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LOCAL LEARNING REGISTRAR

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 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

e Integrated Time and Attendance System (ITAS)

Anyone given an NIH Enterprise Directory (NED) account and has been included
in the NIH Active Directory will automatically be given an LMS account. Due to
the nightly updates, all data changed in the learner profile will be overwritten, with
the following exceptions:

Email - Accurate email addresses in the LMS will ensure learners receive
notifications generated by the LMS. If the email address is incorrect, then an
LMS People Administrator (formerly known as a Human Capital Administrator)
can manually update it.

Manager (Non-FTE staff only): This field is currently populated with the
Learner's ITAS Approving Official. Having the correct Manager (a.k.a. supervisor)
listed will allow supervisors to view their direct reports and access training and
development information about them.

If the Approving Official in ITAS is not the Learner’s training approver, then a
Local Learning Registrar may set up an Alternate Manager for the Learner.



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. 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 Proxies receive email notifications seven days prior to the
expiration of their Proxy status.

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.



SECURITY ROLES

Security Roles further define the permissions of individual users in a domain.
Most of the security roles in the LMS are ‘tied’ to the domain (e.g., a user
assigned the Learning Administrator security role in 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 you are designated as the
Manager in someone’s Learner Profile, you will automatically have the role of
Manager/Supervisor as well.

Domain-Specific Security Roles include:

Learning Administration
Content Administration
System Administration
People Administration

Only the Learning Registrar (a.k.a. Local Learning Registrar or LLA) Security
Role is defined by Organization/SAC code instead of the domain. This restricts
the LLA to performing actions associated with Learners within a specific
organization/SAC and its sub-organizations only.

LOCAL LEARNING REGISTRAR ROLE

The LMS Local Learning Registrar role is a combination of the People
Administration and Registrar’s Desk roles found within the LMS. The Local
Learning Registrar is similar in function to the Super User role in the NIHITS
system.

With Local Learning Registrar privileges you can do the following within
the Organization code/ Sub-codes to which your permissions are
assigned:

View account profiles for Learners

Reactivate deactivated LMS accounts

Register Learners for all training in the LMS catalog
Manage course enrollments

Manage learner transcripts

Approve NIH Training Center courses and obligate funds
Generate various reports

This user manual will provide step-by-step instructions for the major functions
used by Local Learning Registrars.



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:

e by associating audience types and subtypes at the course level,
e attaching audience types with seat percentages at the delivery type level; and,
e 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.

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:

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

o Certifications — certifications required to perform the role.

e Curricula — curricula required to perform the role.

e 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.

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

e 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.
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
Ain 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:

e Mon9-11

e Mon-Wed9-5
e 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



LEARNER PROFILE

The Learner Profile contains detailed information about each learner. This
information is populated through nightly data feeds from the following NIH HR
Systems:

e Employees = Capital HR (CapHR)
e Contractors = NIH Employee Directory (NED)
e Commissioned Corps Officers = Office of Public Health Service (OPHS)

When viewing the Learner Profile, all of the fields appear editable. Changes in
many of these fields will be overwritten by the HR database feeds. Only a few
fields can be edited by Local Learning Registrars without being affected by the
data feeds. They are:

e Email address
e Managers (Non-FTE staff only)
e Alternate managers

Changes to all other fields should be made in the HR database. Contact your
organization’s Administrative Officer to make these changes. Changes made in
the HR database will be sent to the LMS through the data feed.

‘VIEW AND EDIT LEARNER PROFILE

1. Select the Admin icon.

#& HHS Learning Portal

The Joy of Learning Enabled Through Access! |

2. Enter the learner’'s name in the Name(s) search field and click Search.
NOTE: To view acceptable formats for searching, click the Help icon to the
right of the Name(s) search field.

3. Click the Actions link in the View column.
4. Select the Edit Profile Information link in the Actions popup bubble.

Peopl
Eoth Internal People
Internal People
Proxy Access Manage internal people profiles
Plan Types
Advanced Search
Plan Forms
Names® NIH Learner .~ @
Plar B
Learning
Report:
Message Cents
Search d—
Ha
Internal People New Intemnal Person | Print | Export | Modify Ta
Showing 1 out of 1 results
Last Name First Name Username Person Type Person ID Organization Location Job View
Learner NIH NIHLEARMNER.  Federal 00165395  HNAMG Actions <

NOTE: If you do not find the account you are looking for, try using the Advanced
Search. The advanced search will allow you to enter partial names, search for
everyone under a specific manager or organization code, etc.



IMPORTANT! The majority of HR Information in the Learner Profile is populated by
automated data feeds from the Capital HR, NED, and/or Commission Corp
databases. If any of the information is incorrect, it must be corrected in the source
system and not the LMS.

5. The learner’s profile will be displayed.

Edit Profile Of NIH Learner
Title -Select One- - Username* MIHLEARNER
First Name® MNIH Last Name® Leamner
i NIHLEARNER
Middle Name g5 Suffix IR
Domain® MIH \’g' Status* Full Time -
Home Domain® MIH E
Organization* HNAME (& Personio 00165395
Job 7]
Manager MIH Manager w?;ﬂ Business Card Title JOB TITLE
Additional Approver for Orders 1 HADDITIONALAPPROVER ‘737[
Location E’: Type Federal &
Start Date 04/08/2008 &
Terminated On =) Discount 0
Manager Access ] Job Level Select Ona- =
Time Zone* (GMT-05:00) Eastern Time (US & Canada) -




‘CORRECT A LEARNER’S EMAIL

A learner’'s email address must be correct in order for them to receive emails
generated by the LMS (e.g., registration confirmation, cancelation notifications,

etc.)

Follow the steps below to change a learner’s email.

1. While viewing the Edit Profile screen, enter the new address in the E-Mail field

and click Save at the bottom of the screen.

ADD AN ALTERNATE MANAGER

There are situations where a learner requires someone other than, or in addition to,
the person specified in the Manager field to perform managerial tasks such as
approvals. In these situations, an LLAR can add one or more people to the Alternate

Manager section of the learner’s profile.

Follow the steps below to add an Alternate Manager.

1. While viewing the Edit Profile screen, click the Add Alternate Manager link.

Main Contact Information Address Password Preferences Privileges
Title -Select One- ~ Usemame*
First Mame* NIH Last Name*
Alias NIHLEARNER
Middle Name g Suffix
Domain® NIH |§’!' Status*
Home Domain® NIH E.
Organization® HNAMB (&7 PersanMo
Job =
Manager NIH Manager g Business Card Title
Additional Approver for Orders 1\ |HADDITIONALAPPROVER i'é-’[
Location g’, Type
Start Date 04/08/2008 (=]
Terminated On @J Discount
lManager Access E Job Level
Time Zone* (GMT-05:00) Eastern Time (US & Canada)
Additional Organizations Add Additional Organizations
No items found
Alternate Managers Add Alternate Manager sffe——
No items found

NIHLEARMNER

Leamner

JR
Full Time

00165395

JOB TITLE

Federal

0

-Select One-

3. Enter the search criteria for the Alternate Manager then click Search.
4. Click the checkbox to the left of the first name of the Alternate Manager.

5. 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.

First Mame MIH Last Mame Manager
Person 1D Username
= g
Manager LE' Organization LQ'
— =
Location & pomain &
Person Type -Select One- E Security Roles  -Select One- E
Include All Suborganizations [
—® Search
Select
People Print | Export
Showing 1 out of 1 results
[ First Name Last Name |[Username Person Type Person ID Organization Location Manager

MNIH Manager NIHMANAGER ~ Other 00377279  HNA

=<

—py Select Close

6. The name of the Alternate Manager will now be listed in the learner’s profile.

Alternate Managers Add Alternate Manager | Print | Export
Name Actions
MIH Manager x

NOTE: You can add as many Alternate Managers as needed. Alternate Managers
will receive the same LMS notifications and privileges as managers.



REACTIVATING A DEACTIVATED ACCOUNT

LMS accounts that are deactivated cannot be found using the simple search.
Here are some key things to remember with deactivated accounts:

e Accounts are deactivated every 365 days of account inactivity by the account
holder.

e Local Learning Registrars can reactivate an account at any time and
use the account as needed. (E.g. Registrations, transcript additions,
etc.)

e Accounts that are reactivated are not available for use by the learner until
the next calendar day.

e Starting the day after the account has been reactivated; learners have six
grace days to logon. A successful logon will reset the 365 day cycle giving
the learner another year before deactivation occurs again. If the account is
not accessed within 6 days, the account will be deactivated again.

Follow the instructions below to reactivate a deactivated account.
1. Select the Admin icon.

8 HHS Learning Portal

\:: The Joy of Learning Enabled Through Access! | & ){-

2. Click Advanced Search. (Deactivated accounts may only be found using
advanced search.)

Registrar
el Internal People
Proxy Access Manage internal people profiles.
Plan Types
e s g Advanced Search
Plans Names* -~ @
Learning
Reports ot
Message Center
Search
Internal People MNew Internal Person

Enter the First Name and Last Name of the user with the deactivated account.
Enter today’s date in the Terminated Before field.

Select Deactivated in the Status field.

Click Search.

Click the Edit Profile Information link.

S L



People

Person 1D Username
e
Manager | & FirstName
Last Name Middle Name
Organization | & Location @
— .
Role (& Job | &
Started On >= [ startedon <= &
Terminated After @ Terminated Before  06/16/2014 @
o
Domain & city
State Country
Status Deactivated - Person Type -Select One- -
Email Merged Records -Select One- -
Include All Suborganizations [ Audience Type &
Simple Search | Configure | Save Search Query
—k Search
People New Internal Person | Print | Export | Modify Table
Showing 1 out of 1 results
Last Name First Name Username Middle Name Email HHS ID Actions
» Edit Profile
Information
Manage
Profile
0 Snapshot
Learner MIH NIHLEARMER S Xximssuppori@mail nih.gov MNIHLEARMNER  View Full
Profile
Copy
View
Secondary

Email




8. Change the Status from Deactivated to “Full Time”.
9. Delete the date in the Terminated On field.
10. Scroll to the bottom of the screen and click Save.

Edit Profile Of NIH Learner

Title -Select One- ~ Username®

First Mame* MNIH Last Mame*

Alias MNIHLEARMER

Middle Mame S Suffix

Domain® MIH ‘g{ Status*

Home Domain® MIH ’;?

Organization® HNAME ’i) Person No

Job 74

Manager MIH Manager ‘.;A?i. Business Card Title
Additional Approver for Orders  \HADDITIONALAPPROVER =

Location ;7 Type

Start Dte 04/08/2008 =

Terminated On 06/01/2014 E|‘_ Discount

Manager Access IF Job Level

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

NIHLEARNER

Learner

JR
Full Time - if——

00165395

JOB TITLE

Federal A

0

-Select One-

11.The account is now reactivated in the LMS. You can verify that the account is
active by searching for the account using the simple search. If the account can
be found using the simple search, it is reactivated successfully. The learner has
6 days starting the next calendar day to logon and reset the 365 day deactivation

schedule for the account. Failure to do so will result in the account being

deactivated again.

IMPORTANT! There are no notifications associated with the reactivation of
an account. Local Learning Registrars should notify the learner immediately

so they can login within the next 6 days.




CREATING ORDERS

Local Learning Registrars have the ability to create orders which register
learners for course offerings found in the LMS catalog.

Follow the instructions below to register a learner for a course offering.

‘CREATE AN ORDER FOR A LEARNER
1. Click the Admin icon.

HS Learning Portal

he Joy of Learning Enabled Through Access! | _L ).f

2. Click Registrar from the menu bar.

3. Uncheck the “Include Contact as Learner” checkbox. If the contact is
being registered for the offering, leave it checked and proceed to step
7.

4. Click the Pick icon to search for the contact name.

O Orders
Order History Create orders for offerings or packages.

Bulk Orders
1.0rder Contact 2.Billing 3.0fferings 4,0rder Management 5.Payment 6.Receipt

Shipments

Learning Requests L

Pricing Include Contact as Learner

Training Units

et Billed To* " Order Contact

f" | Order Contacts Organization

P
Contact Name* g+

Hext

NOTE: It is recommended that the person placing the order is listed as the
contact.

5. Enter the contact’s first and last name in the corresponding search fields then
click
Search. You may use additional search fields to help locate the
contact.

NOTE: It is recommended that the person placing the order is identified as
the contact for the order.

6. Click the checkbox to the left of the contact’s first name.



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® | Intemal [x] First Mame NIH
Last Name Local Person ID
Usermname Manager !E’i
Organization & Location &
Domain 'Ei Person Type -Select One- E
Security Roles  -Select One- E Include All Suborganizations [7]
—k Search
People Print | Expo
Showing 1 out of 1 results
Select |First Name Last Name Username Person Type Person ID Organization Location Manager
? NIH LocalLearningadmin  NIHLOCALLEARNINGADMIN  Other 00165950  HNAMS
Close
7. Click Next.
Orders
Create orders for offerings or packages.
1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt
[] Include Contactas Learner
~
Billed To* Order Contact
@ QOrder Contacts Organization
il
Contact Name* NIHLOCALLEARNINGADMIN &)
Select Organization HMNAME -
_.r Hext

8. Enter the title of the course into the Search field then click Search.

NOTE: Many NIH courses are prefixed with NIH in the title. You may also try
using the Advanced Search or Browse by Category options to help locate a
course.

9. Scroll to the bottom of the screen and click Register.



Create Order
1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt

Advanced

In" | earning Catalog ~  Search NiH LMS Local Search <f—

[l Show exact matches only

Starting In Mext Six Months ~ ~ Location Any Location =

Showing first 15 out of 75+ results for "NIH LMS Local”

¥ Refine/Expand search results
@ Page View () Table View

SortBy  Relevance v Page 12345 Next[t] Pa88SiZe 15 results per page v | ¥ Resource Type

é < Delivery Types
[MINIH LMS Local Learning Administrator (00067229 Version:FY14)

Any
<« Location
This half-day course will provide an introduction to the LMS and the permissions Any
associated with Local Learning Administrators. During this course, hands-on exercises 4 Start Date
will be completed by learners .. In Next Six Months
Offered As: Computer Laboratory Price: 350.00 USD 4 Price
Start Date: 09/09/2014 End Date: 09/09/2014 Any [] Show free resources only
Sessions: MIH Tue 8:30-12:30 Location: MIH Bldg 29, Rm 298-121

4 Categories
Any

| annnana Ennlich

10.Click Set Learner in the Actions column to search for the learner you want to
reqister.

Create Order

1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt

Add Common Learners

learners to all offerings in
the page simultaneously. To add
st

Expand All | Collapse All

¥ NIH LMS Local Learning Administrator (Computer Laboratory, ID: 00067229, Seats: 16)

Motes | Add Leamers | Remove Offering

Learner Status Price Training Units Actions
Set Leamer =
No Learner Assigned Confirmed 350.00 USD Remove From Cart
Motes

NOTE: If the Set Learner option is not there, it is the result of not unchecking the
checkbox in step 2.

11. Enter the name (or other known criteria) in the search fields and click Search.
12.Click the checkbox to the left of the learner's name.



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.
plect Learners

' Select Learners
' Enroll from Learning Requests

Population® Internal El First Mame MIH
Last Mame Learner Person ID
=l

Usermname Manager |,"'£l

— —
Organization & Location &

e
Daemain & Person Type -Select One- E
Security Roles  -Select One- |Z| Include Al Suborganizations [

— Search
People Print | Export

Select First Name Last Name Username Person Type Person ID Organization Location Manager

T.

MNIH Learner NIHLEARMER Federal 00165395  HNAMG NIHMANAGER

Close

13.1f the course requires approval, a warning will be displayed as shown below:
14.Click Yes, Continue Registration to continue.

Please read...

The following warnings are displayed for the selected offering (NIH LMS Local Learning
Administrator). Are you sure you want to continue?

Learner Name Warning

This offering requires manager approval.

Sy

Yes, Continue Registration |Remove learners from order

IMPORTANT: For courses that have tuition, the payroll CAN from the

learner’s account profile will be used. To change the default CAN, do the
following:

MIH Learner

15.Click the Notes link in the Actions column.



Create Order

1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment

Add Common Learners

Add learners to all offerings in
the page simultaneously. To add
learners to each offering
separately, click the ‘Add
Learners’ link for an offering.

Expand All | Collapse All
* NIH LMS Local Learning Administrator (Computer Laboratory, ID: 00067233, Seats: 16)

Motes | Add Learners | Remaove Offering

Learner Status Price Training Units Actions
: Remove From Cart
MIH Learner Pending Approval 50000 USD P Notes
16.Click Add Note.
Add/View Notes
Motes
View By Category Al | E|
Generally used to capture short comments and suggestions about Add
learning content and training courses. Mote
Mo items found
Close

17.Select CAN from the Category drop-down menu.

18.Enter the 8-digit CAN that will be charged for this course in the Notes field.
19.Click Save.



New Note _
/ * = required
=]

Category* CAM
8123456

Motes®
/,V

—h Save Close

20.The CAN entered here will take precedence over the CAN used from the profile.

NOTE: If the CAN was entered incorrectly or needs to be changed, repeat steps
15— 19 to make the correction.

. ADDING ONE CAN FOR ALL LEARNERS

If an order has multiple learners, a single CAN may be entered for all of them by
adding it in the Order Notes section. The CAN that is entered will not affect
manual CANs that are entered for learners. To add a CAN for all learners, do the

following:
. Click the arrow at the left of the Order Notes section label.

When the section expands, click the Add link.

N —

v QOrder Notes (0)

Order Notes — Add

Mo items found

3. Select CAN from the Category drop-down menu.
4. Enter the 8-digit CAN that will be charged for this course in the Notes field.

5. Click Save.

New Note .
/ * = required
=]

Categony® CAN

8123456

Motes®
/¥

_h, Save Close




6. The CAN will be displayed in the Order Notes section. This CAN will be applied to
all learners on the order that do not have a CAN manually entered.

¥ QOrder Notes (1)

Order Notes Add | Print | Export | Modify Table
Created by Created On Notes
MIHLOCALLEARMINGREGISTRAR 1002412014 8123456

NOTE: If the CAN was entered incorrectly or needs to be changed, repeat steps 2 -
5 to make the correction.

. ADDING ADDITIONAL LEARNERS (OPTIONAL)

1. While viewing the Create Order screen, click the Add Learners link in the
Actions column.

Create Order

1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment

Add Common Learners

Add learners to all offerings in

the page simultaneously. To add
learners t g
separatel

Learners’ link for an offering.

Expand All | Collapse All

* NIH LMS Local Learning Administrator (Computer Laboratory, ID: 00067233, Seats: 16)

Nm% Learners | Remave Offering

Learner Status Price Training Units Actions

Remove From Cart

\ Pending A [ 500.00 USD
MIH Learner ending Apprava Motes

2. Enter search criteria for additional learners then click Search.

3. Click the checkboxes to the left of the corresponding learners you wish to
register.

NOTE: You may select multiple learners by clicking multiple checkboxes or you
may select all the learners being viewed by selecting the checkbox in the
column header.

4. Click Select.



Add Seats And Learners

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.

plect Learners
| SelectLearners
' Enroll from Learning Requests

Add Seats

Unassigned Learners

Add Learners

Population® Internal |Z| First Name Mih

Last Name Person ID

Usermame Manager

Organization |.§’J. Location

Domain |E Person Type Other

Security Roles  -Select One- |Z| Include All Suborganizations [

Select
People

First Name Last Name Username Person Type Person ID
O wH AdditionalApprover MIHADDITIONALAPPROVER.  Other 00377281
B wH AlternateManager MIHALTERMATEMANAGER ~ Other 00377280
@ NH Instructor MIHINSTRUCTOR Other 00280332
1 wH LearningAdmin MIHLEARNINGADMIM Other 00165951
O mH LocalLearningAdmin  NIHLOCALLEARNINGADMIM  Other 00165950
@ nH Manager MIHMANAGER Other 00377279
@ NH PeopleAdmin MIHPEOFPLEADMIN Other 00233604
1 mH SystemAdmin MIHSYSTEMADMIMN Other 00165952

&
«
[=]
—» Search

Print | Export

Organization Location Manager
HMNA

HMNA

HNA

HMNAME

HMNAME

HNA

HNA

HNA

Close

_h Select

5. All of the learners selected will now be added to the order.




Create Order

1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt

Add Common Learners
Add learners to all offerings in
the page simultaneously. To add
learners to each offering
separately, click the "Add
Learners’ link for an offering.

Expand All | Collapse All

¥ NIH LMS Laocal Learning Administrator (Computer Laboratory, ID: 00067233, Seats: 16)

Motes | Add Leamners | Remave Offering

Learner Status Price Training Units Actions

MNIH Learner Pending Approval 500.00 USD Remove From Cart
Motes

NIH Manager Pending Approval 500.00 USD Remove From Cart
MNotes

NIH PeopleAdmin Pending Approval 500.00 USD Remove From Cart

MNotes




ADDING ADDITIONAL COURSES TO THE ORDER (OPTIONAL)

1. While viewing the Create Order screen, click the Continue Shopping button.
Create Order

1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt

Add Common Learners

Add learners to all offerings in

the page simultaneously. To add
learners
separately k
Learners’ link for an offering.

Expand All | Collapse All

= NIH LMS Local Learning Administrator (Computer Laboratory, ID: 00067233, Seats: 16)

Motes | Add Leamners | Remave Offering

Learner Status Price Training Units Actions

MIH Learner Pending Approval 500.00 USD Remove From Cart
Motes

NIH Manager Pending Approval 500.00 USD Eg{zg“’e From Cart

NIH PeopleAdmin Pending Approval 500.00 USD Es:;gue From Cart

» Order Notes (0)

Order Total 1500
Discount 0
Total 1500

—h Continue Shopping Place Order

2. Enter the title of the course into the search field then click Search
Learning Catalog.

NOTE: Many NIH courses are prefixed with NIH in the title. You may also try
using the Advanced Search or Browse by Category options to help locate a
course.

3. Click Register to the right of the correct offering in the Add column.



Create Order
1.0rder Contact 2.Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt

Advanced Searq

In" | earning Catalog ~  Search nih supenisory refresher Search

Show exact matches only

Starting In Next Six Months Location Any Location ~

Showing 3 out of 3 results for "nih supenvisory refresher” ¥ Refine/Expand search results
@ Page View () Table View

SortBy Relevance - PageSize 15 results per page ~ | 4 Resource Type
Learning Catalog
4 Delivery Types

o éNIH Supervisory Refresher (00066898 Version:FY13)

Any
<« Location
This two-day interactive program provides refresher training for NIH Any
supenvisors and managers who have been on the job for one or more o Start Date
years. Paricipants will explore applications of emotional int ... In Next Six Months
Offered As: Instructor led Price: 630.00 USD 4 Price
Start Date: 07/15/2014 End Date: 07M16/2014 Any [] Show free resources only
Sessions: MIH Tue-Wed 8:30-4:30 Location: NIH Training Center + Categories
Language: English Any
4 Competencies
Request Learning Any

Click Set Learner in the Actions column to search for the learner you
want to register.

Create Order

1.0rder Contact 2.Billing 3.0fferings 4,0rder Management 5.Payment 6.Receipt

Add Common Learners

Add learners to all offerings in

the page simultaneously. To add
learners to each offe
separately, :the
Learners' link

Expand All | Collapse All

* NIH Supervisory Refresher (Instructor led, ID: 00066898, Seats: 24)

Motes | Add Learners | Remove Offering

Learner Status Price Training Units Actions
Set Leamerof—
Mo Learner Assigned Confirmed 630.00 USD 16 Remove From Cart
MNotes

Enter the name (or other known criteria) in the search fields and click Search.
Click the checkbox to the left of the learner’'s name.



Search Person, Internal

Supervisors: you can easily display all of your staff by entering your legin 1D into the "Manager” field, clicking
the Magnifying Glass graphic, and then clicking the " Search" button.
elect Learners
| Select Learners
/ Enroll from Learning Requests

Population* Internal E First Name MIH
LastMame Learner Person ID
=

Username Manager |_Li|

e —
Organization (& Location &

e
Domain & Person Type -Select One- E
Security Roles  -Select One- |Z| Include All Suborganizations [

—fp Search
People Print | Export

Select First Name Last Name Username Person Type Person ID Organization Location Manager

$

MNIH Learner NIHLEARMER Federal 00165395 HNAME NIHMAMAGER

Close

The learner will now be added to the order for the course that was selected.



' PLACING THE ORDER

When all of the learners and courses have been added, you may place the order
by doing the following:

1. Click Place Order.

Create Order

1.0rder Contact 2. Billing 3.0fferings 4.0rder Management 5.Payment 6.Receipt]

Add Common Learners

Add learners to all offerings in
the page simultaneously. To add
learners to each offering
separately, click th

Learners’ link for an offering.

Expand All | Collapse All

» NIH LMS Local Learning Administrator (Computer Laboratory, ID: 00067233, Seats: 16)

Motes | Add Learners | Remaove Offering

Learner Status Price Training Units Actions
MIH Leamer Pending Approval 500.00 USD Es{zz‘*’e From Cart

» Order Notes (0)

Order Total 500
Discount 0
Total 500

Continue Shopping Place Order i—

2. A Registration Confirmation screen with the details of the order will be displayed.

The learner will immediately be notified as well as any managers for courses
requiring manager approval.



Registration Confirmation
1.0Order Contact 2. Billing 3.Offerings 4.Order Management 5 Payment 6.Receipt

Printer-Friendly Wersion

MNIH LocalLearningAdmin

06/18/2014 at 9:13 AM 500 U S D
O tact MNIH LocallLearningAdmin

Bi HMNAMS

o tatus Confirmed

Order Mumber 02023885

Order Items (1 Purchasable Items)

MNIH LMS Local Learning Administrator {Computer Laboratory, 1D: 00067233, Seats: 16)

Learner Status Price

MIH Learner Pending Approval 500.00 USD

Order Total 500
Discount o
Total S00

SEARCH FOR AND VIEW AN EXISTING ORDER

Local Learning Registrars can search for and view orders that were created for
learners in their organization.

1. Click the Admin Icon.

\l_é HHS Learning Portal

; The Joy of Learning Enabled Through Access! i l \.,f-

2. Click Registrar from menu bar.
3. Click Order History in the left menu.

4. Enter search criteria in the appropriate fields and click Search.
NOTE: Using the Order Number is the most accurate way to find an existing order.
The Order Number may be found in confirmation and approval notifications sent by
the LMS. If you do not have this email, use other search criteria to find the order.

5. Click on the Order Number link.



Orders A
& Order History
Orders
Order History Manage orders for offerings or packages
Bulk Orders
Order Type & Order
Shipments | Subscription Order
Learning Requests 2 2 s i
Mote : 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 enterin
Pricing the Created On >= field.
Training Units
H Search Orders
Reports Order Number 02023885 4 Base Organization
Title "E’ Learner Name =
& 74
Bill-To Organization |&]  order Contact &l
Price Created On 06/18/2014 &
e 0312012014 & wenoa orpayment -Select One- -
Show Orders for Private Offerings Only [
Configure | Save Search Query
= Search
Orders Print | Export | Modify Table
Showing 1 out of 1 results
. g 5 o : = Mandatory
Order Number [Order Contact Bill To Organization [Price |Status  Title Leamer Name Offering Type (Created On Version | —
NIH LMS
" NIH 500.00 Local
—P02023885 Locall eamingdmin "NAME usp  Conrmed SR NIH Leamer  Public 06/18/2014  FY14
Administrator

6. From the Order Details page, you may view more details by doing the following:

e Click the Title link to get more information about the course.
¢ C(Click the Learner’s Name link to view details about the learner.

Order Details: Order Number 02023885

Order Contact MIH LocalLearningAdmin

Created On 06M18/2014

Order Status Confirmed

Billed To HMAMEG

Order Notes Add Mote

Mo items found

Order ltems

Title Learner  Delivery Type Status Actions Price Cancellation Reason
Change

MIH LMS Local Learning MIH Computer Pending lﬁiirghen[duln 500.00

Administrator Learner Laboratory Appraoval Mo T 5 usD
Drop

Total 500.00 USD

Cancel




MODIFYING AN ORDER

Local Learning Registrars have the ability to modify orders for learners in
their organization. Options for order modifications are as follows:

e Change Learner — This will substitute one learner for another.

e Reschedule — The option will move the learner from the current offering to
another offering for the same course.

¢ Notes — This option adds general notes to the learner’s order. This area can
also be used to update the CAN being used to pay for NIH Training Center
courses.

e Drop — This option will cancel a learner’s registration.
Follow the instructions below search for and modify an existing LMS order.

CHANGE A LEARNER ON AN ORDER

You may substitute a learner for another on an order by using the Change Learner
action. Changing the learner will not trigger any notifications for the old learner
and therefore the Local Learning Registrar should send a notification to them.

1. While viewing an order, click the Change Learner link in the Actions column.

Order Details: Order Number 02023885
Order Contact MIH LocalLearningAdmin
Created On 061812014
Order Status Confirmed
Billed To HNAME
Order Notes Add Note
Mo items found
Order Items
Title Learner  Delivery Type Status Actions Price Cancellation Reason
Changef—
3 : Leamner
MNIH LMS Local Learning MIH Computer Pending B it 500.00
Administrator Learner Laboratory Approval fiois uso
Drop
Total 500.00 USD
Cancel

2. Enter search criteria for the new learner then click Search.
3. Click the checkbox located to the left of the new learner’s first name.



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 E First Name nih
Last Name Learning Person ID
e
Username Manager |.§|
— =
Organization (s Location (&
Domain & Person Type -Select One- E
Security Roles  -Select One- E Include All Suborganizations [
=g Search
People Print | Export
Select First Name Last Name Username Person Type Person ID Organization Location Manager
# MIH LearningAdmin  MNIHLEARMINGADMIM - Other 00165951  HMNAME
Close

4. The new learner will now be located on the order in the Order Items section of the
Order Details screen.

Order Notes Add Mote

No items found

Order ltems
Title Learner Delivery Type Status Actions Price Cancellation Reason
Change
MIH LMS Local Leamning THIH Computer Pending lhiirgﬁédu‘e 500.00
Administrator LearningAdmin Laboratory Approval Nites UsD
Drop

Total 500.00 USD

Cancel

NOTE: If manager approval is required for the offering, the registration will have a
pending approval status and the approval chain cycle will be started.



RESCHEDULE A LEARNER FROM ONE OFFERING TO ANOTHER

Local Learning Registrars can reschedule a learner from one offering to another
offering as long as there are no rescheduling restrictions put in place by the course

owner.

IMPORTANT! NIH Training Center courses may have rescheduling restrictions
on their courses preventing Local Learning Registrars from using the
reschedule function. Contact the course owner for details on how to complete
the reschedule function.

1. While viewing the Order Details screen, click the Reschedule link in the
Actions column.

Order Details: Order Number 02023885
Order Contact MIH LocalLearningAdmin
Created On 06/18/2014
Order Status Confirmed
Billed To HMNAMEG
Order Notes Add Note
Mo items found
Order Items
Title Learner Delivery Type Status Actions Price Cancellation Reason
Change
< : Learner
MNIH LMS Local Learning MNIH Computer Pending 500.00
Administrator LearningAdmin  Laboratory Approval !.Esfecshemle usD
Drop
Total 500.00 USD
Cancel

2. Click the checkbox associated with the offering the learner will be rescheduled to.



Reschedule: NIH LLMS Local Learning Administrator
Title |NIH LMS Local Learning Adminis  _geation £
|
Keyword & DelveryType | All [=]
Start Date == 06/20/2014 @ Language -Select One- |z|
il =
End Date <= @ Category &l
Facility |,Lil Competency @
Currency US Dollars |Z| ID
<
Field of Study &l
Search
Learning Offerings Print | Export
Showing 2 out of 2 results
Add Title Version Delivery Type |Start Date End Date |Session |Location Facility Language Default Credits Price Actions
6120
MIH LMS 2
NIH Mon  NIH Executive
m Lo Fy1a  Comauter 07/07/2014 07/07/2014 8:30-  Training  Plaza English 200:00
Learning Laboratory : UsD
Administrator 12:30 Center South
: (EPS)
MIH LWS
NIHTue NIH Bldg
m 2 v Somuter 09/09/2014 09/09/2014 830-  29,Rm English 230,00
Learning Laboratory 7 UsD
5 12:30 29-121
Administrator
Close

3. The learner is now rescheduled to the new offering.



Order Details: Order Number 02023885
Order Contact MIH LocalLearningAdmin
Created On 06/18/2014
Order Status Confirmed
Billed To HMAMEG
Order Notes Add Mote
Mo items found
Order Items
Title Learner Delivery Type Status Actions Price Cancellation Reason
MIH LMS Local Learning MIH Computer n Registration has been
Administrator LearningAdmin Laboratory Cargcelied Jholes o0t Cancelled
Change
. Learner
MIH LMS Local Learning MIH Computer 350.00
St . . Confi d Re
Administrator LearningAdmin Laboratory TS E;tsecshedule uso
Drop
Total 350.00 USD
Cancel

NOTE: The LMS will send the learner (managers and approvers when appropriate) a
cancellation natification for the old offering followed by a registration notification for
the new offering.

It is recommended that learners and Local Learning Registrars contact the NIH
Training Center to reschedule courses that it offers.

. ADD A CAN TO AN ORDER FOR ALL LEARNERS

The CAN in a learner’s profile is entered by the CAN Auto-fill process automatically
after the order is approved by the AAO. If a different CAN is to be used, the AAO
should enter the CAN as a note by following the instructions below. The CAN
entered as a note will override the CAN Auto-fill process.

All notes are viewable by administrators and learners that are on the
order. Follow the instructions below to a CAN to an order for all learners.

1. While viewing an order, click the Add Note link in the Order Notes section
of the Order Details screen.



Order Contact
Created On
Order Status

Billed To

Order Notes

Mo items found

Order Items

Title

MIH LMS Local Learning
Administrator

MNIH LMS Local Learning
Administrator

MIH LocalLearningAdmin

061812014

Confirmed

HMAME
Learner Delivery Type
MIH Computer

LearningAdmin Laboratory

MNIH Computer
LearningAdmin Laboratory

Order Details: Order Number 02023885

Status

Cancelled

Confirmed

Actions

lNotes

Change
Learner
Reschedule
MNotes

Drop

— Add Mote

Price Cancellation Reason

Registration has been

oS Cancelled

350.00
usD

Total 350.00 USD

Cancel

2. Select CAN from the Category pull-down menu.
3. Enter the 8-digit CAN that will be charged for this course in the Notes field.

4. Click Save.
New Note
* = required
Category* CAM [~] 4—
Notes* 512345 sd—
-  Save Close

NOTE: Other notes can be entered under different categories as needed.

5. The CAN will be displayed in the Order Notes section of the Order Details screen.

NOTE: If the CAN was entered incorrectly or needs to be changed, repeat steps

1 - 4 to make 