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LEARNING ADMINISTRATOR

INTRODUCTION

HHS Learning Portal/LMS: These terms 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. The following are some concepts and terms you should
understand before beginning to perform administrative 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 (PIl) 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 Corp Personnel Database

Anyone given an NIH Enterprise Directory (NED) account will automatically
be given an LMS account. Due to the nightly updates, all data changed
in the learner profile will be overwritten, with the exception of the learner
e-mail and manager fields and account code.

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

e E-mail: Accurate email addresses in the LMS will ensure learners
receive notifications generated by the LMS.

e Manager: Manager data is generated by the last timecard approved for
all Federal employees. Non-Federal employees do not have managers
assigned however they can be updated by Local Learning Registrars
and People Administrators.

e Organization: LMS learner accounts are grouped in the system
according to Organization/SAC Code. (See Appendix A.) Errors in this
data must be corrected in the HR system for the learner. Once the
data is updated in the HR system, it will be updated in the LMS the
following day.
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SECURITY DOMAINS

Security Domains in the LMS are used to segment users into hierarchical groups
of people who should all have the same basic security permissions. The HHS
Learning Portal is comprised of many domains; some of which are strictly
dedicated to NIH, its staff and learning resources. (See Appendix C for a graphic
depiction.)

These domains allow for the partitioning of the following components that may be
managed by various administrator security roles:

Component Example...

Business rules NIH offerings with tuition require manager approval prior to registration
confirmation.

Notifications NIH email notifications include NIH-specific information and logos.

Locations, facilities, NIH resources are only available to NIH administrators in the LMS.

and rooms

User accounts Only NIH administrators may access and modify the accounts of NIH
staff.

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.

LMS users are unable to see information in domains that are at a higher or
equal level in the hierarchy. Their permissions trickle down, which means they
can see items in their own domain and sub-domains only.

The following are all sub-domains of the NIH domain:

NIH Training Center (NIHTC)

Clinical Center (CC)

Center for Information Technology (CIT)

Office of Research Services (ORS)

National Institutes of Allergy and Infectious Diseases (NIAID)
NIH Common

For a graphic representation of the HHS Learning Portal domain structure
please refer to Appendix C of this document.
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SECURITY ROLES

Security Roles further define the permissions of individual users in a security
domain. Most of the security roles in the LMS are ‘tied’ to the domain (e.g., a
user assigned the Learning Administrator security role at the NIH domain has
permission to manage NIH courses, as well as everything in NIH sub-
domains).

Every user in the LMS has the Learner security role. If a learner designated as
the Manager in someone’s LMS profile, they will automatically have the role of
Manager/Supervisor assigned to them.

Domain-Specific Security Roles include:

Learning Administrator
Content Administrator
Domain System Administrator
People Administrator

There is one Security Role that is defined by Organization/SAC code instead of
the domain which is the Local Learning Registrar (LLR). This restricts the LLR to
performing actions associated with learners within a specific organization or SAC
code.

LEARNING ADMINISTRATOR ROLE

The LMS Learning Administrator role is for those who manage courses,
offerings, resources, certifications, and curricula. With Learning Administrator
privileges you will be able to do the following:

Create/edit locations, facilities, rooms, equipment, and inventory items
Create/edit courses

Create/edit offerings

Create/edit catalog categories

Manage a roster

Manage learning requests

Register learners for offerings

Place orders for multiple learners

View enrollments, curricula, certifications and/or courses assigned to others
View and edit transcripts for other learners

Add external learning to transcripts

Create/edit certifications and curricula

Generate various reports

This user manual will guide you through the process of using the privileges
assigned to you as a Learning Administrator.
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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:

» by associating audience types and subtypes at the course level

» by attaching audience types with seat percentages at the delivery type
level

> by specifying seat numbers for audience subtypes at the offering level.

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.

Closing a Competency Gap — A competency gap can be closed by
increasing the calculated gap number to zero or higher. Closing the gap can
be accomplished by completing or updating a learner self-assessment, or a
manager/supervisor assessment, usually after relevant training has been
completed or additional experience has been gained.

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 “required”

and assessed competencies are “held.”

Competency Gap — This is a measure of the learner’s current competency
proficiency minus his/her required competency proficiency level. This value
indicates how much training, development, and learning is needed in order
to make measurable increases to performance.

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.

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

Job Roles — Roles identify specific skills required to perform a job. Roles can be
shared across multiple jobs. Role definitions may include:

» Competencies — competencies required to perform the role (including
criticality of the competency and minimum required proficiency)

» Certifications — certifications required to perform the role.
» Curricula — curricula required to perform the role.
» Attachments — additional information about the job role.

Jobs — In the LMS, jobs are listed according to the OPM job series number. A
job can be a collection of roles. It can inherits the competencies, certifications,
curricula and attachments of the associated roles. Job definitions may include:

» Roles — define the functional responsibilities for the job.

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

» Attachments — additional information about the job function.

Learning Plan — Learning plans allow learners to keep track of learning offerings
and other tasks needed for general development. Every LMS 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 an administrator signs another person up for
an offering.

Prescriptive Rule — Prescriptive rules are used to dynamically assign goals or
learning (offerings, courses, certifications, curricula, etc.) to people as a group.
Prescriptive rules are defined to assign the prescribed goals/learning.

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.
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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.

Security Role — A security role is a set of privileges assigned to a user. A user
can be a learner, a manager, an alternate manager, a registrar, an instructor, or
an administrator. The permissions granted to a user through a security role
apply to the specified domain.

Session Template — A session template is a general format used to show the
learner when a course is being offered. Session templates should contain the
day and time the offering will be held. Examples of session templates are:

» Mon 9 - 11
> Mon-Wed9-5
» Mon, Wed, Fri 1 —4:30

Surveys — 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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CATALOG CONFIGURATION

CATEGORIES

Categories are used to group courses so that learners can find them easily when
searching the catalog by category. It is beneficial for your IC to have its own
category. Subcategories can be created to further organize courses into logical
groups.

| CREATING CATEGORIES

1. Select the Admin Icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access! Nm)} NIH LearningAdmin

2. Select Categories in the left navigation menu.

e Courses
Offerings Title Course ID
Learning Requests Domain @ Audience TypeiSubtype . @

StlscupRon P Configure | Save Search Query

Subscription Order History Search

Easy Entry Templates
Course Mew Course |
Session Templates
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories «f—
Certifications
Curricula
Blended Programs
Interest List
Resources
Pricing
Continuing Education Plans
Knowledge Base
Production Repository
Content Tools

Reports

Learning Administration
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3. Click the New Category link.

Categories

Mame Domain =

Configure | Save Search Query
Search

Categories —»llew Category

4. In the Name field, enter the name of your category.

5. In the Description field, enter a brief explanation of the types of courses that
will be found in the category. (optional)

6. From the Parent Category field, select the category under which you want
your category to appear in the catalog (e.g., “01 — NIH Courses”).

NOTE: It is recommended that new categories have the “01 — NIH Courses”
category as their parent category. This will ensure that your courses will be
found when a learner browses the LMS catalog for all NIH related training.

7. Click the Save button.

New Category

Mame* Sample Category

Description Enter a description here

Disable Category E

Parent Category 01 - NIH Courses &
.

Domain* NIH &

Category Deeplink URL

—l Save Cancel
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8. Click the Add Owner link.

Category Details: Sample Category

Name* Sample Categary

Description Enter a description here

Disable Category C

Parent Category 01 - NIH Courses &
Domain MIH

Category

hitps:iftest learning. hhs gowSabaiWeb/Cloud/goto/BrowseCategoryURL?

Deeplink URL  categoryld=nifid000000000031106&isTop=false
Owner —P-Add Owner
Mo items found

Save Cancel

9. Enter search criteria for an owner and click the Search button.
10.Click the checkbox associated the owner’'s name.
11.Click the Select button.

12.The owner will now be displayed on the Category Details screen.

Search Person, Internal
Supervisors: you can easily display all of your staff by entering your login ID into the "Manager™ field, clicking
the Magnifying Glass graphic, and then clicking the "Search™ button.
Population™® Internal |z| First Name nik
Last Name leaming Person ID
—
Usemame Manager &)
i =
Organization !E Location |g,
. (&
Domain & Person Type -Select One- B
Security Roles  -Select One- |Z| Include All Suborganizations [
—fp Search
Select
People Print | Export
Showing 1 out of 1 resulis
[ First Name |Last Name Username Person Type Person ID Organization Location Manager
@ MIH LeamingAdmin  MNIHLEARNINGADMIN  Other 00165951 HMNAME MIHMANAGER
- Select Close
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NOTE: You may disable a category at any time by clicking the Disable Category
checkbox.

Category Details: Sample Category

Sample Category

MName*

Description Enter a description here

Disable Category - [

Parent Category 01 - NIH Courses ™)
Damain MNIH

Category hitps:itestlearning.hhs.gowsSabaVeb/Cloudigota/BrowseCategorylURL?

Deeplink URL  categoryld=nifid000000000031106&isTop=false

Owner Add Owner
Name Actions
NIH LearningAdmin - Dclcte

= Save Cancel

NOTE: You may delete an owner at any time by clicking the Delete link in the
Actions column.

13.Click the Save button.
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‘ DELETING CATEGORIES

1. Select the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access! | L % - .NIH)} NIH LearningAdmin

2. Select Categories in the left navigation menu.
3. Enter the name of the category in the Name field.
4. Click the Search button.
5. Click the Delete link in the Actions column.
R Categories
Courses
Offerings Name sample category Domain |E
Sboaipon ek - Configure | Save Search Query
Subscription Order History Search  d—
E25Y NN emMates Categories Mew Category | Print | Export | Modify Table
Session Templates Showing 1 out of 1 rasults
i Name Description Domain Actions
Catalog Guide
e Sample Category Enter a description nere MNIH =P Delete
Tasks

Cerlificale Templales

Certmicate |emplate Keyworads

Ceriifications

6. Click OK in the confirmation popup.

Message from webpage

il

:I Are you sure you want to delete?

—»| ok || Cancl

7. The category is

now deleted.

IMPORTANT! It is recommended that you disable categories that you don’t wish
to use rather than delete them. Other courses that you are unaware of may also

use the category.

Page | 11



MANAGING RESOURCES

LOCATIONS

Locations are used in the system primarily to deliver learning in your education
services operation and optimize the use of learning resources in your
organization. Use locations to define places where scheduled offerings are
delivered and where resources are located.

Locations are required for instructor-led training, and identify the places
where scheduled learning offerings (i.e. classes) are delivered. Locations
must be assigned to all instructor-led scheduled offerings. The locations
must be set up in advance, prior to creating and assigning them to scheduled
offerings. Please search for and modify existing locations before creating
new ones.

Some examples of locations are:
NIH Training Center

Center for Information Technology
YourIC...?

Document the names of the locations, facilities, and rooms that you are using
so you can find them later.

| CREATING LOCATIONS

1.

Click the Admin Icon.

A& HHS Learning Portal

o

‘,\-'; The Joy of Learning Enabled Through Access! | ; b | 'NII-I)} MIH LearningAdmin

2. Click the Resources link.
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Catalog

Offerings

Subscription Orders
Subscription Order History
Easy Entry Templates
Session Templates
Audience Types

Catalog Guide

Packages

Tasks

Cerificate Templates

Categories
Certifications
Curricula

Blended Programs

Resources =

Continuing Education Plans

Certificate Template Keywords

Courses

Title

Domain

Configure | Save Search Query

Course

Course ID

@ Audience Type/Subtype

Search

Mew Course |

3. Click the Locations link.

Calalog

Resources

Localions aff—
Facilities

Raams

Equipmant
Equipment Categories
Irvventory

Inventory Categories

Co

nuing Education Plans
Leaming Administration
Legacy Assessments
Enowledge Base
Pradudion Repasitory
Content Tools

Pricing

Reports

People

Population* Internal =

Lisemame
First Name
Organization
Rale

Audience Type
Competency
Cedification
City

Country

Caontigure | Save Search Query

People

Person D

Manager
Last Name
Locatian
Jab
Damain

Proficiency Level

B EEEE

Cerification Status -Select One-
State

Include All Subarganizations |

=

B E R R

Svarch
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4. Click the New Location link.

Catalo 3
2 Locations
Resources
People Hame
Confgura | Save Seach Query
Search
Facilities
Rooms "
Locations =P [ew Location
Equipment

Equipment Categories

Inventary

Inventory Categories
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools
Pricing

Reports

5. Enter all available information for the new location then click the Save button.

New Location
Mumber
Name* Sample Location
Enabled v
Location Type* Talent & Learning ~
Address 1 1000 Main Street
Address 2
City Bethesda
State MD
Zipcode 20785
Country us
Administrator NIHLEARNINGADMIN IE!.
Phone 1 301-435-1000
Phone 2
Email sample@nih.gov
Fax
Department ID |E|.
Domain® NH &
TimeZone* (GMT-05:00) Eastern Time (US & Canada) -
Other Information
Description
il Save Cancel

NOTE: All fields in RED are required to save.
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6. The screen will refresh displaying the Related Info tab and the Owner section.

Location Details: Sample Location

Number
MName*
Enabled
Location Type*
Address 1
Address 2
City

State
Zipcode
Country
Administrator
Phone 1
Phone 2
Email

Fax

Department ID

Domain®

TimeZone®

Owner

Mo items found

Other Information

Description

00014737
Sample Location
2

Learning v

1000 Main Street

Bethesda
MD
20785
us

MNIHLEARNINGADMIN

301-435-1000

sample@nih.gov

NIH

(GMT-05:00) Eastern Time (US & Canada)

—p Add Owner

Save Cancel
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ADDING AN OWNER TO A LOCATION

1. After saving the location, click the Add Owner link to add the person
responsible for managing the location.

Owner

m— Add Owner

MNo items found

2. Enter the search criteria for the owner and click Search.
3. Click the Checkbox next to the name of the owner.
4. Click the Select button.

Search Person, Internal
Supervisors: you can easily display all of your staff by entering your login ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search™ button.
Population* Internal |Z| First Name MNIH
Last Name Learning Perzon ID
o
Username Manager 'i'
oyl rdl
Organization !."i Location EJ
Domain |§7 Person Type -Select One- lz‘
Security Roles  -Select One- |Z| Include All Suborganizations [
—Jp  Search
Select
People Print | Export
Showing 1 out of 1 results
[ First Name |Last Name Username Person Type Person ID Organization Location Manager
[ nNH LeamingAdmin MNIHLEARNINGADMIN Other 00165951 HNAMGE MNIHMANAGER
—  Select Close

5. The owner will now appear at the bottom of the Location Details screen.

NOTE: You may delete an owner by clicking the Delete link in the Actions
column for the appropriate owner.

Owner

Name

MIH LearningAdmin

Add Owner

Actions

—p [lclete

NOTE: You may add multiple owners by repeating these steps.
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‘ADDING ATTACHMENTS TO LOCATIONS
1. Click the Related Info tab.

Location Details: Sample Location
Number 00014737

Name* Sample Location

Enabled v

Location Type* Learning gl

Address 1 1000 Main Street

Address 2

City Bethesda

State MD

Zipcode 20785

Country us

Administrator NIHLEARNINGADMIN &
Phane 1 301-435-1000

Phone 2

Email sample@nih.gov

6. Click the Add Attachment link.

Location Details: Sample Location

Attachments —» Add Attachment

Mo items found

Notes Add MNotes

Mo items found

7. Attachment Name - Enter a name for the attachment in this field.

8. Type - Select the radio button that describes the type of attachment.

9. URL - enter a valid URL for the website.

10.File — Click Browse to search your computer for the file to be attached.
11.Category - Select a Category for the attachment from the pull-down menu.
12.Locale — This should be set to English which is the default setting.

13.1s Private — Check this checkbox if you would like to restrict visibility of the
attachment to users registered for an offering at the location.
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14.Click the Save button.

New Attachment

*=required

Attachment Name* | NIHTC Website

Type™ @ yrRL  hitp/Arainingcenter.nin.gov

' File Browse...
Categony® Website E
Locale* EnglishE
|5 Private | |

—fp  Save Close

Your attachment will now appear on the Location Details screen.

Click the Attachment Name link to open it and verify that the file/URL works
properly.

Click the Edit Attachment link in the Actions column to return to the attachment
details and make changes.

Click the Delete Attachment link in the Actions column to remove the attachment
from the location.

Location Details: Sample Location

Attachments Add Attachment | Print | Export

Attachment Name Type Category Locale Private  Actions

NIHTC Website URL  Website Engish  No P Edit Attachment

“ Delete Attachment eff—

NOTE: You may add as many attachments as needed by repeating these steps.
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‘ADDING NOTES TO LOCATIONS
1. Click the Add Notes link.

Location Details: Sample Location

Attachments Add Attachment

Mo items found

MNotes — Add Notes

Mo items found

2. Select a Category for the note from the Category drop-down menu.

3. Enter the note in the Notes field.
4. Click the Save button.

New Note
Categony™® Administrative E‘-
Motes* =3 Thiz location belongs to NIH. .

—P Save Close

5. Notes will appear on the Related Info tab of the Location Detail

Location Details: Sample Location

Attachments Add Attachment

Mo items found

Notes Add Notes | Print | Expart | Modify Table
Created by Created On Note
MIHLEARMIMGADMIMN 02192015 This location belongs to MIH.

NOTE: Notes are permanent and cannot be deleted or edited. You
additional notes as needed.

S screen.

may add
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‘ MODIFYING LOCATIONS

1. Select the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access/ | ; b 4 - | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

i Courses
Offerings Title Course ID
| ol
Subscription Orders Domain | & Audience Type/Subtype &
e - S
Subscription Grder History Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course New Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
RESOUICE:S efm—
3. Select Locations in the left navigation menu.
Catalog people
Resources
Localion:s e —
Usemame Manager &
Facimes
Firsl Name Lasl Mame
Ruoms e i
Organization & Location iy
Lauipment :
Hole ﬁ Jlah g
Equipmenl Caleguories i} 5
Audglence Type & ooman &
Irnventiary
1 =
el o Tl Compelency = Pioficency Level =
e : Certification 2; Certification Status -Select One- -
Confinuing Cducation Plans
Leaming Administration g D
| agacy Assessmants Gountry Include All Suborganizations
Knowledge Base Configure | Save Search Query
Search
Production Repasitory

4. Enter the name of the location in the Name field.
5. Click the Search button.
6. Click the location name.
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Catalog Locations

Resources
People Name Sample Location <
Conigure | Save Search Quer

Facilities it o

Rooms < : : :
Locations Mew Location | Print | Export | Madify Table

Equipment Showing 1 out of 1 results

Equipment Categories
Name  City Administrator Phone 1 Email Fax |Location Type Actions

Inventory

R R _pfoacrr;ﬁ';n Bethesda NIHLEARNINGADMIN 30143%" sample@nin gov Leaming Delete

7. Modify the location details as needed then click the Save button.

Location Details: Sample Location

Mumber 00014737

Name® Sample Location

Enabled v

Location Type* Learning -

Addrese 1 1000 Main Street

Address 2

City Bethesda

Gtate MD

Zipcode 20785

Country us

Adrminislialon NIHLEARNINGADMIN |E

Fhone 1 301-435-1000

Phone 2

Email sample@nin.gov

Fax

Department ID I_ET

Domain® NIH |E

TimeZone* (GMT-05:00) Eastern Time {(US & Canada) -
Ownear Add Owner
Name Actions

MIH | eamingAdmin Nelate

Other Information

Description

—  SAVE Cancel

Page | 21



DELETING LOCATIONS

IMPORTANT! You should only delete Locations that you created. Once a location
is associated with an offering or delivery type, the location cannot be deleted until
that relationship is broken.

1. Select the Amin lcon.

P2 HHS Learning Portal

The Joy of Learning Enabled Through Access! | & % o | 'MH)} NIH LearningAdmin

2. Click the Resources in the left menu.

i Courses
Offerings Title Course ID
¥l =
Subscription Orders Domain |£]] audience Type/subtype [r=
Subscripti e ¢
ST AL TR R Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course New Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
RES50UCE S afm—
3. Select Locations in the left navigation menu
Calaluyg
ke People
Resources
Locahons +=—
Usemame Manager |
Facililivs
Firat Namea L astName
Rooms - ==
Urganization & Locaton &
Equipment = v
Role &) Job &,
Fouipment Categories
Audience Type g Domain E’
Inventory
| e &=
Inventon Calegories Competency & Proficiency | evel L
Gontinuing Education Plans Certfication 2’ Cerincation Status -Select One- -
Learning Adminisiration cny State
Lag: Counlry Include All Suborganizalions ||
Knowledye Base Configure | Save Search Guery
Search
I’roguction Repository

4. Enter the name of the location in the Name field.
5. Click the Search button.
6. Click the location name.
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Catalog :
3 Locations
Resources
People Mame  Sample Location T
Configure | Save Search Query
Facilities Search o—
Rooms g i
Locations New Location | Print | Cxport | Modify Tably
Equipmant Showing 1 out of 1 results
Equipment Categories
Name  City Administrator Phone 1 Email Fax Location Type Actions
Inventory
Sampl -435-
Inventory Categories PAMP®  Beimesda NIHLEARMINGADMIN 017 samplegnin.gov Leaming = Dclete

7. Click OK in the confirmation dialog box.

Message from webpage

S

|:e] Are you sure you want to delete?

—>ox |

Cancel ]

8. The location is now deleted from the LMS.

NOTE: If you cannot delete a location because it has been associated with an
offering, you can alternatively disable the location so it can no longer be used.

Disable a location: In step 6, click the title of the location, then uncheck the
Enable checkbox on the Location Details screen.

Humber

Mame*

Enabled

Location Type*

Location Details: Sample Location

00014737

Sample Location

v

Learning -

6. Click the Save button at the bottom of the page.
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FACILITIES

Facilities are the actual buildings or units used to deliver scheduled offerings
associated with a location. The facilities contain the rooms that will be used to hold
the training classes. The facilities must be set up in advance, prior to creating and
assigning them to scheduled offerings.

IMPORTANT! You must assign facilities to locations in order to be able to use
them.

IMPORTANT! Please search for and modify existing facilities before creating new
ones.

Some examples of Facilities at NIH are:
Building 31 (NIH Main Campus)
Parklawn Building (Fishers Lane — Bethesda, MD)

Document the names of the locations, facilities, and rooms that you are using so
you can find them later.

‘CREATING FACILITIES

1. Select the Admin Icon.

#72 HHS Learning Portal

§ The Joy of Learning Enabled Through Access! | 1 b 4 e o | .NH-I)} NIH LearningAdmin

2. Click the Resources in the left menu.

S Courses
Offerings Title Course ID
Tl |
Subscription Orders Domain | & Audience Type/Subtype &

b S
Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula

Blended Programs

RESOUICES ffm—

3. Select Facilities in the left navigation menu.
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Catalog
Resources
Locations
Facilities
Rooms
Equipment
Equipment Categories
Inventory
Inventory Categories
Cunlinuinyg Educalivn Plans
Learning Administration
Legacy Assessments
Knowlcdge Base

Production Repository

People

Population® Internal

llzemamea
First Mame
Cydnizalion
Role
Audience Type
Competency
Certification
City

Country

Confligure | Save Seaich Query

& @& E R ®

Person ID

Manager

Last Mame
Localion

Job

Domain
Proficiency Level
Ceriification Status
State

Include All Suborganizations 7]

-Select One-

&

&l (@ @ (@

Search

7. Click the New Facility link.

Catalog

Resources
People
Locations

Rooms

Equipment

Equipment Categories

Facilities

Facility Number

Administrator

Configure | Save Search Query

Facilities

Search

= ['lew Facility

8. Enter all available information for the new facility.

9. The Domain field should be set to NIH.

10.Click the Save button at the bottom of the screen.

NOTE: All fields in RED are required to save.
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New Facility

Facility Number
Mame*
Administrator
Contact Phone
Contact Fax
Contact Email
Address 1
Address 2

City

State

Zip

Country
Carporate Mumber
Disabled

Laocation

Domain*

Sample Facility
Facility Manager
301-435-5000
301-435-1212
Facility@nih.gov
1000 Main Street

Rockville
MD

20852
Maontgomery

[ —
Sample Location
NIH

—

Save

Cancel

IMPORTANT! You must select a Location at which this Facility resides in order
for the facility to become available for administrators to assign it to an offering.

11.Click the Save button.

NOTE: From this screen, you may also check the Disabled checkbox to disable
the facility. You can enable the facility again at a later date by un-checking the
Disabled checkbox.
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‘ADDING AN OWNER TO YOUR FACILITY
1.

responsible for managing the facility.

Facility Details: Sample Facility

Facility Number 00006522

Mame* Sample Facility
Administrator* Facility Manager
Contact Phone 301-435-5000
Contact Fax 301-435-1212
Contact Email Facility@nih.gov
Address 1 1000 Main Street
Address 2

City Rockville

State MD

Zip 20852

Country Montgomery

Corparate Number

Disabled i

Location Sample Location
Domain® NIH

Owner

Mo items found

&
&

= Add Owner
Save Cancel

4. Enter the search criteria for the owner and click Search.

5. Click the Checkbox next to the name of the owner.

6. Click the Select button.

After saving your facility, click the Add Owner link to add the person
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Search Person, Internal

Supervisors: you can easily display all of your staff by entering your login ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search™ button.

Population® Internal |Z| First Mame NIH
Lasl Mame Manager Person 1D
o
Usermname Manager E'
= =7
Organization & Location £
=
Domain &) Person Type -Select One- 2
Security Roles  -Select One- |Z| Include All Suborganizations [
—P  Search
Select
People Print | Export
Showing 1 out of 1 results
(] First N\ame Last Name Username Person Type PersonlID Organization Location Manager
00037384

[ NIH Manager MNIHMANAGER ~ Other 00165949  HMNAMG

T

—)p  Select Close

7. The owner will now appear at the bottom of the Facility Details screen.

Add Owner

Owner
Name Actions
TIH Ianager —p Delete

_P Save Cancel

NOTE: You may add multiple owners by repeating these steps and may delete an
owner at any time by clicking the Delete link in the Actions column for the

appropriate owner.
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‘ADDING ATTACHMENTS TO FACILITIES

1. Click the Related Info tab.
2. Click the Add Attachment link.

Facility Details: Sample Facility

Attachments - Add Attachment

Mo items found

MNotes Add MNotes

Mo items found

Tasks Add Task

Mo items found

3. Enter a name for the attachment in the Attachment Name field.
4. Select the Type of attachment.
* URL - enter a valid URL for the website.

* File — Click Browse to search your computer for the file to be
attached.

5. Select a Category for the attachment.
6. Locale should be set to English which is the default setting.

7. s Private — Check this checkbox is you would like to restrict visibility of the
attachment to users registered for an offering at the facility.

8. Click the Save button.

New Attachment

*=required
Attachment Mame® MNIHTC Website
Type* @ yURL http:/ftrainingcenter nih.gov

2 File Browse...
Category® Website |Z|
Locale* EnglishE
s Private ]
_... Save Close
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9. Your attachment will now appear on the Facility Details screen.

a. Click Attachment Name to open it and verify that the file/URL
works properly.

b. Click Edit Attachment in the Actions column to return to the
attachment details and make changes.

c. Click Delete Attachment in the Actions column to remove
the attachment from the Facility.

Facility Details: Sample Facility

Attachments Add Attachment | Print | Export
Attachment Name Type Category Locale Private  Actions

i . ’ —» Edit Attachment
MIHTC Web L‘— URL Websit English M
s R e A Delete Attachment =

Notes Add Notes

Mo items found

Tasks Add Task

Mo items found

NOTE: You may add as many attachments as needed.
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‘ MODIFYING FACILITIES

1. Select the Admin Icon.

HHS Learning Portal

The Joy of Learning Enabled Through Access! | L % - | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

Catalo
e
Offerings Title Course ID
il 77|
Subscription Orders Domain | & Audience Type/Subtype | &)
i - o
Sl s i Configure | Save Search Query
Easy Entry Templates Search
Session Templates
Course MNew Course |
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Cerificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources e
3. Select Facilities in the left navigation menu.
People
Populalion® Intemal = Person ID
Usemame Manager &
First Name Last Name
Crganization & Location &
Equipmant
Role & &
Enquipment Calegories
Augience Type & pomain &
Inventory
Competency & pronciency Level &
Cenincation 2" Cenncation Status Select One -
City state
Lagacy Assessments Country Incluge All Suborganizations
Knowledge Base Configure | Save Search Query
Search
Eraduction B

4. Enter search criteria for the facility then click Search.
5. Click the name link of the facility you want to edit.
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Facilities
Facility Mumber
Administrator

Configure | Save Search Query

Facilities
Showing 1 out of 1 results

Name Facility Number

Sample Facility noooE522

Name Sample Facility

=
Location &

Search

—

Mew Facility | Print | Export | Modify Table

Location Administrator Actions

Sample Location Facility Manager Delete

6. Modify the facility details as needed.

7. Click Save.

Facility Number 00006522

Sample Facility

MName*

Facility Manager

Administrator*

Contact Phone 301-435-5000
Contact Fax 301-435-1212
Contact Email Facility@nih.gov
Address 1 1000 Main Street
Address 2

City Rockville

State MD

Zip 20852

Country Montgomery
Corporate Mumber

Disabled [

Location Sample Location
Domain® NIH

Owner

Name

NIH Manager

Facility Details: Sample Facility

&
&
Add Owner
Actions
Delete

Save Cancel
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DELETING FACILITIES

IMPORTANT! You should only delete Locations that you created. Once a location
is associated with an offering or delivery type, the location cannot be deleted until
that relationship is discontinued.

1. Select the Admin Icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access! N - | .NIH)} NIH LearningAdmin

2. Click the Resources in the left menu.

saEcd Courses
Offerings Title Course ID
= —
Subscription Orders 