-BY-STEP (VIEW SEATS AVAILABLE FOR AN OFFERING)

It is possible to view the seats available in an offering before you try to register
for it. The following steps will work from any list of offerings returned in an
advanced search.

1. After completing an Advanced Search, from the result list, click Modify Table.

Page | 37



Learner

Find Knowledge Resources - Advanced Search

Tithe e Super Lotcation &
Kiyword & Deivery Tipe AN

SanDater= (51072014 ff Language  Engish

EnaDate = B cowgwy ]
Facilty & compatency ]
cumency US Dollars « (]

Fiedd o Stady &

Configure | Save Search Query
Search Leaming Catalog

Title Course ID  Offering ID Version Delivery Type Start Dme End Dme Location Facility Default Credits Price Add

Registe

MY ONHTCES1T D006T192 PR3 mstucocled  TUTIRONE 130N Tomnng

MHTCOSTT 0008T2HS  FY13 wistoctorled NS0T 0MNTRONE Training

Courses Cabandar View | Print | Export | Modéy Table
Showing 4 oul of 4 tesulls \

The Modify Table Display pop-up window appears.

N
Modify

Table

Click on the check boxes in the Show column by Current Enrollment and

Maximum Enrollment.
4. Click Save at the bottom of the screen.
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Current
Enrollment ™

Maximum -
Enrollment

Table Display

Table Columns

Show Order Column Name

1 Title
2 Course ID
3 Offering ID
4 Version
i Delivery Type
6 Start Date
7 End Date
8 Location
9 Facility
10 Default Credits
" Current Enroliment
[ 12 Owner
] 13 Test
= 14 Language
15 Maximum Enrollment

18 Quantity

19 Session

E 16 Maximum Waitlist
/ Minimum Enrollment Required

Default Sort Column
@ Title

© Course ID

© Offering ID

7 Version

+] Delivery Type

O StartDate

© EndDate

© Location

s Facility

O Default Credits

) Current Enrollment
© owner

© Test

7 Language

2 Maximum Enrollment
D Maximum Waitlist

© Minimum Enroliment Required
© Quantity

- Bession

* =required

Sort Order

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

Ascending

FEEEEEBEE BB EE E E

Ascending
Ascending E
-Select OnE—E
Ascending E
Ascending E

Ascending E

m

Learner
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5. You will now view the Current Enrollment and Maximum Enrollment
columns. The difference between these values indicates how many seats are
still available in the offering.

Find Knowledge Resources - Advanced Search

Keyweed %] DuvenTpe A

Enaliale <= B caspon &

Search Learning Catakg

Courses abondar View | Print | Export | Moddy Tabie Maximum
—" Enrollment

Titke Course |0 Offering 10 Version Delivery Type ‘Start Date End Dste  Location Facility Defsult Credits Curest Ensoliment Maximum Enrolimest Price

SRS WHTCOS11 DODSTHZ P Matucrd  HATR0M 1IN3E0N Tesnng

Eroemia, WHTCHS11 GootTaee  Frnd avucirie2  DRESEOM OanTRoM u (‘\‘. e i

Current
Enrollment

MANAGING YOUR LEARNING (LEARNING)

Under the Learning link on the left hand menu, the learner can access:

Current Learning — Manage course offerings, certifications, curricula, success
plan goals with an active registration.

Completed Learning — View your training history.

Certifications — Manage your certifications.

Certification Gap Analysis — Manage your certification gaps.

Curricula — View the curricula that may have been assigned to you.
Continuing Education Plans — Manage continuing education credits.

Orders — Access orders (registrations) you have placed for LMS training items.
Learning Requests — Submit requests or view your request history.

CURRENT LEARNING

Your Current Learning area lists all the course offerings, certifications, curricula,
and success plan items that you are currently registered for. You can use the
enrollments list to launch content, drop, view details, begin registration, or
schedule learning items.

STEP-BY-STEP (USING THE MY CURRENT LEARNING ACTIVITIES
PORTLET)
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1. Upon successful login to LMS, locate the Current Learning Activities portlet

2.

in your home dashboard.

Portlet title

/

Sort

/

Name

=) Adopting an Agile Approach to Project

Management

MIH Basic COR Training

MIH Supernisory Essentials Training

MIH Motification course test 1

My Current Learning Activities

Sort Registration Date =

Registration Date Actions

05/28/2014

05/2712014

05/27/2014

05/01/2014

Launch
Content

WView
Details

View
Details

WView
Details

You may ...

a. Click the title of an enrollment to access more details about the

offering;

® 2 o0 o

drop-down menu;

Register for an offering by clicking Begin Registration;

View details about an Instructor-led offering using View Details;
Access the content of an online course using Launch Content;

Select a method by which to sort the classes in the portlet using a

f. Go to My Current Learning by clicking either “View All” or the

portlet title.

STEP-BY-STEP (VIEW MY CURRENT LEARNING)

1. Upon successful login to the LMS, click on Learning on the left hand menu.
Current Learning is the default screen. You will see a list of all courses
(online and/or classroom) for which you are currently registered or order

2.

offering.

You may choose to sort your Current learnings by: Event Start Date,

Registration Date, Due date, Assigned on Date, or Alphabetical.
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Current Learning

All | Courses | Certifications | Curricula
SortBy  Registration Date (x| Go
Event Start Date N
. Registration Date
Name Status Actions  |p 2 Date
Assigned on Date
Home Alphabetical
Adopting an Agile Approach to Project Management Confirmed View DrogProP and Request
Learning o (IB_PMAG_A02_IT_ENUS Version:2.2) Registration Date: 05/28/2014 Details Heaming
e =W Duration: 02:00 hours
Completed Leaming Hide Learning Assignments &
Certifications Training Content: SS_CO-ib_pmag_a02_it_enus

5 i Launch Content
Certiication Gap Analysis Stalus: Not Evaluated (Unlimited attempts)

Curricula
(ST (T ) HETS NIH Basic COR Training Confirmed View Dro 0P 3nd Request
Recommendations (00066962, Version:FY13) Registration Date: 05[27/2014 Details "Leaming
= Session Information: 08/18/2014 - 08/22/2014 - Mon-Fri 2-4(35:00
Orders hours)

Leaming Requests Location: NIH Training Center

STEP-BY-STEP (LAUNCH AN ONLINE COURSE FROM YOUR
CURRENT LEARNING)

1. From the LMS Home page, click on the Learning link on the left hand menu.
Current Learning is the default screen.

2. To the right of the online courses, you should see a Launch Content button
to start the course.

3. The “View Details” link provides you with the options to view more details
about the course and the option to launch the course.

Current Learning

View
All | Courses | Certifications | Curricula L D -
etails
SortBy  Registration Date
Name Status Actions
Books 24x7 Confirmed View A Drop and Request Launch
(00002006 Version-1.0) Registration Date: 05/29/2014 Details Leaming / Content

l:‘k Duration: 00:00 hours
Hide Learning Assignments &

Training Content: Books 24x7

Status: Not Evaluated (Unlimited attempts) Launch Content

Adopting an Agile Approach to Project Management Confirmed View DrogDroP and Request
(IB_PMAG_A02_IT_ENUS Version2.2) Registration Date: 05/28/2014 Details Heaming
“ Duration: 02:00 hours

Hide Learning Assignments &

Training Content: 55_C0O-ib_pmag_a02_it_enus

Status: Not Evaluated (Unlimited attempts) Launch Content

STEP-BY-STEP (DROP AN ENROLLMENT)

1. Upon successful login to the LMS, click on Learning on the left hand menu.
Current Learning is the default screen.

2. There are two ways to drop a course:

Page | 42



Learner

a. For online courses, next to the Launch Content button is a hyperlink
titled “View Details”. Click this link in order to bring up a window
which will give more information about the training.

b. For instructor led and online training courses you will see a Drop link
to the right of the offering. Click on the Drop link to cancel or drop the

offering.

Current Learning

All | Courses | Cenrtifications | Curricula

Name

Books 24x7
(00002006, Version:1.0)
=W Duration: 00:00 hours

Training Content: Books 24x7

Status: NotEvaluated (Unlimited attempts)

Adopting an Agile Approach to Project Management
(IB_PMAG_A02_IT_ENUS Version2.2)

=W Duration: 02:00 hours

Training Content: 55_C0O-ib_pmag_a02_it_enus
Status: Not Evaluated (Unlimited attempts)

Status

Confirmed
Registration Date: 05/29/2014

Hide Learning Assignments &

Confirmed
Registration Date: 05/28/2014

Hide Learning Assignments &

SOMBY Registration Date ~  Go

Actions
View Dro AP and Request
Details eamning

Launch Content
View Drop and Request
Details Dme_earmng

Launch Content

Drop Course: Adopting an Agile Approach to Project Management

Drop

Charge 0.00UsD

Title Adopting an Agile Approach to Project Management

Delivery

Type Online Training

ID IB_PMAG_AD2_IT_ENUS

Start Date -
EndDate -
Sessions

Location

Language English

Description

‘Would you like to adopt a more agile approach to project management in your company,

only you think the change would be too disruptive? Perhaps you believe that Agile is all or
nothing, but that's nottrue. Wise project leaders are able to examine their own situations

and determine which agile practices to adopt given the nature of their projects,

organizations, and teams. This course provides guidance on how to take steps towards
adopting an agile project management approach for those who currently use a traditional,
plan-driven methodology. It discusses some common myths and misconceptions about
agile development approaches, identifies factors to consider when deciding whether to
adopt agile practices, and explains the general agile practices that a company may want
to adopt. The course provides project leaders with general guidelines on how to develop
an agile way of thinking, one of the first steps in transitioning a team. The course also
looks at some guidelines for obtaining buy

Abstract -
Domain HHS Common

Drop Policy MNIA

Drop

Back

|_ Drop
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IMPORTANT: Depending on the organization sponsoring the offering - such
as HHS University or the NIH Training Center - and whether tuition was
involved, you may still have to pay for the offering. Be sure to check the
official drop policy (regardless of whether it is entered in the LMS) for the
organization sponsoring the offering.

3. You will be returned to the Current Learning page, and the offering you
dropped will no longer appear in your list.

COMPLETED LEARNING

The Completed Learning area provides a record of trainings that you have
completed.

You can specify the date range of your transcript items, print certificates of
completion, review completed online courses, and export your record from this
screen.

IMPORTANT: Not all training history has been migrated to the LMS. Your
LMS transcript will only include those training items that are managed or
recorded in the system, or has been added to your transcript through a
data load or data feed.

If you are unsure whether you should be seeing a particular training record
in the LMS, please submit a helpdesk ticket at:
http://intrahr.od.nih.gov/helpdeskform.htm.

STEP-BY-STEP (VIEW COMPLETED LEARNING)
1. From the LMS Home page, click Learning .

2. Click on Completed Learning on the left hand menu. You will see the
Completed Learning screen and a list of training items you have completed.
The Active tab is the default view.

3. If you want to view items from before that, adjust the From and To dates
appropriately. You can also select the specific Delivery Type of the course
you are searching for.
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4.

Completion
To Date

~

Learner

Click Search.

Completed Learning

Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export link. To access and launch

CO m p | etio n ntent for a completed online course, click the View Learning Assignments link.
From Date

Active | Inactive
Com p_I eted o - &
Learning Leaming

Search

5.

N

Delivery Type Al - Search

Current Leaming

Completed Learning

Certifications

Completed Learning
Showing 3 out of 3 resu

Print | Export | Modify Table

Curricula
It Status Marked Complete By Ended/Completed On Date Updated On Actions
Continuing Education Plans

NIH LMS Leamning Administrator Successful Brian HUGHES 07/07/2014 1110/2014  View Details
This two-day course provides an introduction to the LM S and the On: 07/08/2014 Print
permissions associated with Learning and Content Administrators. Hands-  Score: Centificate
on exercises are performed in a training environment to simulate basic
LMS functions, which include creating and modifying courses and their

Flans
offerings as a Training Administrator, and working with online courses as a
Content Administrator. Materials are provided to the learner in class and

Comeehnass support for administrators is available after training via tip sheets, help

Reports desk, and access the NIH LMS Implementation team. ***ALL REQUESTS
FOR PERMISSIONS MUST BE MADE WITHIN 6 MONTHS OF LMS TRAINING.
NIH LMS Administrator permissions in the HHS Learning Portal are now
managed through WiTS. Detailed instructions for obtaining LMS
administrator permissions (both OHR and non-OHR staff) are located on the
HR Systems Support website at

D d.nih, ¥ - htm,

Registration Date: 07/07/2014
NIH Supenisory Essentials Training Successful 07/16/2014 1110/2014 View Details
This three-day interactive program equips NIH supervisors and managers  On: 07/16/2014 Print
with the knowledge, skills and techniques needed to grow their Score: 0 Certificate

performance as leaders, as well as ways to effectively manage and
support their staff's and development. will have
the opportunity to build a network of colleagues while they accrue
resources and tools needed to become skilled leaders at NIH. Please click
on the link for program learning objectives:

i nih.gov/pdfle 19511 pdf
Registration Date: 07/1612014

The transcript results list will adjust to include all items completed (or marked
complete) within the date range you specified.

STEP-BY-STEP (REVIEW A COMPLETED ONLINE COURSE)

The content from an online course you have completed and the course is still
available in the catalog; it may be reviewed again from your transcript.

1.
2.

From the LMS Home page, click on Learning on the left hand menu.
Click on Completed Learning on the left hand menu.

Screen shot of completed online course showing the Actions pop up that
contains the "View Learning Assignments" Hyperlink. You can filter by From,
To, and Delivery Type
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4. Locate the course you want to review, and under the Actions column click
View Learning Assignments.

Home

Learmng
Current Leammg
Certifications
Curricula
Continuing Education Plans
Recommendations
Orders

Plans

Competencies

Reports

Completed Learning
Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export link. To access and launch
content for a completed online course, click the View Learning Assignments link
Active | Inactive

From 06/09/2009 BH 1w 06/09/2009 =

Delivery Type  All - Search
Completed Learning Print | Export | Modify Table
Showing 2 out of 2 results
Item Name Status Marked Complete By Ended/Completed On Date Updated On Actions
NIH Clinical Center: Age-Specific Care Successful 06/09/2009 07/28/2014  View Details
‘Whatever your work setting, it's vital that you know how to apply care On: 06/09/2009 View Learning ‘
strategies that are appropriate to your patient's age and developmental Score: 100 Assignments
level. In this course, you will learn the characteristics that distinguish Print
various age groups and will learn to apply selected age-appropriate care Certificate
strategies.
Registration Date: 06/09/2009
NIH Privacy Awareness Training Successful 06/09/2009 06/08/2009 View Details
The Privacy Act protects personally identifiable information (Pl in a On: 06/09/2009 View Learning
system of records that is retrieved by a name or personal identifier. Atthe  Score: 0 Assignments
completion of this course, you will be able to describe how data privacy, Print
security, and integrity are and managed in with Certificate
the Privacy Act. MANDATORY REQUIREMENT: NIH

I i Iguest s and affiliates

‘who use NIH information systems are required to take the course.
Registration Date: 06/09/2009

5. You will see a Progress Report screen for the selected course. Click
Launch Content under the Actions column in the table.

Offering Mame
Completion Status

Score

NIH
Clinical
Center:
Age-
Specific
Care

Module Assignment Type

Content Module

Progress Report for NIH Clinical Center: Age-Specific Care

If you have reached this page and the words “Sign Off" appear under “Sign

Off" column:

Follow these 3 steps after launching and completing the training module:

Click Sign Off (below)
A pop-up box will appear
Click Save

MNIH Clinical Center: Age-Specific Care
Successful

100

Learning Assignments

Requirement Details

Attempts Allowed: Unlimited
Mastery Score: 70.00
Score: 100.00

Required

Print | Export | Modify Table

Completion Status Completed On  Actions

Launch Content
Successful

AN

more actions N

Cancel

6. Follow prompts to access the content as you did when you completed the
course the first time. When you are finished, close the course pop-up content

window(s) to
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STEP-BY-STEP (PRINT A CERTIFICATE OF COMPLETION)

The following steps will allow you to print out a certificate of completion for a
training course that you have finished.

1. From the LMS Home page, click on Learning on the left hand menu.

2. Click on Completed Learning on the left hand menu.

3. Locate the course for which you want to print a completion certificate, and
click Print Certificate under the Actions column.

Home
Leaming

Current Leaming

Completed Learning

Certifications
Curricula
Continuing Education Plans
Recommendations
Orders
Plans
Competencies

Reports

Completed Learning

Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export link. To access and launch

content for a completed online course, click the View Learning Assignments link.

Active | Inactive

From & To |
Delivery Type Al - Search
Completed Learning
Showing 3 out of 3 results
Item Name Status
NIH LMS Leaming Administrator Successful
This two-day course provides an introduction to the LMS and the On: 07/08/2014

permissions associated with Learning and Content Administrators. Hands- ~ Score:
on exercises are performed in a training environment to simulate basic
LMS functions, which include creating and modifying courses and their
offerings as a Training Administrator, and working with online courses as a
Content Administrator. Materials are provided to the learner in class and
support for administrators is available after training via tip sheets, help
desk, and access the NIH LMS Implementation team. ***ALL REQUESTS
FOR PERMISSIONS MUST BE MADE WITHIN 6 MONTHS OF LMS TRAINING.
NIH LMS Administrator permissions in the HHS Learning Portal are now
managed through WiTS. Detailed instructions for obtaining LMS
administrator permissions (both OHR and non-OHR staff) are located on the
HR Systems Support website at

od.nih. I him,
Registration Date: 07/07/2014

NIH Supenisory Essentials Training Successful
This three-day interactive program equips NIH supervisors and managers  On: 07/16/2014
with the knowledge, skills and techniques needed to grow their Score: 0

performance as leaders, as well as ways to effectively manage and
support their staff's performance and development. Participants will have
the opportunity to build a network of colleagues while they accrue
resources and tools needed to become skilled leaders at NIH. Please click
on the link for program learning objectives:

P nih.gov/pdfl 11.pdf
Registration Date: 07/16/2014

&

Print | Export | Modify Table

Marked Complete By Ended/Completed On Date Updated On Actions

Brian HUGHES

07107/2014

07/16/2014

1110i2014 View Details
Print
Certificate

1110i2014 View Details
Print
Certificate

Print
Certificate

4. The certificate will open in a pop-up window.

NOTE: Make sure pop-ups are not blocked by your web browser.
5. Click on the print icon in the upper left corner of the certificate.
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Print
Icon

7.

8.

Learner

ﬂﬁ [ i # [100% <]

CERTIFICATE of COMPLETION

This is to certify that:

Nih Learner

On the next dialog box, click Export to print all pages.
Print to PDF

K

Page Range:
i@ Al

i) Pages

Fro m:| | T|:|:| |

() Print to PDF:

Export
The viewer must export to PDF to print. Choose

the Print option from the PDF reader application
once the document i= opened.

Mote: vou must have a POF reader installed to
print. (eg. Adobe Reader

If a security message appears, right-click over the yellow bar. Then select
Download File... You will then have to repeat steps 6 & 7.

If this banner does not come up, go on to step 9.

=101]

3 http://reporting.hhs.gpehosting.com - Crystal Report Viewer - Microsoft Internet Explorer
Qe - ©Q - (%] 2] (| P Yoo @) (2- 23 T ks ™| A
S - 4 web Search [ Bookmarks+ settings~ | (sl + £ Weather + #® Ficks + (5 Finance +

| CrystalReport Viewer || 4 acdran|

fFr options...

B W] el | # [100% =]

|

A File Download dialog box will appear. Select whether you want to Save or
Open the completion certificate file.

| » xl.x 3.

What's the Risk?

Information Bar Help
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File Download 1 S|

Do you want to open or save this file?

I.‘.'.i;!- MName: SabaReportViewer,pdf

|| Type: Adobe Acrobat Document
From: reporting.hhs.gpehosting.com

N B |

‘While files from the Intemet can be useful, some files can potentially
ham your computer. If you do not bust the source, do not open or
save this fle. What's the risk?

9. The certificate of completion will open with Adobe Reader. Use the print icon
in Adobe Reader to print the certificate.

R
File Edit View Document Tools Window Help %
Ly [Tt | ® @®[s7% - | = [k e .
Print
Icon

CERTIFICATE of COMPLETION

This is to certify that:
Nih Learner
successfully completed

NIHNEMS2001
NIH Environmental Management System (NEMS) Awareness Training
08/13/2009

STEP-BY-STEP (EXPORT YOUR COMPLETED LEARNING)

The following steps will allow you to export your completed learning to a
Microsoft ® Excel spreadsheet.

1. From the LMS Home page, click on Learning on the left hand menu.
2. Click on Completed Learning on the left hand menu.
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3. Click Export.

4. When the File Download dialog box appears, click Save or Open as desired.

2 open

Do you want to open or save this file? /

@ j Marne: tableresult?.csy /
1HL

Type: Microsoft Excel Warksheet

Save

Fram:  Ims.lzarning. hhs.goy

Open Carcel |

¥ tlways azk before opening this bpe of file

harm wour computer, IF you donot bt the zource, do not open o

@ w'hile files fran the Intermet can be useful, some files can patentialy
zave thiz file, What's the risk?
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Learner

A certification is a prescribed set of courses that you must complete by a
deadline in order to gain professional recognition that you meet some knowledge
standard or competency to perform a task. Some certifications have to be

renewed periodically as well.
The Certifications area of the LMS allows you to manage certifications

that have

been assigned to you by someone else or selected by you. Internal certifications
are those that are set up and administered in the LMS. External certifications are

those that are administered outside the LMS.
You may add external certifications to your LMS training record.

Note: Once a portion of a certification is completed, it can’t be deleted.
certifications assigned via prescriptive cannot be deleted by the learner.

Also,

STEP-BY-STEP (VIEW AND MANAGE CERTIFICATIONS)
1.
2.

From the LMS Home page, click on Learning on the left hand menu

certifications to complete, they will be listed here.

Click on Certifications on the left hand menu. If you have been assigned

You may click the title of any certification listed to see detailed information,

including the percentage complete, required and optional courses, and
attachments added by administrators. The Complete Progress Report tab

lists who assigned the certification to you and when.

Click on the Back button on the Main tab to return to My Certifications.

Hold your cursor over the Actions link next to the appropriate certification to

see the Actions pop-up menu.

Certifications

View the certifications that have been assigned to you

Name Show Required Certifications Only  [V]

Certifications

Home

Configure | Save Search Query
Learning

Current Learning
\Dnmp\eted Learning
Certifications

Cerlification Gap Analysis

Search

Actions

Add Certifi
View Certification History
e

Internal Certifications
Showing 13 out of 13 results

gres:
View Acquisttion History

Vi
Name Assigned ooy cermiicat

Version Selected Path (% Complete) Mastery Score Status

Curricula
L1
N/A

[ ]
Continuing Education Plans HHS Appropriations

Law Certification 10

Acquired JESUS BONET

HHS Appropriations Law Oniine
Recommendations Course - 0% Completed
Orders

HHS Records
Management for All
Employees
Certification

NIH Records
Management
reminder test
(More)

Recertification for HHS Records
Management for All Employees

Learning Requests

NIA Discontinued 1219/2011

Communities

nernal m_

View Active =

s for All Paths

Actions
pop up

-

¢ Table

ctions

Actions
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6.

Under the Actions column you may have options to View Certification
History, View Progress for All Paths, View Acquisition History, and Print
Certificate.

View Certification History takes you to the same Complete Progress
Report mentioned in step 4 above.

View Progress for all Paths gives you a pop-up window displaying the
available paths through a certification and your progress for each. If more
than one path is available through a certification and you wish to change your
path, you could do that here.

Begin Registration takes you to register for the offering. You can complete
registration or cancel.

10.View Acquisition History will show you the date certification was acquired

and the version if applicable.

11.Print Certificate allows you to print a certificate of completion for the

certification.

STEP-BY-STEP (ADD AN INTERNAL CERTIFICATION)

As a learner, you may elect to work on certifications in the LMS that have not
already been assigned to you. An ‘internal certification’ is one that has been set
up for administration through the LMS.

1.
2.

From the LMS Home page, click on the Learning tab.

Click on Certifications from the menu item on the left-hand sidebar. The My
Certifications screen is the default.

Click Add Certifications.

Certifications

View the certifications that have been assigned to you

ntemsl m_

S Add
Name Show Required Certifications Only (7 Certifications

Home
Configure | Save Search Query
Learning Search
Current Learning

Completed Leaming Internal Certifications Add Certifications | Print | Export | Modify Table

Certifications Showing 9 out of 9 results

Certification Gap Analysis Name Version |Selected Path (% Complete) Mastery Score |Status Assigned By Target Date |Is Compliant Actions

Cu

HHS L @
- R
Appropriations | HHS Ap) ons Law

Law o%

WA Online C:
Certification Complet

NiA Acquired JESUS BONET Actions

Co
Re
O

If you know the name of a specific certification you are looking for, type it in
the Name field and click Search. Click Search with no information in the data
fields to get a list of all certifications in the LMS that are available to you.

Click the checkbox to select a certification. Then click Select and Close.
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{@ hitps://testleaming hhs.gov/ - HHS Leaming Portal - Windows Internet Explorer [=[=2] =
: Select Certifications
Name field |
Name nih prevention Discontinued From == @
Updated On == @ Target Completion Duration ==
Past Credit Duration <= Search
|~ button
Configure | Save Search Query /
Search
Certifications Print | Export | Modify Table
Showing 1 out of 1 results
[ Name Version Available From Discontinued From Target Completion Duration ExpiresIn Notify Before
Select NIH Select
Prevention d
CheckbON of Sexual an
= Harassment 10 12/22/2009 30 Days 730 Days 30 Days Close
Training y
Certification / button
Select and Close Close

6. The screen will refresh and return you to My Certifications, where the
certification you just selected will now appear in your list.

STEP-BY-STEP (DELETE AN INTERNAL CERTIFICATION)

If you select a certification, you have the ability to delete it later if you decide you
no longer want to work on it.

1. From the LMS Home page, click on Learning from the left hand menu.

2. Click on Certifications on the left-hand menu. The Certifications screen is
the default.
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Select
checkbox
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3. Hold your cursor over the Actions link next to the appropriate certification to
see the Actions pop-up menu.

Certifications

VW pcive v

Hame Snow Required Certifications Onfy [+

Configure | Save Search Query
Search

Imernal Certifications

Showing 1 out of 1 results

Version |Selected Path (% Complote] Mastory Score Status  Assigned By la

N o —— Delete

i : % HIH R . R
Fac. Pt Cea A assigned L naisgpron 12022014 gy link

4. Under the Actions column you have options to View Certification History,
View Progress for All Paths, Begin Registration, or Delete.

5. You will then receive a pop up window; either click on Delete Completely if it
is available or click the Select checkbox and click Remove to delete the
certification.

'_r,é https://testlearning.hhs.gov/?assignecld =emplo000000000379501 &activityName=Federal?20Acquisiti - Windows ... | = | E ® |

Delete: Federal Acquisition Certification For Contracting Officers
Technical Representatives (FAC-COTR)
Delete
"IMPORTANT NOTE: Competencies assigned by a Prescriptive Rule cannot be deleted by a manager.” If this

competency was added manually you may either delete this activity completely, remove requirements or you may CompIEtely
choose specific plan(s) that you want to remove it from.

X
This activity is assigned by the following source(s).
Remove
Select Source Type Source Name
/
Person MIH AdditionalApprover /
Edit Remove
This activity resides on the following plan(s).
Mo plans found for this activity.
Close

6. Click OK to confirm you want to delete the certification.

STEP-BY-STEP (ADD AN EXTERNAL CERTIFICATION)

If you have earned a professional certification that was managed outside the
HHS Learning Portal, you may still add it to your LMS record.

1. From the LMS Home page, click on the Learning tab.
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External
Certifications
tab

5.

2 i
" Enter Certification Mame manually
4
Pick Certification __|

from the list radio
button

6.

—1

Lear

ner

Click on Certifications from the menu item on the left-hand sidebar. The My

Certifications screen is the default.
Select the External Certifications tab.
Click Add External Certifications.

Certifications

Fraemal _
Add External cmnﬁ{(

Certifications

Mo items found

Home

Learning
Current Learning
Completed Learning

Certifications

Certification Gap Analysis

Add External
- Certifications

Curricula

The Add License & Certification pop-up window will appear.

@& nhttps:/ftestlearning.hhs.gov/?profiled_id=emplo0000000003795018icallback=callback1007 - HHS Lea - Windows Int..| = Gl EY

Add License & Certification

*=required
If certification is not
shown, select
option two and type
in the name.

Name*

Pick Cerification from the List

&

If accrediting
institution is not
shown, select
option two and type
in the name.

Accrediting Institution*

] Pick Accrediting Institution from the List

e EnterAccrediting Institution name manually
«

Acquired On Date*

& @&

Expiration Date

Save Cancel

If another learner has entered an external certification and/or accrediting

institution in the LMS, you will be able to use the Pick ... from the List radio

buttons, enter search criteria in the field provided, and select the appropria
certification and/or accrediting institution.

IMPORTANT: You should always search for the certification and accrediti

te

ng

institution before entering them manually. This helps maintain uniform data in

the LMS and prevents having multiple versions of the same certification or
accrediting institution due to spelling and abbreviation errors.
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7. If you cannot find the certification and/or accrediting institution you are looking
for, select the Enter ... manually radio buttons, and carefully type the
complete, official name of the certification and/or accrediting institution in the
appropriate fields. Image shows a list of fields that should be populated when
adding a license and/or certification that is not already in the system. The
fields displayed are the following: Name, Accrediting Institution, Acquired on
date and expiration date.

(& httpsy//test.learning.hhs.gov/ - HHS Learning Portal - Windows Internet Explorer \

Add License & Certification

*=required
If certification is not
shown, select
option two and type
in the name.

Mame*

" Pick Certification from the List
| Enter Certification Name manually
Systems Security Certified Practitio

If accrediting
institution is not
shown, select
option two and type

Accrediting Institution®

! pick Accrediting Institution from the List
v Enter Accrediting Institution name manually

inth .
University of Maryland e name
Acquired On Date* 06/05/2014 .@7
Expiration Date 06/05/2015 .@'i
Save Cancel

8. Use the calendar picker to choose the date for which you completed the
certification (Acquired On Date).

9. If the certification expires, enter the Expiration Date.
10.Click Save.
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11.You will be returned to the My Certifications, External Certifications screen

where the certification you just added will appear.

Certifications
Actions
pop-up
Certifications Add Extemnal Certifications | Print | Eii‘l;:'m / menu
Name Institution Acquired On Expires On Actions
:‘:::ng Systems Security Certified Practitioner (SSCP) University of Maryland 06/05/2014 06/05/2015 %ﬂ
Current Learning
Completed Learning
Certification Gap Analysis
Curricula
12.Hold your cursor over Actions in the Actions column for a pop-up menu that
will allow you to Edit Details of the certification if necessary or Delete the
certification.
STEP-BY-STEP (DELETE AN EXTERNAL CERTIFICATION
If you want to delete an external certification from your record for any reason,
follow these steps.
1. From the LMS Home page, click on the Learning tab.
2. Click on Certifications from the menu item on the left-hand sidebar. The My
Certifications screen is the default.
3. Select the External Certifications tab.
Certifications
m External
Actions
Certifications Add Extemnal Certifications | Print | E:‘::‘““S
Name Institution Acquired On Expires On Actions
:‘:::\ng Systems Security Certified Practitioner (SSCP) University of Maryland 06/05/2014 06/05/2015 %1_9%
Certification Gap Analysis Del Ete

Click Delete from the Actions menu.
5. Click OK to confirm.
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[ |

Message from webpage

:I Are you sure you want to delete?

Ok ] [ Cancel

L -

6. The external certification is now deleted.
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CURRICULA

Curricula are sets of learning offerings that constitute an area of specialization.
They are more loosely structured than certifications because they generally do
not meet a legal or safety requirement. For example, an education services
operation specializing in the software industry could offer curricula in Database
Management, Web Design, or Unix-based Programming. Each of these curricula
could require a different set of the learning offered by the organization. The main
difference between certifications and curricula is that curricula do not expire.

A curriculum can be assigned by yourself, your manager, your people
administrator, your registrar, your job type, your role, or a prescriptive rule. After
you are assigned a curriculum, you can select your default path and register for
that completion path. The registered offerings in that path are added to your
Current Learning page. You then access and complete these offerings to
acquire your curriculum.

Curriculu
Name

Curricula

STEP-BY-STEP (VIEWING YOUR CURRICULA)

The Curricula page lists all curricula assigned to you, their completion statuses,
and the person who assigned each to you, their acquisition date, and their due
dates.

1. From the LMS home page click on Learning on the left hand menu.
2. Click on Curricula on the left hand menu.

3. Curricula is the default page and you can view a list of curricula that have
been assigned to you.

4. Click a curriculum Name.

Curricula

VIEW Active -

MName Show Requered Cumicula Only [V

Configure | Save Search Query

m

Curricula Acd Curncula | Prnt | Export | Modify Table
Showing 9 oul of 9 results

Status Aszigned By Target Date Actions

N

Disconbinued  NIH Leamer

L] (] e i
LMS Training | Noquired JESUIS BONE

f Leadership Gohat 21 At et Leadership Discontinued  Ann WITHINGTON

® (1] M

| Apquired AltemateManager

5. This will allow you to view the following curriculum details:

* Name - The name of the curriculum.
» Description - The description of the curriculum.
* Person Name - The name of the person who owns the curriculum.
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Acquired On - The date on which the curriculum was acquired.

Target Date - The date on which the curriculum must be completed.
Assigned On - The date on which the curriculum was assigned to you.
Status - The curriculum status. This should be In Effect.

Assigned by - The name of the person who assigned the curriculum to

6. There are two tabs: the Main tab and the Complete Progress Report tab.

a.

In the Main tab, the Graphical View and Detailed Status View radio
buttons are available. You can toggle between both views by clicking
any one of the radio button. The graphical view is the default view.

@ LMS Training =
Back

NIH Lesmer, JESUS BONET Assigned On 11/09/2010 More Actions
Acquired Add to Plan
0910/2013

Training Administrator

Complete Progress Report _
atus View

Detailed Status View

Learning With Saba (Opticnal)
Status: Incomplete
Progress: 0 of 1 Leaming ltems Gompleted

Complete 1 of 1 available courses and curricula.

Lesming With Ssbs Gl’aphical VleW
o Training Administrator Required)
b. Inthe Complete Progress Report tab, the assignment history and
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Completed Progress Report

@ LMS Training

Acquired
Acquired Cn 09/10/2013
Description Training Administrator

Progress Report

Status Updated On

Cetification Gap Analysis
Assig
Curricula
Cont ducation Plans

Acquired 02/10/2013 11:11 AM

ned 11/02/2010 11:27 AM

MIH Leamer, JESUS BONET

Home Recent Acquisition History JRSUBIES

eary View sssignment and past acquisition history of this cumicalum

110972010 More Actions

Add to Flan

Frint | Expert | Modify Table

Details

Assigned By:  NIH Lesmer
Assigned On: 11/03/2010
Assigned By:  JESUS BONET
Assigned On: 11/02/2010

Acquired On: 09/10/2012 Path

CONTINUING EDUCATION PLANS

Moving down the left hand menu options, the Continuing Education Plans area
allows you to view any continuing education credits you have earned by taking

courses through the LMS.

An LMS administrator must establish continuing education requirements in the
system before they will be available for you to search for them.

Clicking on View Details will show the details for that Plan.
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Continuing Education Plans

Start Date == [E Endpate<= =
Search
Group B " Field of Study " Courses @ Continuing Education Requirements

Home
Leaming Continuing Education Requirements Add Requirement | Print | Export | Modify Table .

Current Learning Showing 2 out of 2 resulls View

Details
Camatcted Lesnino Name Status Completion Status Start Date End Date Grace Period (Days) Actions /

o

Certifications
NIH Supenvisory View

Certification Gap Analysis Refresher Training (2011- Active  Complete 01/01/2011  12i31/2013 3 Detalg,/
2013) Delete

Curricula

Continuing Education NIH Supervisory View
Plans Refresher Training (2012- Active  Complete 01/01/2012  12/31/2014 35 Details
2014)

Delete

)

Recommendations

Orders

Leaming Requests
Communities
Contributions
Plans

Competencies

Reports

NIH Supervisory Refresher Training (2012-2014)

NIH Supendsory Refresher Training (2012-2014)
Padsan Mame HIH Leaner
01012012

1IN0

Ondy ip sesecten olas of Shdy count lewasds plan comgletion. The
plan iz comgileted by achisang target crecits for aach Seld of shudy
Comglete

Sources
Shoming 1 out of 1 results

Name Type

Continuing Education NIH Loamer Parson
Plans

Plan Total by Field of Study Prnt | Expont | Modify Table

Fiehd of Study Diescription Target Credits  Crodits lrom Plan Period  Credits lrom Grace Period | Total Countod
HIH Supenisory Continuous leamning points for supenisory 18 60
CLPs Wraining, designated by NIH " ’

Plan Total = 60

RECOMMENDATIONS

LMS administrators have the option of adding recommendations to courses in the
system. If any recommendations exist for courses you have completed, they will
appear on the Active tab of the Recommendations page. You will then have the
option to register for a recommended course, launch it, view details, bookmark or
ignore, as desired.
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Recommendations

This page contains additional courses, certifications, or curricula that have been recommended to you

Recommendations

Home Recommended in the Past (Days) 1  Recommendation Type | -
~BE Search Restore Defaults
Current Learning B Group by Recommendation Type
Completed Learning . . Actions
Cerfications Active Recommendations Print | Ex| Efﬂ;gnm” | - Actions
Curricula o e Bookmark Recommendation / pOp Up

B |Rr R Type Sources Recommended On

Actic | 3n0re Recommendation
Continuing Education Plans

| recommencanons [N
Recommendations i C
B Learning Knowledge Base Local 1912412014

T
Administrator Resource Learning "315
d
Orders Manual Registrar P

Plans

. Knowledge Base CONIH LMS "
Competencies [[] LMS User Guide Resource People 12/24/2014 Actions
Administrator
Reports

Bookmark Ilgnore

ORDERS

This area allows you to search for and view orders (registrations) you have
placed for LMS training items in the past. It provides a record of your actions and
indicates the status of a registration (cancelled, confirmed, billed, etc.).

STEP-BY-STEP (VIEW YOUR ORDER HISTORY)
1. From the LMS Home page, click Learning on the left hand menu.
2. Click Orders on the left hand menu.

3. You can enter an order number to search for a specific order, or leave it blank
to see a list of all training orders attributed to you and click Search.
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Orders

Note : You must enter a date range to search. The date you enter in the Created On <= field
must be within 90 days of the date you enter in the Created On >= field.

Search

Order Number I — 06/05/2014 =]
Created On >=* 03/07/2014 @

Home /
Configure | Save Search Query

Learning Search

Current Leaming

Completed Leaming Orders
Certifications
Cerlification Gap Analysis

Curricula

Orders Continuing Education Plans
~—

i Recommendations

Leaming Requests
Communities
Contributions
Plans

Competencies

Reports

4. From the list returned, you may see the status and other information about
past orders.
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5. Clicking on the Order

Orders

Note : You must enter a date range to search. The date you enter in the Created On <= field must be within
80 days of the date you enter in the Created On >= field.

Ces Numbier 0E0L201 4

0300772014 il
Configuie | Save Search Query
Saarch
Orders Prirt | Expon | M
Showing first 25 out of 37 rasults
Mandat
Ordor Numbor Leamer Parson Typa Title Version Prica Part Numbar Status  Croated On ooy

T e Federsd EI‘I:E::':“: D ST Cancelled 041152014

Trasring
3 1!"‘“”"”""“ 20 ;‘tﬂ 00045039 Confrmad 0452014
02023334 o ey FoiEral ik T o 0045038 Cancelled 04152014
ey Faderal et Uy owosT207 DBl 04MBE0M4

Learner

Number will display the Order Details screen.

6. The Notes link under the Actions column is when the CAN number is
entered for NIH Training Center orders. Also, the Audit Trail icon is where
the approval history can be viewed for the order.

Notes

Home
Learning
Current Leamning
Completed Learning

Ceriifications
Certification Gap Analysis
Curricula

Continuing Education Plans

Recommendations

Learning Requests
Communities
Contributions
Plans
Competencies

Reports

Order Details: Order Number 02023332 BeE

Order Contact NIH Learner
Created On 0415/2014
Order Status Cancelled

Modify Table

Title Delivery Type Status Actions Price Cancellation Reason
NIH

Supervisory NIH
Essentials Leamer
Training

Price 0.00

Instructor led Cancel Notes  USD

because | want to

Total 0.00usD

Audit
Trail
Ilcon
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MANAGING YOUR LEARNING PLAN (PLANS)

Under the Plans link on the learner page, the learner can view, add, and edit the
activities that are on their current learning plans. At NIH, learning plans may also
be known as IDPs (Individual Development Plans).

MY PLANS

VSTEP-BY-STEP (MANAGE YOUR PLANS)
1. From the LMS home page, click on Plans on the left hand menu.

2. You may View Current Activities or View Closed Activities depending on
which radio button is selected.

Plans

View the activities that are on your current Plans.

Home

'}

& view Current Activities " View Closed Activities Group By Activity Type - Go Add Activity

View

C t ] GO T S Certifications
urren
Actlvities Contributions
_ Name Status Due Date Version Source Plan Name Mandatory s Compliant\ Actions
Compelencies
i NIH HOFEAR Act
Plans ;Lar‘('\‘;::gamn :x::;:do-":?uﬂ\f;:gm 4/27/2016 1.0 NIH Supenisor Learning Plan
View Closed Group By
Activities drop down
3. As a default, the learning plan items are grouped by Activity Type. Activities

on the plans are grouped by Certifications, Curricula, and Courses. You may
list them in chronological order by selecting Due Date from the Group By
drop-down menu.
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4. The View Activities table shows the Name of the learning item, type of
activity, Status, Due Date, and Source of the assignment. Click the Name of

any item to view additional details and options.

Plans

& View Current Activiies " View Closed Activities

Certifications

* LS Training Assigned: 0% Completed

Course
Name Delivery Status Due Date Version

071222010
Learning With Saba Online Training  In Progress 1615 Days Remaining 1.0
NIH NIAID OWER ELD Working with New 06/071/2012
Contractors at NIAID -935 Days Remaining
Alternative Dispute Resolution
(ADR) Mot Evaluated 21
1 Related Certification(s)
Goal
Name Delivery Status Due Date

® ]
Test Goal 1213112010
New: 0% Completed

Name Status Due Date Version Source Plan Name

® B

|
NIH NOFEAR Act Training Expired 4 % NIH
pired-Overdue: 0% 0814/2014 10 Learning Plan

Certification Completed Manager

° U
NIH Prevention of Sexual MIH
Harassment Training Expired-Overdue: 0% 081412014 1.0 Leamer  Leaming Plan
Certification Complsted

Curricula

Name Status Due Date Version Source Plan Name

NIH Learner  Leaming Plan

Source

NIH Manager

Ann
WITHINGTON

Test
Prescriptive
Rule

Version Source

MNIH Manager

This serves as a personal learning plan where you can add courses and other developmental activities that you would like to complete in the future

Group By Activity Type = Go Add Activity

Mandatory Is Compliant

Plan Name

Learning Plan

Learning Plan

Learning Plan

Plan Name

Learning Plan

Mandatory Is Compliant Actions

Actions

Actions

Actions

Actions

Print | Export | Modify Table

Mandatory Is Compliant Actions

Actions

Actions

Actions

Print | Export | Modify Table

Mandatory |s Compliant Actions

Actions

Different types of learning plan activities will allow you to access different

options under the Actions column. Hold your cursor over Actions to see the

pop-up menu choices.
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a. Certifications and curricula will allow you to Start Registration, which
takes you to the same item detail screen as clicking the item’s Name.
You may register for courses and see other details here. You may also
View Notes about the learning item if any have been attached. You
curriculum  can also Delete a curriculum or certification.

Curricula
Curricula i
ctions
Start Registration
View Notes
Name Status Due Date Version Source Plan Name Mandatory Is Compliant  Actit ... \
® N
® LMS Training e — MIH Leamner  Learning Plan A I Actions POp
up
Certifications

™~

Certifications
Actions
Start Registration

Name Status Due Date Version Source Plan Name Mandatory Is Compliant Acti¢ View Notes

Delete
® [}
| E—
NIH NOFEAR Act Training CredOverdue 0% NIH n
Certification E‘:i:::\z[gj erdus 08/14/2014 1.0 Manager Learning Plan Actic
N Actions pop-
u

[ ] [} p
NIH Prevention of Sexual % MIH
Harassment Training Expired-Overdue: 0% 08142014 1.0 Leamer  Leaming Plan Actions
Certification Completed

b. Courses will allow you to Launch or Register for the course, utilize
quick links to View Enrollments or View Completed Courses or
View Notes associated with the course or Delete the course.

Course Print | Expert | Modify Table R . t
egister
Hama Delivary Status Dua Date Verslon Source Plan Name e /
Leaming With Saba Online TraNINg INPIOGIeSs  vaaa o merms 10 NIHMan3ger | caming Plan Sions
omse
HIH HIAID OWVER FLD Working with ol
st el Hew WITHINGTOM  Leaming Plan
e 1 HIAID ning g
it Clinical Center Fir . MIH Leamer
Training tor Health Car Now ung 4 aming P \
Atermative Dispute Resolton Test Actions
TALH Mot Evatualed 1 E"I’“'“"E Liaming Flan Hipni
T Reater v Pop up
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Course A — Launch
WIH Clinical Center: Fire Safety Dol Tisiaing inPeose 1AM apig M Leamer TR \\
Training for Healin Care Persannel e UPESE 7 Days Remalning 2 o > —{:lr ACtIOﬂS
g Mot Evaiusted R Lf:ic"p"'ﬂ Laaming Flan Actions po p-u p
STEP-BY-STEP (ADD AN ACTIVITY TO YOUR PLANS)
1. From the LMS home page, click on the Success Plan tab.
2. My Plans, My View and the View Activities tab is the default screen and
shows a list of items on your plans.
3. Click Add Activity.
Plans
View the activities that are on your current Plans.
' View Current Activities " view Closed Activities Group By Activity Type ~ Go Add Activity
» SAdd
TS Certifications ACt|V|ty
_ Name Status Due Date Version Source Plan Name Mandatory Is Compliant Actions
'C:ari(r‘\'\‘ré%‘mn '—I;u; e 0412712016 1.0 NIH Supervisor  Leaming Plan Actions

4. You will see a pop-up window listing the types of activities you may add to
your learning plan in the LMS. Add an Activity (such as Course, for
example).

IMPORTANT: You should not add Competencies to your learning plan.
Competencies you want to develop should be added under the Competencies
functional area of the LMS. (See previous section in this manual.)

Add Goal can be used to add any type of activity not administered through
the LMS. Activities not administered through the LMS could include NIH or
HHS courses not in the LMS, courses offered by external organizations
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(universities or vendors), external certifications, on-the-job training
opportunities, developmental job rotations, etc.

5. The type of activity you select will determine which pop-up window you see
next. After selecting the type of activity, fill in required information and then
follow the prompts.

6. For this example, click Add Course.

Plans

This serves as a personal learning plan where you can add courses and other developmental activities that you would like to complete in the future

Add Certification
Add Curriculum
Add Competency

NIH NOFEAR Act Training e NIH .
Certification C\:[r:n:\ﬁlid 08M4/2014 1.0 Manager Learning Plan Aclions
NIH Prevention of Sexual NIH

Harassment Training Expired-Overdue: 0% 08M14/2014 1.0 Leamer  Laming Plan Actions
Certification Completed

7. The Add Course pop-up window appears. Fill in all of the required
information and then click Next.

(@ https://testleaming.hhs.gov/ - HHS Leaming Portal - Windows Internet Explorer o8] X%

Add Course

*=required

Course* NIH iProcurement for Vendor Training: Requestor &

Notes hi
Character Limit 64000 )

Due Date 1212472014 |

Next Cancel

IMPORTANT: All fields in red with an asterisk (*) require data in order to save
changes.

6. Click next and the item you added will now appear in your View Activities
list.
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Certifications Add Course
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[}
L] L ~~ Add
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MANAGING YOUR SKILLS (COMPETENCIES)

Under Competencies menu item, the learner can get to:
All Competencies — All competencies the learner has been assigned
Held Competencies — competencies that have been assessed.

Required Competencies — there is an option to view competencies that have
not been assessed

Proposed Competencies — competencies that have been proposed to you
based upon recently completed learning.

Multi-Rater Assessments — There are tabs for Current and Completed MRAs.

Multi-Rater Assessments for Others — There are tabs for Current and
Completed MRAs for others.

Self Assessment History — View all completed assessments and assessments
pending approval.

Approval History — View a list of approvals for people.
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ALL COMPETENCIES

The LMS allows you to self-select competencies you want to work on. Your
supervisor and your IC administrator can also assign competencies to you. You
may assess your competency proficiency level and find training to improve your
skills and knowledge.

To access competencies as a learner, from the LMS Home page, click on
Competencies on the left hand menu. The All Competencies is the default
screen.

STEP-BY-STEP (VIEW HELD COMPETENCIES)

‘Held’ competencies are those for which an assessment exists in the LMS. The
Held Competencies screen allows you to view only the competencies you have
assessed already. In addition to the date last assessed, many of the same
functions are available to you. You may view the competency details (click title),
view assessments, and initiate a new multi-rate assessment or self assessment
in the competencies you select.

1. From the LMS Home page, click on Competencies on the left hand menu.

2. Under the Actions column you have options to View Assessments,
complete a New Self Assessment, initiate a New MRA, Delete, or View
Ratings. Hold your cursor over the Actions link next to the appropriate
assessment to see the Actions pop-up menu.

All Competencies
Wew BY Al Compatencies
Hew Sell Assessment Hew MRA

All Competencies pelancies | Add Required Compalencies | Prnt | Export | Modity T VW ALALSsSAmaSta for Congatency
Shawing first 25 oul o4 59 resuRs

\ Laaeni Compatancy Home Source  Required Leval Hedd Lavel Gop Expen Pending Approvals Group Actie View Ratigs

| Actions
link

3. View All Assessments for Competency allows you to view Assessment
details. Click on the Actions Link under the Actions column and select View
Assessment details on the pop up.
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NIH Financial Budget and Program Analysis: View All Assessments

Competency Name

Descriphen

o Muttl-Ratar
OBHTIZ000
Asses

02022000 Manager Assesament N Supecasor

OUPARO00  Self Assessmant

Expert List

Mo Bems found

Print | Export | Mod#y Table

ALtons

fa jllathod Datnily Assesed Lavel Approval Status In Calculation? Comments At Ve Assessmect Deiaks

Learner

| Actions

Link

By clicking the View Assessment Details link, the Self Assessment Details
page shows you the assessment required level, current level held, date

assessment was assigned and completed.

@ https://test.learning.hhs.gov/?assessmentld = cheld000000000093278& competencyld =compt000000000001 - Windows Int... | = E]

NIH Financial Budget and Program Analysis: Self Assessment
Details

Assessment Details

Ferson Mame NIH Learner

Assessed On 06/M17/2008

Competency MIH Financial Budget and Program Analysis
Held Level 5 - Expert

Comments

Completed On 06/17/2009

Close

New Self-Assessment allows a learner to assess the held level for the
selected competency. You can add a new assessed level for the competency
by choosing the assessed level from the drop down box and then save.
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Home

Learning

Communities
Contributions

Plans

Competencies

Held Competencies
Required Competencies
Proposed Competencies
Multi-Rater Assessments

Multi-Rater Assessments for
Others

Self-Assessment History
Appraoval History

Reports

New Self Assessment: Assess Held Level

Assess held level for selected competency and submit the assessment for approval. Assessed levels must be
approved before the competency is added to your list of held competencies

Submit for Approval Cancel

Approval Details

Approvers
Showing 1 out of 1 results

Approver Role

MIH Manager Wanager

Assessment Details
Assessed On 06/11/2014
Competency Name MIH Financial Budget and Pragram Analysis

New Assessed Level -Select One-

-Select One-

Comments

Path:

Submit for Approval Cancel

New
Assessed

|_—" Level

5. New MRA allows a learner to initiate a new MRA for that competency. Click
on New MRA .

You will see a New Multi-Rater Assessment screen. Below the competency
list, you will indicate the people you want to include as Raters.

Home
Learning
Communities
Contributions
Plans

Competencies

Held Competencies

Others

Approval History

Reports
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Proposed Competencies

New Multi-Rater Assessment

Type Competency-based

MRA Title*

Description -
Character Limit:255

Ratee NIH Learner

Closes On @

Competencies to be Assessed Add Competency | Print | Export

All Competencies Competency Name Target  Actions

NIH Financial Budget and Program Analysis Remaove Competency

Required Competencies

Raters Add Rater

No items found

Multi-Rater Assessments

Multi-Rater Assessments for

Save & Submit for Approval Cancel

Self-Assessment History

Add
Rater

/ Link




6. Click Add Rater to view a Search for People pop-up window.

& https://testleaming hhs.gov/TisMultiSelect=trueishowlntExtLov=true&pickerCallback=han... = = =

Search for People

MNamei(s)

Search

Advanced
Search

Enter one
or more
last
names or
full names
separated
by semi-
colons(;).
First
names
and partial
values do
not return
results.
Example:
Williams;
Bob
Smith;
Jones,
Sharon

m

Learner

7. Type the person’s legal first name and last name in the Name(s) box and

click Search.

NOTE: If you do not find the person you are looking for, use Advanced
Search instead. Advances Search will allow you to search based on various
criteria and/or partial spelling of names. Remember that the LMS contains

people’s LEGAL names, not nicknames.
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"_,é https:/ftest.learning.hhs.gov/ - HHS Learning Portal - Windows Internet Explorer SRACE X
Search Person, Internal
Supervisors: you can easily display all of your staff by entering your legin ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search" button
Population* Internal E First Name :
Last Mame Person ID
—
Username Manager &
7 =7
Organization |.(—i| Location ‘.“-il
a
Domain & Person Type -Select One- |Z|
Security Roles  -Select One- |Z| Include All Suborganizations [—] =
Simple Search
Search
Select
12345 . Mext[
People Print | Export
Showing first 25 out of 37250 results
[ First Name Last Name Username Person Type Person ID Organization Location Manager
] AABHA SHAH MIH2001294833 Federal 00373937 HNQ22C5 00047006
[ Aamir AKRAM MNIH0013909438 Fellow 00223864 HNCTZ075
] aaron ATDCNDER NiH0014358638  Volunteer 00260228 HN75CS

8. Click the checkbox next to each person in the People results list that you
want to assess your competencies.

9. Scroll to the bottom of the pop-up window and click Select.

10.Your supervisor will need to log in to the LMS to approve or reject people you
have added to your MRA. Click Save and Submit for Approval when you
are ready to send the MRA request forward.
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Home

Learning

Communities
Confributions

Plans

Competencies

Held Competencies
Required Competencies
Proposed Competencies
Multi-Rater Assessments

Multi-Rater Assessments for
Others

Self-Assessment History
Approval History

Reports

New Multi-

Type

MRA Title*

Description

Ratee

Closes On

Rater Assessment

Competency-based

Character Limit:255

MIH Learner

Competencies to be Assessed

Competency Name

MNIH Financial Budget and Pragram Analysis

Raters

Rater Name

AABHA SHAH

Aamir AKRAM

Person Type
Federal

Fellow

&

Add Competency | Print | Export

Target

Actions

Remove Competen

Add Rater | Print | Export

Actions

Remove Rater

Remove Rater

Save & Submit for Approval

cy

Cancel

Save & Submit
for Approval
button

11.You will see a confirmation pop-up window; Click Yes.

& https://testlearning.hhs.gov/?headerText=Submit%20for%20Rater%20Approval &displayText=Are%20you -.. = =l 3l

Submit for Rater Approval

Are you sure you want to submit this assessment for rater approval?

Yes

| Yes

STEP-BY-STEP (VIEW REQUIRED COMPETENCIES)
1. From the LMS Home page, click on Competencies on the left hand menu.

2. Click on Required Competencies on the left hand menu.

3. You may filter the list of required competencies by any of the criteria in the
View By drop-down menu.
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Required Competencies | _—

Show only compatencies thal Nave never besn assessed ViEW BY Al Roquired Campatencios /

A o L
Current Job
New Seif Assessment Hew MRA Active Plans
Manages Required Compatencies
Self Required Compatencies
Required Competencies Add Requird Alemati Manager Requaed Campetencies
Caceer Intosnsts

Showing firs 25 out of 51 results

Hon
Expen Competency Name Source Required Lavel Held Lavel Gap Pending Approvals Group Actions
Salf raH Supervisorny
. Lt 3-Wiermediate  S-Emen 2 Compslencies  Actions
Required ()
Competencie| Porson
\ Flaxibaity (HHS Supentsor 3-intermediate  4-Advanced 1
Required Competencies SELHH g mediste 5 - Expet 2 B
Leamer
HIH
Admanisiratve
Porson =
s ] ?ﬂce:lﬁw
MARTINEZ. 5. Ex = 2 A1), Actions
e 0= Intormorate Cantracting .
T Spedalist (G35
" iy 11027, N
. Finance
Porson
Jonaman 3. Intermediate -3 &
LAFFIN

4. You may also modify the table to clear unused columns from your display.
Click Modify Table. Deselect the check box under the Show column in the
Modify Table Display pop-up window. Click Save.

Required Competencies
[7] Show only competencies that have never been assessed View By || Required Competencies - Mod |fy
Table
New Self Assessment New MRA Submit /
@ hup: learning.hh ? 210912 recall, = B R} ] 123 Ne
—1 | Print | Expart | Modify Table
i ;
come Table Display ]
* = required .
Learning Table Columns s Group [ctions MOdIfy
D
Communities E Table
Contributions Competencies  Actians W|ndOW
. (HHS)
Show Order Column Name Default Sort Column Sort Order
Plans
) Basic
El ®
Competencies 1 Expert 2 Expert Ascending [~] Leadership sctions
Competencies
All Competencies _ (HHS)
2 Competency Name ©® Competency Name Ascending [~]
Held Competencies Basic
Required Competencies 3 Source =) Source Ascending E| Leadership Actions
Competencies
- HHS
Proposed Competencies 1 Required Level © Required Level Ascending [+] (s
Multi-Rater Assessments _ : - NIH
Multi-Rater for « m » Administrative
o Officer (GS-
Others NIH Acquisition e 3- 341), N[IH
] Planni MARTINEZ- 5 - Expert Inermediate 2 Contractin Actiong
Sel-Assessment History anning BORRERO q
e o
Approval History Finance
Reports

5. Click on the Title of a required competency to access details about it,
including a description, the competency group it belongs to, proficiency level
descriptions, behavioral descriptors, and any attachments added by
administrators.
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Home

Learning

Communities
Contributions

Plans

Competencies

Held Competencies
Required Competencies
Proposed Competencies
Multi-Rater Assessments

Multi-Rater Assessments for
Others

Self-Assessment History
Approval History

Reports

Competency Details: NIH Financial Budget and Program Analysis

Competency Name MIH Financial Budget and Program Analysis
Obtains financial information from within and outside of an

Description 1= 11 ) - _
organization for relevant guidance or other information; reviews and
evaluates the financial data and makes recommendations as
appropriate

Competency Groups MIH Accounting (GS-510), NIH Finance

Sources

Proficiency Levels View Descriptors | Print | Export | Modify Table

Showing 5 out of 5 results

Level Level Name Description

1 Fundamental You have a commeon knowledge or an understanding of basictechniques

Awareness and concepts

You have the level of experience gained in a classroom andfor
2 Movice experimental scenarios or as a trainee on-the-job. You are expected to
need help when performing this skill.

You are able to successfully complete tasks in this competency as
3 Intermediate requested. Help from an expert may be required from time to time, but you
can usually perform the skill independently.

You can perform the actions associated with this skill without assistance.
4 Advanced You are certainly recognized within your immediate organization as "a
person to ask” when difficult questions arise regarding this skill

You are known as an expertin this area. You can provide guidance,
5 Expert troubleshoot and answer questions related to this area of expertise and
the field where the skill is used.

General Behavioral Descriptors View Descriptors | Print | Export | Modify Table
Showing 5 out of 5 results

Behavioral Indicator Weight

Analyze; budget, accounting, and program data in order to make comparisons and draw 1

conclusions

Applies existing standards, rules and regulations to problems explicitly and not explicitly 1

identified

Evaluates different sources of information and reconciles conflicting or ambiguous data 1

Gathers and interprets pertinent data from a variety of sources and identifies trends 1

Uses established models and tools for analyzing data 1

Attachments Print | Export

Attachment Name Type Category Locale Private

Suggested Proficiency Map URL User Documentation English No
Cancel

‘STEP-BY-STEP (ADD A REQUIRED COMPETENCY)
1. From the LMS Home page, click on Competencies on the left hand menu.

2. Click on Add Required Competencies located on the top right hand-side of

the screen.
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All Competencies

New Self-Assessment

All Competencies
Shawing first 25 out of 59 results

Home
Learning [[] Competency Hame Source
Communiies NIH Financial
Contributians ] Budget and Program
Analysis
Plans
Competencies & NIH Achieve Desired

Results

All Competencies

Held Competencies g Leveraging Diversity

(HHS!
Required Competencies

Proposed Competencies

Continuous

Multi-Rater Assessments @ Development (HHS)

Multi-Rater Assessments for

New MRA

View By Al Competencies -
123 Next[
Add Held Competencies | Add Required Competenci®® | Print | Export | Modify Table
Required Level Held Level Gap [Expert Pending Approvals Group Actions
5. NIH Accounting
Int giat 3 (GS-510), NIH Actions
ntermediate Finance
. NIH Executive
Intermediate Level Adtions
Proficiencies
3. Basic Leadership
3 Competencies  Aclions
Intermediate i
Core
5 Expet 5 competendes  adtions

(HHS), 0S-CORE
COMPETENCIES

3. Inthe Add Required Competencies screen, enter the Name of the
competency you want to find and click Search. You may also enter a

Competency Group.

Add Required
Competencies
link

4. Select the desired competency by clicking the checkbox next to the desired

competency.
5. Click Set Required Levels.

(& https://testlearning hhs.gov/ - HHS Leaming Portal - Windows Internet Explarer —
Add Required Competencies
1.5elect Competencies 2.5et Required Levels 3.Assess Held Levels (Optional)
Name nih achieve Competency Group | &
Name field
You have a saved query.
Configure | Save Search Query | Reset Saved Query
Search
Competencies Modify Table
Showing 1 out of 1 results
@ Name
] NIH Achieve Desired Results
Competeng
name 2. Set Required Levels >>

Cancel

~

=~ Competency
Group field

7

Set Required
Levels button
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6. Select the required level from the “required level” drop down.

~

(€ hitps://testlearning.hhs.gov/ - HHS Learning Portal - Windows Internet Explorer =NRCN X

Add Required Competencies

Assess the required levels for the selected competencies.
1.8elect Competencies 2.5et Required Levels 3.Assess Held Levels (Optional)

Selected Competencies

[[] Competency Name Required Level Actions
ElH Achieve Desired -Select One- = | \iew Descriptors
esults
-Select One-
Fundamental Awareness - 1
MNovice - 2
Save and Remove Competency(iesAdvanced - 4
Exit button \i\Exfn )

Save and Exit 3. Assess Held Levels >> Cancel

7. Click Save and exit. The new competency will now appear in the My
Required Competencies list.

STEP-BY-STEP (VIEW AND ADD PROPOSED COMPETENCIES)

A proposed competency is one that that is associated with a specific learning
item, such as a course. The completion of the learning item suggests you are
gualified to hold that competency. The process proposes these competencies to
you based upon recent completion of learning that has the competency
associated with it.

To view and add your proposed competencies:

1. From the LMS Home page, click on Competencies on the left hand menu.
2. Click on the Proposed Competencies on the left hand menu.
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3. Alist of proposed competencies of competencies that have been proposed to
you by your recently completed learning is displayed. This can be further
filtered by the Proposed By and Proposed Within drop-down lists.

4. If you have a proposed competency, you have the option to either Add as a
Held Competency or Delete Proposed Competency. This can be done
either by using the buttons at the bottom or the links under the Actions pop-
up window.

5. You can click on the Title to view the competency’s details.

Proposed Competencies

View competencies that are proposed to you by your recently-completed learning. To add these competencies to your profile
add them and then assess your held levels

Proposed By _elect One- - Proposed Within - pagt 90 days =

Home

Learning Add as a Held Competency Delete Proposed Competency

Communities Submit Actions

Contributions Add as a Held

Proposed Competencies Print | Export | Modify 7 Competency
Plans Delete Praposed
Competency

Competencies Competency Name Proposed By Proposed On Actions
All Competencies
NIH Administrative Support Discussion Thread 05/01/2014
Held Competancies
Required Competencies

Proposed
Competencies

Multi-Rater Assessments

Add as a Held Competency Delete Proposed Competency

Multi-Rater Assessments for

Otners ™ Actions
Self-Assessment History
Approval History p ° p u p
Reports
1 \

Add as a Delete

Held Proposed

Competency Competency

SELF ASSESSMENT HISTORY

STEP-BY-STEP (VIEWING SELF-ASSESSMENT HISTORY)
1. From the LMS Home page, click on Competencies on the left hand menu.

2. Click on Self-Assessment History from the left hand menu. This takes you
to the Self Assessment History page to view all assessments that you
submitted.

3. You can narrow the list of self-assessments in the Self Assessment History
page by providing the appropriate search criteria in the fields for the
assessments that you want to display such as Competency name,
Assessed on >=, Assessed On <=, or Approval Status.

Click Search.
5. The list of self-assessments that fit your search criteria is displayed.
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Self-Assessment History

View all completed assessments and assessments pending approval

Competency Name NIH Achieve Desired Resu ’i‘/ Approval Status  -Select One-

Assessed On == B Assessedon==

Home
Learning

Assessments
Communities

Assessed

Contributions Approval Status g?‘mpleted

Competency Name

Plans

NIH Achieve Desired

02i25/2014
Results

Competencies 02/25/2014  Approved
All Competencies

Held Competencies

Required Competencies

Proposed Competencies

Multi-Rater Assessments

Multi-Rater Assessments for
Others

Self-Assessment History

Approval History

Reports

Held Level

=

Search

Print | Export | Modify Table

New Assessed Level  Actions

3-Intermediate ()

™ self-
Assessments
available
indicator

want to view.

Details, or View Assessments.

Click the Actions link for the competency that has self-assessments that you

The following options are available: View Descriptors, View Assessment

a. The View Descriptors option shows the proficiency level and its

description.

b. The View Assessment Details provides you with the details of the self

assessment

c. The View Assessments, shows a list of all self-Assessments

Self-Assessment History

e HIH Achiave Dasired Resu 8 approw qal Stus  Select One

B assessedon =

Assessments

Competency Nome Hald Loval

Hysezsedl o Completed
on Approval Status .y

02ES2014  Approved n2EsE0te

Self-Assessment History

Saarch

few Amsessed Loval  Actic

3-mtprmaiste ()

Actions

\\ Actions
pop-up

MULTI-RATER ASSESSMENTS (MRAS)

Multi-rater assessments (MRAS) are also known as 360° assessments. The LMS
allows you to initiate such an assessment for yourself. In this area of the LMS,
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you may manage your multi-rater assessments and assess others if you have
been approved as a rater.

STEP-BY-STEP (MANAGE YOUR MULTI-RATER ASSESSMENTYS)
1. From the LMS Home page, click on Competencies on the left hand menu.

2. Click on Multi-Rater Assessments on the left hand menu.

3. Multi-Rater Assessments is the default screen. You may click Modify Table to
change the columns of data you see. You also have Print and Export options.

MRA _

Title

Multi-Rater
Assessments

Completed MRAs will be listed under the Completed tab.

Learning
Communities
Contributions
Plans
Competencies
All Competencies
Held Competencies
Required Competencies
Proposed Competencies

Multi-Rater

Assessments

Multi-Rater Assessments for
Others

Multi-Rater Assessments

Current eyl

Multi-Rater Assessments New

Showing 5 out of 5 results
MRA Title
Home

Leamner Test MRA for Approval Process
Second test MRA to approve raters
Test MRA

Test MRA

User Manual Demo

iRater Assessment | Print | Export | Modify Table

Closes On

120312014

120312014

120312014

MRA

InProgress

In Progress

In Progress

In Progress

In Progress

Actions

Edit

Edit

Edit

Edit

Edit

\Completed
tab

4. Click on an MRA Title to view the assessment details. You can see whether
your Nominated Raters have been approved by your supervisor (Approval
Status), and whether he/she has accepted their role as rater on your
assessment (Rater Acceptance). You will also be able to see if your
supervisor has rejected a rater you chose.
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Mam _

MRA Title Learner Test MRA for Approval Process
Description
Ratee NIH Learner
Home Closes On 1213112014
~BEIE Type Competency-based
Communities
Contributions Nominated Raters Print | Export
HETE Rater Name Approval Status Rater Acceptance
Competencies
MIH SystemAdmin Approved Pending
All Competencies
Held Competencies NIH User Pending Pending
Required Competencies NIH LearningAdmin Pending Pending

Proposed Competencies
L 2 MIH LocalleamingAdmin Pending Pending

Multi-Rater
Assessments .
Rejected Raters

Multi-Rater Assessments for )
Others Mo items found

Self-Assessment History
Approval History

Reports

Learner

5. Select the Competencies tab to see the competencies included in your MRA,
as well as their current assessment level. (You may click the title of any
competency to see more details about it.)

e

Competencies
tab

Assessment Details: Learner Test MRA for Approval Process

/Cuné;es Print | Export

Competency Name Cumulative Assessment Level Cumulative Assessment Value
NIH Federal and
Departmental Policies and  In progress In progress

Procedures Knowledge

NIH Strategic Planning In progress In progress

6. From the Multi-Rater Assessments main page, you may also Edit MRA.
Click Edit in the same row as the MRA you want to change.
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Multi-Rater Assessments

Rl CoP'ete _

Multi-Rater Assessments New Multi-Rater Assessment | Print | Export | Modify Table
Showing 5 out of 5 results

Edit
MRA Title Closes On MRA Status Actions ~
Home /
Leamner Test MRA for Approval Process 12/31/12014 In Progress Edit
Learning
Communities Second test MRA to approve raters 12/31/2014 In Progress Edit
Contributions Test MRA 1213172014 In Progress Edit
Plans .
Test MRA InProgress Edit
Competencies
User Manual Demo InProgress Edit

All Competencies

Held Competencies

Required Competencies

Proposed Competencies
Assessments

Multi-Rater Assessments for
Others

You will see the MRA Details screen.
From this screen, you may change the Closes On date.

9. You may also Add Raters to include more people in the MRA. (See steps 10-
13 in STEP-BY-STEP (INITIATE A COMPETENCY MULTI-RATER
ASSESSMENT) above.)
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MRA Details

Type Competency-based
Closes

MRA Title Learner Test MRA for Approval Process - On
Description
Ratee MIH Learner
Closes On 121312014 =
Competencies to be Assessed Print | Export
Competency Name Target
NIH Federal and Departmental Policies and Procedures Knowledge Add

~~ Rater

MNIH Strategic Planning

Raters Add Rater | Print | Export
Rater Name Person Type Approval Status Rater Acceptance Actions
NIH SystemAdmin Other Approved Pending
MIH User Contractor Pending Pending
MNIH LearningAdmin Other Pending Pending
MNIH LocalLearningAdmin ~ Other Pending Pending

Rejected Raters

Mo items found

STEP-BY-STEP (COMPLETE MULTI-RATER ASSESSMENTS FOR
OTHERS)

You could be named as a rater for someone else’s multi-rater assessment. The
following process details how to complete an assessment for someone else.

1. From the LMS Home page, click on Competencies on the left hand menu.
2. Click on Multi-Rater Assessments for Others on the left hand menu.
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3. If you have been approved as a rater for someone else, an assessment will
be listed on the Multi-Rater Assessments for Others screen.

4. Click Launch for any MRAs that are In Progress.

Multi-Rater Assessments for Others

Multi-Rater Assessments Print | Export | Madify Table
Showing 1 out of 1 results
MRA Title Closes On  Ratee MRA Status Rater Status  Actions
Home
Learning NIH MRA test 20140306 MIHEXT 1 InProgress Accepted Launch

Communities

Contributions

Plans

Competencies
All Competencies
Held Competencies
Required Competencies
Proposed Competencies
Multi-Rater Assessments
Assessments for Others
Self-Assessment History

Approval History

Reports

5. Each assessment will give you the opportunity to either reject your role as a
rater or accept your role and complete the assessment. Keep in mind that
comments you enter in the assessment form may be seen by the ratee’s
supervisor.

6. Assessments you have completed in the past will be found under the
Completed tab.

GENERATING REPORTS (REPORTS)

Under Reports on the left hand menu, the learner has access to a variety of
reports in the LMS. Reports have the Execute, Email and Subscribe options it
use.
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Reports

Name

Report Template

Configure | Save Search Query

Home

Reports
Learning
Communities Name Report Template
SRS Certification Certification
Plans DashboardBy ~ Dashboard By
Learner Learner

Competencies

Competency
ST romace

Learner

Completed Completed Courses
Courses - Template for
Leamer Learners

Category

Description

information

The report is for all the

competencies attachedto a

learner.

~ link
Engine Type Actic
This report enables a learmner to Managed

see all certification-related

-Select One- -

Actions

Search Email
Execute

Subscribe i
Print | Export | Modify T Actions

Actic
Report ctions

Managed

Report Actions

SabaAdhoc  Aclions

If the Email option is selected a screen will open for the Learner to enter the
e-mail address to where the report will be sent.

Learner can also click Preview Report to see the Report before sending or
just click Send to send the report.

Run Reports = Email Complete...

To Email Address(es) (Enter one

olons ().
Exam @email.com;
msmith@email.com)* Character Limit:255

Mail Text*

Character Limit:255

Email Completed Courses - Learner

Subject* Completed Courses - Learner

Preview Report

*=required

Preview
Report

Send Cancel

The Execute option will run the report and display the report on the screen.

Note: Depending on the report selected additional criteria might be needed

before running the report.

The Subscribe option will open the Report Subscription screen.

Click on the New Report Subscription link.
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Report Subscription for Completed Courses - Learner

Fun Reports = Report Subscri...
Report Subscription Mew Report Subscription /

New Report
L~ Subscription

Mo items found

1. The Report Subscription Screen will open and the Learner can enter an e-
mail address and select a frequency criteria for the report. The report will be
sent to the e-mail address on the selected frequency (weekly, daily, etc.).

Report Subscription for Completed Courses -
Learner

Run Reports = Report Subscri.. = Report Subscri... * = required

Report Subscription Name*
Description®

To Email Address{es) (Enter one il
or more email addresses

separated by semi-colons ().

Example: jdoe@email.com; >

msmith@email.com)* Character Limit:255
Subject* Completed Courses - Learner
Mail Text* I
Character Limit:255
Occurs @ Daily Occurs Daily
) Weekly Ever® 1 day(s)
) Monthly
Frequency @ Once Frequency-Once
© Bvery 1 Hour(s} ~ Start Time* " lam. # pm.
Start Date® G|
Preview Report Save Cancel
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HELPFUL INFORMATION

HHS Learning Portal log on page
https://Ims.learning.hhs.gov

NIH Training Center website
http://trainingcenter.nih.gov

NIH LMS Training Course Information
http://trainingcenter.nih.gov/Ims courses.html

NIH LMS Support webpage
http://hr.od.nih.gov/hrsystems/benefits/Ims/Imssupport.htm
LMS Administrators in the ICs

http://hr.od.nih.gov/hrsystems/benefits/Ims/documents/ListofICLMSAdmini
strators.pdf

HR SYSTEMS HELP DESK TICKETS- Use this link to submit your Help Desk
tickets.

http://intrahr.od.nih.gov/helpdeskform.htm
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