LMS Step-by-Step Guide

Running Competency Reports

Log into LMS at https://Ims.learning.hhs.gov/Saba/Web/Main, and you will
arrive at the Homepage screen.
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You will arrive at the Human Capital Administrator Homepage. Click on the

Step 2
h Reports Tab.
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The competency Reports are listed under the Assessment group, press the “+”
sign to expand the list. There are three reports listed here: 1) Competency
Assessment by Competency Detail 2) Competency Assessment by Job Series
Detail 3) Competency Assessment by Job

Step 3

Series Summary.
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Thiz report will provide competency

assessment information on learner, by
competency.,

2) Select one of the
This report will provide competency
assessment information on learner, by job
type.

three competency

Thiz report will provide a summary of
competency assessment information on
learrners, by job type,
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Explanation of the Reports

Note: The Organization ID criteria of all the reports is the same thing as a SAC code, you can
enter in a parent SAC code to pull up all of the child org’s data. For example, you can enter HN
to search all of NIH. A detailed list of SAC Codes can be found at
http://www1.od.nih.gov/oma/manualchapters/management/1123/

Note: In each of the reports you have an option to add in a range of assessment dates. If you
enter dates, it will only show you information from assessments completed in that period. If
you do not enter dates it will show you all individuals that fit into the category whether they
have completed an assessment or not.

Competency Assessment by Competency Detail J

This report allows you to enter in a specific competency, SAC code, and dates of
assessment. It is designed to provide a list of individuals who have assessed on that
competency and what those values were.

,‘* Competency Assessment by Competency Detail Report
&£

Competency Name: NIH Communications
(Organization ID: HN

Pay Grade:
Start Date: 9/11/2009
R 116:2009 Summary of criteria entered

FIRST NAME USERNAME ARGE ASSESSMENT
DATE

09751 42002
D&715/2008
0971172009
0471172008
09712009
0971172009

Totals of data displayed. In | If date is blank, user has not |

This information hidden
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to protect user's identity
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Competency Assessment by Job Series Detail J

This report allows you to search for assessments in a particular job series. It will
display all of the individuals who fit into the category you display along with the
competencies they have been assigned/assessed.

& w, Competency Assessment by Job Series Detail Report

Job Series: 0343-MANAGEMENT AND PROGRAM ANALYSIS SERIES
(Organization ID: HN

Pay Grade:

Start Date: 9/11/2009

End Date: Gap for each

LAST MAME EIRST NAME USERNOME 1s ORG 1D BSSESSMENT COMPETEHCY HOME TORGET MAMAGER 5 GLP TOTAL
Grade ) T 7] i “GAF

“LEVEL “LEVEL

MIH Process hBnagement 3 o 1] 1]
MIH Program hBnagement 3 o 1] 1] -3
MNIH Legislation, Policy and Procedurs 4 i} 1} 1] -4
Research
MNIH QualitativesQuantitative Analysis 3 1] 1] 1] -3
HIH hanagement Anahyzis 4 1] 1] 1] -4
-1z
HIH hanagement Anahyzis 3 1] 1] 1] -3
. . NIH QualitativesQuantitative Analysis 3 1] 1] 1] -3
Competencies Assigned to
. . . MNIH Process hBnagement 3 1] 1] 1] -3
individual and o
MIH Legislation, Policy and Procedurs 3 3 1] 3 il
Research
HIH Program hnagement 3 1] 1] 1] -3
. ________________________________________________________| 03425:2009 -2
MIH Dualitatives Quantitative Analysis 4 o 3 3 -1
NIH Legizlation, Policy and Procedurs 4 o 3 3 -1

Research




Competency Assessment by Job Series Summary J

This report provides a summary of the data obtained in the Job Series Detailed
report. It is designed to help the user identify the most critical competencies and
their gaps based upon occupational series.

LRI

&, Competency Assessment by Job Series Summary

"; {_ Job Series: 0343-MANAGEMENT AND PROGRAM ANALYSIS SERIES
ﬂl"’m‘_“m Organization ID: HN

Pay Grade:

Start Date: 9/1/2009

End Date: 9/30/2009

COMPETENCY NAME % BELOW % TARGET % ABOVE #PP #PP # PP ASSESSED TOTAL #
ASSESSED ABOVE ASSESSED
OH TARGET
NIH Change Leadership 0% 0% 100% 0 0 1 1
NIH Coaching 0% 100% 0% 0 1 0 1
NIH Communications 60% 40% 0% 3 2 0 5
NIH Conflict Resolution 0% 100% 0% 0 1 0 1
NIH Continuous Development 0% 100% 0% 0 1 0 1
NIH Continuous Improvement 40% 60% 0% 2 3 0 5
HNIH Continuous Learning and 50% 50% 0% 1 1 0 2
Self-Development
NIH Customer Service 0% 100% 0% 0 3 0 3
HIH Decision Guality 0% 0% 100% 0 0 1 1
NIH Delegation 100% 0% 0% 1 1] 0 1
NIH Initiative 100% 0% 0% 1 1] 0 1
NIH Knowledge Management 0% 100% 0% 0 2 0 2
NIH Knowledge Sharing 100% 0% 0% 2 0 0 2
HIH Legislation, Policy and 25% T5% 0% 1 3 0 4
Procedure Research
NIH Management Analysis 20% 40% 40% 1 2 2 5
NIH Organizational Awarenes 100% 0% 0% 1 0 0 1
NIH Problem Solving B67% 3% 0% 2 1 0 3
NIH Process Management 13% 50% 38% 1 4 3 8
NIH Program Managemeint 0% 43% 5T% 0 3 4 7
NIH Cualitative ‘Guantitative 20% 60% 20% 1 3 1 5
Analysis

For a detailed list of the individuals
who are included in the list, click the The criticality of the numbers can be

identified by comparing the total




