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LEARNING MANAGEMENT SYSTEM (LMS)
REGISTER A TEAM MEMBER FOR A COURSE

Supervisors/managers have the ability to register a direct report/team member
for a course in the HHS Learning Portal/ LMS. In order to have access to the
supervisor/manager menu options, you must be named as the Manager in at
least one person’s LMS account profile.

1. Log on to the LMS.

2. Click the My Team icon. My Team
icon

P2 HHS Learning Portal

; The Joy of Learning Enabled Through Access! | 1 - ‘ EI NIH Manager

Figure 1 — My Team icon

3. Click the Learning link in the left navigation menu.

Manager Welcome

1{6 : We are very excited to welcome you to the new 7.2 version of the HHS Learning
' E Portal!

/] ﬁ y The following video shows the proper placement of a CAN number within an order.
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Figure 2 — Learning link
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Orders

4.

Click the Orders link.
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>
[
»
| 3
Learning Dashboard JUAIPET 2 7T
>
>

Team Directory

Search
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Current Learning
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5. On the Orders page, deselect the checkbox for Include Contact as a Learner

\

Continuing Education Plans
Orders
Order History

Learning Summary

View Registrations For  Djrect Team

-

Figure 3 — Orders link

and then click the Next button.

Orders

Create orders for offerings or packages.

1.0rder Contact 2.Billing 3.0fferings 4.0rder Management

Include Contact as Learner

Contact Name* nihmanager

Select Organization HMNAME -
Set me as the contact

5.Payment

6.Receipt

Next

Figure 4 — Include Contact as Learner checkbox and Next button
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6. On the Search Catalog screen, click the Advanced Search link.

Search Catalog

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

In | eaming Catalog ~  Search Enter Keyword, ID or Description. Search

B Show exact matches only

Starting In Mext Six Months Location Any Location -

Catalog S

Advanced Search | Search Tips | Search Preferences

Instructions
6.Receipt

Advanced
|_~ Search
link

Figure 5 — Advanced Search link

7. Enter a course title in the Title field and click the Search Learning Catalog
button. You can also use the other search parameters to help find the correct

course.

Search the Catalog

You may use a percent sign % as a wildcard character.

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

Title GO rechages | BrowsebyCategory ||
field

Title Location &
Keyword |_E|. Delivery Type Al -
Start Date == 06/30/2015 =] Language -Select One- -

End Date == ‘@I Category

Facility |,§|. Competency

Currency US Dollars = D

Field of Study

Simple Search | Configure | Save Search Query
Search Learning Catalog

Catalog Search Instructions

6.Receipt

Search
Learning

/ Catalog

Figure 6 — Title field and Search Learning Catalog button
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8. Locate the appropriate course in the search results and click the Register

link.

Search the Catalog

You may use a percent sign % as a wildcard character.

1.0rder Contact 2.Billing 3.0fferings

Title The Mo Fear Act Location
Keyword |E|. Delivery Type
Start Date == 06/30/2015 @ Language
End Date == @ Category
Facility |£’|. Competency
Currency US Dollars - D

Field of Study &

Simple Search | Configure | Save Search Query

Courses
Showing 2 out of 2 results

Title Version |Delivery Type Start Date

The Mo FEAR Act 22 Online Training

The Mo FEAR Act 2.0 Online Training

Catalog Search Instructions

4.0rder Management 5.Payment 6.Receipt

|
| &

All -

-Select One- -

Search Learning Catalog

Calendar View | Print | Export | Modify Tgble

End Date Location Facility Price Add

0.00USD Register

Register

0.00USD  \jinview Notes

Figure 7 — Register link
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9. Click the Set Learner link.

Create Order

Set
Learner
/ link

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

Expand All | Collapse All

~ The No FEAR Act (Online Training, ID: FGOV_01_A17_LC_ENUS)

Maotes | Add Learners | Remave Offering

Learner Status Price Training Units  Actions

Set Learner

Mo Learner Assigned  Confirmed  0.00 USD
g Remove From Cart

Order Total 0
Discount 0
Total 0

Continue Shopping Place Order

Figure 8 — Set Learner link
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10.To view all of your team members, click the Search button. You can also
enter a First Name or Last Name to search for a specific team member.

Search Person, Internal

Supervisors: you can easily display all of your staff by entering your login ID into the "Manager" field, clicking the First
Magnifying Glass graphic, and then clicking the " Search™ button. Name
field
LaSt Population® Internal |Z| Username
Name — D First N
. irst Mame
field \"wn\) —
Last Mame Organization |."'£|
Manager Search Depth® Direct Report |Z| Location |.E|.
Domain |.E|. Person Type -Select One- |Z|
Security Roles -Select One- |z| Manager |E|
Include All Suborganizations [T Search
] — button
Search
People
Close

Figure 9 — First Name and Last Name fields and Search button
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11.Click the checkmark for the team member you want to add to the order.

Select
checkbox \

Search Person, Internal

Internal |Z|

Population*

Person ID

Last Name

Manager Search Depth* Direct Report
Domain
Security Roles -Select One-

Include All Suborganizations [~

People

Showing 6 out of 6 results

%Iecl First Name |Last Name

a NIH Learner

] NIH LearningAdmin

0 MNIH LocallLearningRegistrar
] NIH PeopleAdmin

] NIH Sample Learner

(] People Admin

[

Username
MIHLEARMER

MNIHLEARMINGADMIN

MNIHLOCALLEARNINGREGISTRAR  Other

MNIHPEQPLEADMIMN

MNIHLEARMERZ

PEOPLEADMIN

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.

Username
First Name
Organization |_§|.
Location I_EI.
Person Type  -Select One- |Z|
|z| Manager |.E|.
Search

Person Type Person ID Organization Location

Other 00165395  HMAME

Other 00165951  HMAME

00165950 HMAME

Other 00233604 HMAME

00420402 HMAME

Other 00420239  HMAMEG

Print | Export

Manager

MIHMANAGER
MNIHMANAGER
MIHMANAGER
MIHMANAGER
MIHMANAGER

MIHMANAGER

Close

Figure 10 — Select checkbox

12.You should now see the Create Order page. To submit this order for the
single team member, click the Place Order button. To add additional team
members to the order, click the Add Learners link and repeat Steps 10 and

11.
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Create Order

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

Expand All | Collapse All

~ The No FEAR Act (Online Training, ID: FGOV_01_A17_LC_ENUS)

Mates | Add Leamers | Remave Offering

Learner Status Price Training Units Actions

MIH Learner Confirmed 0.00 USD Remove From Cart

Order Total 0
Discount 0
Total 0

Continue Shopping Place Order

Figure 11 — Add Learners link and Place Order button
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13. A registration confirmation page will populate, which can be printed out by
clicking the Printer Friendly Version link.

Order Contact
Billed To
Order Status

Order Number

Order ltems

Title

The Mo FEAR Act

Registration Confirmation

1.Review Learning ltems

MIH Manager
HMNAME
Confirmed

02492159

Learners

MIH Learner

Delivery Type

Online Training

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

2.Print Receipt

Status

Confirmed

Printer Friendly Version

Actions Price

Notes 0.00USD

Order Total 0
Discount 0

Total 0

Go to Current Learning

Printer
Friendly
— Version
link

Figure 12 — Printer Friendly Version link

NOTE: A training order number will be assigned to the request and the LMS
will automatically send out an email notification to the individual responsible
for approving the Learner’s courses. The class will now appear in the
Learner’s Enroliments list.

If you experience trouble with this process, please refer to the LMS Support
Page for help or assistance.
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