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LEARNING MANAGEMENT SYSTEM (LMS)
FINDING FREE, ONLINE TRAINING IN THE LMS

This QRG provides instructions for identifying and registering for online courses
in the LMS. Did you know that the LMS contains more than 3,000 FREE online
courses? These courses are called SkillSoft courses.

1. Log into the LMS.

NOTE: For instructions about logging on, refer to the Log-On Instructions

(TS02-L) QRG.

2. Locate the Catalog Search portlet on your dashboard and click on the

Browse: Category link.
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its for NIH Staff Catalog Search

veb page. Enter the course title, course ID, or offering ID in the search field. The

LMS will search on each word or numeric ID separately. For example, if

LMS Learner/User Guide is available. - o : T
Word 2010 is entered as the search criteria, all offerings with either

d, please submit a Help Desk Ticket. Word OR 2010 in the title, description, abstract, or keywords will be
returned. Use the Advanced Search to narrow your search criteria, or
purse: check the Exact Match if you know the exact title of the course.

Capability Check to test your system to ensure
Function properly. If any of the tests fail, contact Search In
changes to your system.

Learning Catalog -
wsers only. 64-bit browsers may not work with Browse:
Location Starting
unch with IE7. If you have IE7, update to IES. Ay Locat i Next Six Month C_ategory
unch with ES or [E10. ¥ you have IES or [E10, ny Lecation ~ n Next Six Months = link

mode prior to launching a Skillsoft course.
[[] Show exact matches only Search

lequirement:

must be entered on all NIHTC training orders. Advanced Searc
ave the LMS Local Learning Admin role to be able
broving orders with an incorrect CAN or omission
proval privileges.

Browse: Category

ets are available to help you you enter/verify CAN

Figure 1 — Browse: Category link
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https://hr.nih.gov/sites/default/files/public/documents/hr-systems/lms/pdf/ts02-l-employee-log.pdf
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/lms/pdf/ts02-l-employee-log.pdf

3. Click the SkillSoft Online link in the 3 - Online Training section.

Browse the Catalog

01 - NIH Courses

- CIT Training

- Client Services Division {C3D)

- Clinical Center

- CSR Training

- Extramural Training

- LMS Administrator Training

- Mandatory Training

- MIH Prevention of Sexual Harassment
- NIH Training Center

- 0D - Office of the Director

- Dffice of Human Resources OHR

- Office of Research Services (ORS)
- Other

- Sample Category

2 - Online Training

SkillSoft
Online - BOOks 24x7
link - Department of Labor
- Department of Veterans Affairs
\Kncn-‘ledge Centers
=~ SkillSoft Online

Figure 2 — SkillSoft Online link in the 3 — Online Training section
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SkillSoft
Online
category
name link

SkillSoft
Online
filtered
category
name
link

4. The SkillSoft courses are categorized into the area of focus/interest. Use the
links for the name of the category to view all of the courses under that topic.
Continue to click the link for the name of the category of interest until you
view all of the courses for that topic.

Browse the Catalog

Catalog Search Instructions

Top=
3 - Online Training= SkillSoft Online

* 1 Hour Courseware
\JBusiness Certifications
- Business Skills Curricula

- Desktop Certifications
- Desktop Curricula
- Environmental, Safety and Health, and Transportation Curricula
- Federal Government Curricula
- IT Professional Certifications
- IT Professional Curricula
- Legal Compliance Curricula
- SkillSoft Leadership Advantage 2.0
- Test Preps
Delivery Type  All ~ Title

Configure | Save Search Query
Search

Learning Offerings

Mo items found

Figure 3 — SkillSoft Online top level category listing

Browse the Catalog

Catalog Search Instructions

Top=
3 -pOnIme Training= SkillSoft Online= Business Skills Curricula
- Administrative Support Curriculum
- Business Analysis Curriculum
- Communication Curriculum
- Customer Service Curriculum
- Finance and Accounting Curriculum
\FDUHGGNDH Skills Curriculum
“Human Resources Curriculum
* Indusiry Foundations Curriculum
- Leadership Curriculum
* Management Curriculum
- Marketing Curriculum
* Operations Curriculum
* Personal Development Curriculum
- Program/Portfolio Management Curriculum
* Project Management Curriculum
- Bales Curriculum
* Strategic Planning Curriculum
- Team Building Curriculum
Delivery Type  All ~ Title

Configure | Save Search Query
Search

Figure 4 — SkillSoft Online filtered category listing
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Browse the Catalog
Catalog Search Instructions

Top=
3 - Online Training= SkillSoft Online= Business Skills Curricula= Human Resources Curriculum= Recruiting and Retention Strategies

Delivery Type  All ~ Tite

Configure | Save Search Query

Search

Learning Offerings Print | Export | Modify Table
Showing 3 out of 3 results

Title Version Delivery Type Start Date End Date Default Credits Price Actions
Creating a

High-

Retention . . 000,
Organizational 2 Cnline Training USD Actions
Culture

Simulation

Recruiting ) - 000,
Talent 22 Online Training yep Actions
Retaining 0.00
Your Talent 22 Online Training : Actions
Pool usp

Figure 5 — SkillSoft Online filtered category listing
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5. Click the Actions link for a course in the Learning Offerings section.

Browse the Catalog

Top=
3 - Online Training= SkillSoft Online= Business Skills Curricula= Human Resources Curriculum= Recruiting and Retention Strategies

Delivery Type  All ~ Title

Configure | Save Search Query
Search

Learning Offerings
Showing 3 out of 3 results

Print | Export | Modify Table

Title Version Delivery Type Start Date End Date Default Credits Price Actions

Creating a

High-

Retention - - 0.00 )
- 2 Online T Actic

Organizational mine fraining usD lons

Culture

Simulation

"F\:Ice:#mg 22 Online Training Ejgg Actions

Retaining 0.00

Your Talent 22 Online Training y Actions

Poal usb

Catalog Search Instructions

Figure 6 — SkillSoft Online filtered category listing
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6. Click the Register link on the Actions activity menu.

Browse the Catalog
Top=
3 - Online Training= SkillSoft Online= Business Skills Curricula= Human Resources Curriculum= Recruiting and Retention Strategies

Delivery Type  All ~ Tite

Configure | Save Search Query

Search

Learning Offerings Print | Export | Modify Table

Showing 3 out of 3 results g
Actions
Title Version Delivery Type StartDate End Date DefaultCredits Price Actit pegister
Add to Plan

Creating a

High-

Retention 000,
Organizational Online Training usn  Actions

Culture

Simulation

Recruiting - - ooo

Talent 22 Online Training USD \clions
Retaining 0.00

Your Talent 22 Online Training y Actions

Pool usb

Catalog Search Instructions

Figure 7 — Register link on the Actions activity menu
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7. Click the Play this Course link in the new window to view the SkillSoft
content.

Creating a High-Retention Organizational Culture Simulation

Play this Course

verview/Description
[Target Audience
Expected Duration

Play this Lesson Objectives
Course
link Overview/Description

One of the most significant challenges to the growth and survival of any business is finding and retaining qualified emplovees. To be successful. businesses should
consider recruitment and retention not as two separate efforts, but instead as a combined strategy for creating a high-retention organization. This simulation provides
[the opportunity to practice the skills required to mtegrate employee engagement and retention strategies with recruitment efforts. This simulation is based on the
following SkillSoft courses: hr 05_a01_bs_enus and hr_ 05_a02_bs_enus.

Target Audience
[Existing human resource professionals. managers. directors, executives, and business owners working in medium to large organizations. governmental agencies, or
onprofit organizations

Expected Duration
0.5 hours

Lesson Objectives:
Creating a High-Retention Organizational Culture Simulation
s implementing innovative recruiting techniques.

e cxecuting an engagement strategy.
s practicing high-retention behaviors.

Return to Top

Figure 8 — Play this Course link on a sample SkillSoft course screen

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