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LEARNING MANAGEMENT SYSTEM (LMS)
VIEW A TEAM MEMBER’S TRANSCRIPT

Supervisors have the ability to view the LMS transcript of direct and alternate
reports.

1. Log into the LMS.

2. Click the My Team icon. My Team
icon
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Figure 1 — My Team icon

3. Click the Learning link in the left navigation menu.
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Figure 2 — Learning link
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4. Click Completed Learning link, where you can view learning for your direct
team.

NIH Manager's Learning Dashboard

View Registrations For  Diract Team = =

| '!l 1 L ‘iew Learning By
" @ Learner
~ Registration
Home
Team Directory » NIH Learner
Completed Search » NIH LearningAdmin
Learning — » NIH LocalLearningRegistrar
Iink Learning Dashboard > NIH PeopleAdmin
» NIH Sample Leamner
Current Learning
» People Admin

Completed Learning

Certifications
Curricula
Continuing Education Plans

Orders

Order History

Figure 3 — Completed Learning link

NOTE: To view alternate team members, select Alternate Team from the
View Registrations For pull-down menu.

TS36-S: View an Employee’s Transcript
July 2019 Page 2 of 7



5. Click the View Completed Learning link for a specific team member.

Completed Learning

View Completed Learning For  Direct Team -
Completed Learning Add Completed Learning | Modify Table
Person Name Person Type Completed Learning ltems Actions
MIH Learner Other 20 View Completed

Learning

NIH LeamingAdmin Other 2 View Completed

Learning
rI:jlugalLe;arr1ir1g||:’.eg|istr;ar Other 4 \:Le;rnfi:nogmpleted
MIH PeopleAdmin Other 10 "I‘_’Le:r“n?nﬂgmplﬂe'ﬂ
MIH Sample Learner 0 Ei:;fn?nﬂgmplemd
People Admin Other 0 View Completed

Learning

Figure 4 — View Completed Learning link
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From Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export
link. To access and launch content for a completed online course, click the View Learning Assignments link

pick ~—_

icon

6. The default transcript view shows learning completed in the last 90 days. You
can change the default date range by clicking the From pick icon and the To
pick icon, and then clicking the Search button. You can also manually enter a

date in MM/DD/YYYY format in either field.

Completed Learning: NIH Learner

m\
=

From 04/02/2015 To 07/01/2015

Delivery Type Al - Search

Showing 2 out of 2 results

Reqgistration Date: 05/15/2015

&

Completed Learning Add Completed Leaming | Print | Export | Modify

Item Name Status Marked Complete By Ended/Completed On Date Actions
External Course Test Successful Brian HUGHES View Details
Testing On: 06/01/2015 Print

Score: Certificate
Alternative Dispute Successful 06M15/2015 View Details
Resolution (ADR) On: 0615/2015 View

score: 0 Learning

Assignments
Print
Certificate

Profile Quicklinks
Certifications

Curricula

Competencies

Current Learning
Completed Learning
Continuing Education Status
Profile Snapshot

___ Search
button

Figure 5 — From and To pick icons and Search button

7. Click the View Details link for a completed learning item to view detailed

information.
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Active | Inactive

From 01/01/2015
Delivery Type Al
Completed Learning
Showing 8 out of 8 results
Item Name
External Course Test

Testing

Alternative Dispute Resolution (ADR)

Registration Date: 05/15/2015

UMD College Course
Graduate Course.
Registration Date: 04/01/2015

The No FEAR Act

Registration Date: 04/01/2015

Completed Learning: NIH Learner

&

- Search

Status

Successful
On: 06/01/2015
Score:

Successful
On: 06/15/2015
Score: 0

Successful
On: 04i01/2015
Score:

Successful
On: 04i01/2015
Score:

To 07/01/2015 &

Completed learning is a list of all your completed courses and the results achieved. To export your transcript to Excel, click the Export link. To access and
launch content for a completed online course, click the View Learning Assignments link

Profile Quicklinks
Certifications

Curricula

Competencies

Current Learning
Completed Learning
Continuing Education Status
Profile Snapshat

Add Completed Leaming | Print | Export | Modify Table Plans

Marked Complete By Ended/Completed On Date Actions

Brian HUGHES

06/15/2015

MNIH LearningAdmin 04/01/2015

04/01/2015

View Details
Print
Certificate

View Details
View
Learning
Assignments
Print
Certificate

View Details
Print
Certificate

View Details
Print
Certificate

Figure 6 — View Details link
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8. All of the information for the completed learning may not be populated,
depending on how the course was created.

Transcript Details

Completed Learning
Details

Course Mame
Learner Name
D

Description

HIH LM5 Local Learning Registrar

MIH Learner

MIHTC1001

This half-day course will provide an introduction to the LMS and the
permissions associated with Local Learning Registrars. During this

course, hands-on exercises will be completed by learners in a
training environment to simulate the steps needed to perform basic
Local Learning Registrar functions such as registering learners for
offerings, and managing learner profiles and transcripts. All materials
will be provided to the learner in class and suppor for administrators
is available after training via tip sheets, help desk, and access the
MIH LMS team.

=4l L REQUESTS FOR PERMISSIONS MUST BE MADE WITHIM 6
MOMNTHS OF LMS TRAIMING. MIH LMS Administrator permissions in
the HHS Learning Portal are now managed through WiTS.

Detailed instructions for obtaining LMS administrator permissions
(both OHR and non-0OHR staff) are located on the HR Systems
Support website at

https:#lintrahr od nih.gowhrsystemsinewaccounts htm.

Completion Status Successful
Marked Complete by

Delivery Type

Offering Start Date 04/01/2015
Ended/Completed On Date 04/01/2015
Registration Date 04/01/2015
Marked Complete Date 04/01/2015
Start Time(HH:MIM)

End Time(HH:MW)

Duration{HH:MM}) 00:00
Location

Scare

Grade

Default Credits 0

Figure 7 — Sample Completed Learning Details page
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If you experience trouble with this process, please refer to the LMS
Support Page.
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https://hr.nih.gov/hr-systems/lms
https://hr.nih.gov/hr-systems/lms
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