LMS Step-by-Step Guide

My Learning Plan
Part I: Adding an Activity

Step 1 Log into LMS at https://Ims.learning.hhs.gov/Saba/Web/Main, and you will arrive at the
Homepage screen.

4 Preferences @ Hep B Logout

- Learning Competencies Collaboration Wy Learning Plan Reports My Priofile

@0 - Announcements for NIH Staff @ fnnouncements

wielcorme to the HHS Learning Portal

Please contact the NIH LMS Team at LMSSupport@mail.nih.gov with questions and fee

r Select the My
Learning

Browse through the catalog and register for HHS University instructor-le
FREE online learning courses from Skillsoft and HHS are also available,

Looking for NBS GovTrip classes?
Job Aid: Searching for Offerings

+ Click here for Upcarming Support Workshops.

. Click here for WAVE 3 classes. Having problems? Please contact the HHS Learning Portal HelpDesk at1-
+ Click here for WaVE 4 classes. experience any technical problems,

HPOC classes (HPOCs are the first level of support for their IC for the GovTrip System.)

@ Current Enrollments
. Click here for WAVE 4 HPOC classes. These classes are only for HPOCs.,

Name

User Acceptance Testing of 5.4 Upgrade

User Acceptance Testing of 5.4 Upgrade
Books 24x7

. Mew Features for End Users in ticrosoft Office 2007 Books 247

+ MIH MoFEAR Act Training

Course Recommendations:

Commmand-line Administration in WebSphers 5.0

. . . . . Foundations of Gramrmar
**Mac users: view enline courses with Firefox, not Safari.
PC users: view online courses with Internet Explorer, not Firefox.**

All Enroliments

@ Catalog Search

You may use an asterisk * as a wildcard character,

Step 2 You will arrive at the My Learning Plan Homepage.

ﬂ= Preferences @ Help

Welcome

Home Learning Compatencies Collaboration Reports vy Profile

My Plans My View
Rty Wl
Plan Approvals

Wiewr the activities that are on your current Plans. Goals that are visible to assignees only are not included in Plans. For suggestions for more activities, see recommendations.
Recommendations For Me oAl P

View Activilies View Plans

[Elview current Activities Ohview Closed Activities Group By | Activity Type | Add Activity

Select the
Add Activity

Ims.learning.hhs.qr


https://lms.learning.hhs.gov/Saba/Web/Main

Step 3 Select the Activity Type

https:/fims. learning.hhs.gov - HHS Learning Portal - Microsoft Internet Explorer

Pick Activity Type

Select Activity Type.

1) Select an
@ Course y Activi
() Certification
(3 Curriculum
(& Competency
) Goal
(7 Continuing Education

2) Click Next
:> Mext Cancel

Mate: If an activity does not fit the criteria of at least one plan, then the activity is not displayed on the
activity page.

@ Done é @ Trusted sites

Step 4 If you select “Goal” you will come to a unique page. The information at the top does not
apply to NIH.

New Goal

* = require

. This screen is used to create, update, copy and close-out Critical Elements for Performance Plans and Activities such as DOES nOt apply
external courses for Learning Plans. To create the ADMINISTRATIVE REQUIREMENTS elernent description for PRaP

click here
. Faor Performance Plans; all, Management Chain and Managernent Reports are the recommended VISIBILITY options, ‘% tO N I H

wizibility to just Supervisors and Managers, use the Management Chain selection,
To view detailed definitions of “visibility” options click here.

. Itis easier to write long narratives for the “Description™ field off-line in Wword and then copyspaste in while creating or updating
the goal,

. Once a “Goal™ is saved, attachrments can be added using the “Add Attachment” link at the bottom,
. A Goal can be assigned to multiple individuals uzing the “Copy™ and then “Assign to Multiple ” buttans at the bottom,

Title/ Element I

Marne™

Description

[required for

Ferformance

Plansz) (

Character Limit : 5000 1) SEIeCt the
Assignes JONATHAM LAPPIN y T e to
Categary® [-Select One-

Start Date® 12/02/2003 &




Step 5 Changing the Type will update the page. Red fields are required.

New Goal |

n

Does not apply

This screen is uzed to create, update, copy and close-out Critical Elements for Performance Plans and Acti
external courses for Learning Plans. To create the ADMIMISTRATIVE REQUIREMENTS elerment description for
For Performance Plans; &ll, Management Chain and tanagement Reports are the recommended YIS t
wisibility to just Supervisors and fanagers, use the Management Chain selection.

To wiew detailed definitions of *wisibility™ options click here.

It iz easier to write long narratives for the “Description” field off-line in vword and then copyf paste inwhile cred
the goal,

once 4 “Goal” is saved, attachments can be added using the “Add Attachment™ link at the bottomn,

. A Goal can be assigned to multiple individuals using the “Copy™ and then “Assign to Multiple ™ buttons at the bottorm.

Mame™

Description (required for
Performance Plans)

Character Limit : 5000
Assignee JONATHAN LAPPIN

Type® Learning Goal =
Start Date*™ 12/02/2003 &

Due Date” [
wisibility [Management Chain j 2) Press Save When

Save  Close



My Learning Plan
Part Il: Deleting an Activity

Seb L Start from the My Success Plan Homepage.
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Horne Learning Competencies Collaboration Reports 4 Profila m

My Plans My View
Ry Wiewr

Plan Approvals Wiewr the activities that are on your curreng P thi
Recommendations For Me

View Activities | Wiew Plans
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Select the View

ded fn Plans. For suggestions for more activities, see recommendations.

{Elview current Activities Chview Closed Activities Group By | Activity Type | Add Activity

Diane Ims. learming.hhs.g

Step 2 From the View Plans Tab, select the plan with the activity you wish to delete.

B calendar @ Preferences @ Help B Logout Welsome

Horme Learning Compatencies Collaboration Reports w4y Profila m

My Plans My View
- My Wiew
Pl
n Apprnvalls View Acthvities View Plans
Recommendations For Me
Create Mew Plan
Elview current plans Crview Closed Plans Wiew By | All |

Learning Plan Print | Export | Modify Table
Plan Hame Start Date End Date Status Actions
Learning Plan Activated Delete

R Select a Learning

Cong Iz learring. hhs. ooy 8%




Step 3 In your Learning Plan Details, select Actions next to the goal you wish to delete.

= -
M calendar o4 Preferences @ Hep B Logout

‘Welcome

it MEALr

S

%
Home Learning Competencies Collaboration Reparts iy Profile _

My Plans Plan Details: Learning Plan

B =
- by e
Plan Approvals
Recommendations For e Back To My Wiew Printer Friendby Wiew
Activities Details Change Log
Mame Learning Plan Status Activated
Assignee Approval Policy Mo Approwal
@Wiew Current Activities OWiew Closed Activities

Assigned Learning Add Activity | Modify Table

Name Version Type Due Date Completed On Status Source Actions
e —| i
Goal 1 Goal 07 F10/2009 [ — Actions
Narratives

Ho items found
Select
Back To iy view

Printer Friendby Wiew

@ Done

S @ Trusted sites

Step 4 Select the link labled Remove Completely in the Actions bubble.
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i calendar & Preferences @ Hep B* Logout
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Home Learning Competencies Collaboration Reports #hy Profile _

My Plans Plan Details: Learning Plan
- by W iewe
Plan Approvals

Recommendations For Me

Back To by Wiew Printer Friendly Wiew
Activities Details Change Log
Mame Learning Plan Status Activated
Assignee Approval Policy  No Approval Ko
@ wview Current Activities ) wiew Closed Activities

Report Progress
Remove Completely

. . Wiew Notes
Assigned Learning

Add Activity | Medify TaL

Hame Version Type Due Date Completed On Status Source Actions
| i
Goal 1 Goal 07 /1042009 e 0% Compieted Actions
Harratives

Mo items found

Select
Back To tdy Wiew Printer Friendly Wiew Remove
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