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PREFACE: ABOUT THIS GUIDE

INTENDED AUDIENCE

This guide is intended to provide guidance to NIH Managers/Supervisors who need to
access the HHS Learning Portal and manage their team’s learning. Management of
team learning consists of the following:

View team member enrollments

Approve training for your team members

Update a team member’s transcript

Assign a curriculum or certification to a team member

Register a team member for a course

Add a competency requirement to a team member

Manage the learning plan of a team member

Perform an assessment on a required competency for a team member
Run reports based on team member learning

You will need to have a team in order to perform these tasks. A team consists of people
that have you designated as manager in their HHS Learning Portal profile. The
manager for federal employees is the ITAS Timecard Approver which is received
directly from the ITAS system. Contractors may have their managers entered manually.
Management of your team extends down to your team members’ subordinates aswell.

HOW TO GET HELP

If you encounter technical difficulties with the LMS or while performing any tasks in
this user guide, please submit a ticket at: https://nihohrweb.nih.gov:1010/
WITS IntraHR/index.aspx

If you have questions about the NIH training center policy, please contact the NIH
Training Center at training1@od.nih.gov, or call the NIH Training Center at
301-496-6211 and ask to speak with a NIH Training Center representative.

ADDITIONAL HHS LEARNING PORTAL INFORMATION

Additional information about the HHS Learning Portal can be found at:
http://trainingcenter.nih.gov/Ims_courses.html

https://hr.nih.gov/hr-systems/Ims

QRG’s for Manager/Supervisor tasks are located at:
https://hr.nih.gov/hr-systems/Ims
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ACCESSING THE LMS

The HHS Learning Portal can be accessed by navigating to the HHS Learning
Portal/LMS URL (https://Ims.learning.hhs.gov/), You will automatically be redirected to
the AMS log on page.

If you need help accessing the HHS Learning Portal through HHS Access Management
System (AMS), please refer to the NIH-specific log on instructions found at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

GETTING STARTED

USING WEB BROWSERS

The LMS can be used online with multiple computer platforms. The recommended web
browsers for each major platform are listed below.

PC USERS

PC users should use Microsoft Internet Explorer to access the HHS Learning Portal.
MAC USERS

Mac users should use Safari to access the HHS Learning Portal.

POP-UPS AND DOWNLOADS

Many functions in the LMS require pop-up windows. Make sure your browser allows
pop-ups from the HHS Learning Portal. For help with this, please contact the NIH IT
Service Desk at http://itservicedesk.nih.gov/

Some LMS functions require you to download files, such as printing a certificate of
completion from your transcript. You can facilitate this function by checking your
browser security settings and allowing file downloads from the HHS Learning Portal. For
help with this, please contact the NIH IT Help Desk at http://itservicedesk.nih.gov/

LMS TERMS AND DEFINITIONS

Audience Types - Audience Types are used to group organizations and learners in the
system. Similarly, Audience Sub-Types allow for the Audience Types to be grouped
further into smaller groups. These groups can then be used to control access to
learning offerings in the LMS.

Behavioral Descriptors — Behavioral descriptors are descriptions associated with
proficiency levels. They are intended to help establish an anchor that raters and viewers
can use when assessing the proficiency level of a competency holder.
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Certification — A certification is a predefined set of courses, other certifications, or any
combination thereof, that have been grouped together with a deadline for completion.
Credentials earned by completing the certification may expire on a predetermineddate.

Competency — A competency is a skill, knowledge, ability, or behavior that can be
measured, calculated, acquired, specified, or tested. Examples of competencies include

“Project Management”, “Written Communications”, and “Interpersonal
Communications”. Competencies are notated as either “held” or “required” in the LMS.

Competency Gap — A competency gap is the numerical difference between the
required level of a competency and the individual’s currently assessed level of a
competency.

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 curriculum is a predefined set of courses, other curricula, or any
combination thereof, that have been grouped together. A learner must complete all
courses and curricula to complete the curriculum.

Enrollment — An enrollment is an offering that a learner is registered for, but has not yet
completed.

Held Competency — A competency receives the status of held in the LMS when it is
assessed by the user or others.

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

Job Role — A job role is a group of specific skills required to perform a job function.
Roles can be shared across multiple jobs.

Jobs — A job is a collection of job roles.

Learning Plan — A Learning plan is a list of learning items a user intends to take and
other tasks you need to perform as part of your general development. All LMS users
have a single learning plan. Progress is monitored for all items on the plan.
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Location — A location is either a geographic location, such as Bethesda, or a name that
serves as an identifier, such as NIH Main Campus.

Multi-Rater Assessment (MRA) — A multi-rater assessment (MRA) is an assessment
of competencies by a user’s supervisors, peers, and subordinates.

Order — An order is a summary of registrations for learners. An order may include
multiple learners or offerings.

Proficiency Level — A proficiency level represents 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 — A rate is he employee whose performance is evaluated.

Rater — A rater is an individual that will evaluate the performance of another employee
in a multi-rater assessment.

Registration — A registration is a process that creates an enrollment for a learner and
places their name on the roster for physical training or provides access to other
methods of delivery such as online training.

Required Competency — A competency receives the status of required when it has
been assigned to a user.

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.

User Profile — The User Profile contains information about the learner such as the
employee status, start date, name, and organization. The profile does not contain
sensitive information such as the employee’s social security number or date of birth.
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THE HHS LEARNING PORTAL DEFINED

WHAT IS THE HHS LEARNING PORTAL?

The HHS Learning Portal is a Department-wide training system designed to facilitate
management of training for all Health and Human Services employees. It is also known
as the Learning Management System or simply LMS. As we proceed through this
manual, the term LMS will be used when referring to the HHS Learning Portal.

OVERVIEW OF THE LMS USER INTERFACE

THE MENU BAR

Once you have logged in, you will see a blue menu bar at the top of the every page
within the LMS. On the menu bar you will always see your account name.

The menu bar has several options for you to use including a calendar, LMS
preferences, proxy (if one has been defined), and a log out option.

Sé HHS Learning Portal

§/ The Joy of Learning Enabled Through Access! i =~ # Proxy Settings |Preferences | Calendar |Log Out

The major functionality of each menu bar option is listed below:

Preferences: This option allows you to change the look and functionality of your
Home Page. You may also set the default Location and Delivery Type used when
searching the catalog for courses.

Calendar: The Calendar link will open a calendar that displays any scheduled (e.g.,
classroom) training that you are registered for in the LMS. The Calendar includes a
Month, Week, and Day view. There is also a Create Appointment link that allows you to
enter other events on your personal calendar.

NOTE: This calendar does NOT automatically update your Microsoft Outlook calendar.

Log Out: This link Logs you off of the system and takes you back to the login screen.
The Menu Bar is explained in more detail in the LMS Learner/User Guide

LMS PREFERENCES
The LMS allows you to alter your preferences and default search settings. You can

change the visibility of portlets, catalog search preferences, proxy settings, and change
your login password.
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STEP-BY-STEP (SETTING YOUR LMS PREFERENCES)
1. Log on to the LMS.

NOTE: NOTE: For instruction about logging on, see the QRG- LMS Log on
Instructions at:_http://hr.od.nih.gov/hrsystems/benefits/Ims/documents/TS02-
L EmployeelLogOn.pdf

2. Click Preferences link on the LMS Menu Bar.

Preferences

f HHS Learning Portal

y of Learning Enabled Through o o= ﬂ NIH Manages Fry Seltngs | Prederences | Calendsr | Log Out

3. NOTE: Make sure pop-ups are not blocked by your web browser.

My Account: Preferences

Website Preferences
Locale* English v

MNotification Method E-mail v

Catalog Search Preferences

Location Q’
Language -Select One- v
Delivery Type -Select One- v

Table Row Display Preferences
Select the number of table rows to display per

page
Main Screens _Select One- ¥ Default Value= 25 Save
Popup Screens _Select One- ¥ Default Value= 25 _ and
Close
Default home page
Default role -Select One- v
Save Save and Close Cancel

Website Preferences - Do not change the settings.

Catalog Search Preferences - you can select your default location, language, and
delivery type options for the course catalog search feature.
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Table Row Display Preferences- you can edit the number of search results the LMS
will display in the results tables and pop-up screens. (default value = 25)

Default Home Page - you can choose which role you would like to start in when you
login to the LMS (for users with multiple roles).

4. Click Save and Close.

THE TEAM HOME ROLE

OVERVIEW

The Team Home role gives supervisors permissions to managing the learning of their
employees. As a supervisor, you can:

View your team member’s profiles

View and add competencies

View previous competency assessments
Identify competency gaps

View team member’s enroliments
Update team member’s transcripts
Assign curriculum/ certification to tem members
Register a team member for an offering
Approve first level training registrations
Verify and update CAN

Create new competency assessments
Run reports

Manage the team’s learning plans.

To access the Team Home role, follow these steps:

1.

Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on
Instructions at:
hhttps://hr.nih.gov/sites/default/files/public/documents/hr-systems/
Ims/pdf/ts02-I-employee-log.pdf

2. Select the My Team icon on the LMS menu bar on the top.
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My Team
icon

#”2 HHS Learning Portal

\\-: The Joy of Learning Enabled Through Access!

NOTE: If there isn't a My Team icon ,you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be

found at

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. You will be taken directly to My Team Home page.

THE TEAM HOME PAGE

The My Team Home page has portlets available that display important team
information. These portlets provide access to the following:

View NIH specific and general announcements
View Team member transcripts

View and add team certifications

View and add team competencies

View team enrollments

View LMS catalog of training and register team members

‘ MY TEAM'S HOME PAGE PORTLETS

The HHS Manager Welcome portlet displays general announcements from the
department with information on how to take an online course about how to use the LMS
functions as a manager.

The NIH Managers Announcement portlet displays general announcements from NIH
with information and links on how to use the LMS functions as a manager.
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Announcements for NIH Managers

Meed to approve a MIH Training Center training order? Newly revised Tip Sheets are available to help you
enter fverify CAN numbers and approve training orders.

Mote: The CAM must be entered on all MIHTC training orders. Additional Approvers for Orders (AADs) must take
the training and have the LMS Local Learning Registrar role in order to be able to do this.

For LM3 assistance, please submit a help desk ticket at
http:/ /intrahr.od.nih.gov/helpdeskform.htm.

LMS Highlights: A new LMS Manager/Supervisor User Guide is now available that contains detailed
instructions on how to use your Manager privieges.

NIH Manager Announcements

Meed to Approve a Training Order? Newly revised Tip Sheets are available to help you enterfverify CA
numbers and approve training orders.

Note: The CAN must be entered on all NIHTC training orders. Additional Approvers for Orders (AAOS)
must take the training and have the LMS Local Learning Administrator role in order to be able to do this.

For LMS assistance, please submit a help desk ticket at http:/ fintrahr.od.nih.gov
[helpdeskform.htm.

LMS Highlights: A new LMS Manager/Supervisor User Guide is now available that contains
detailed instructions on how to use your Manager privileges.

The NIH Team Navigational Links portlet allows you view your team’s enrollments,

transcripts, certifications and competencies.

NIH Team Navigational Links

Go to:
+ View Team Enrollments

+ View Team Transcripts
* View Team Certifications
+ View Team Competencies

The Video Announcements portlet allows you to view any announcements wh
been posted via video.

ich have
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Entering The CAN Properly

A

= uE

The HHS Announcement portlet allows you to view any announcements which have
been posted by the Department.

HHS Announcements

Welcome to the HHS Learning Portal!
New Offering Available!
HHS “Safety Awareness for Managers and Supervisors”

The “Safety Awareness for Managers and Supervisors” online training
introduces key laws, regulations, policies, principles, and practices
surrounding safety programs for Federal workers; promotes compliance; and
provides managers with valuable information to help ensure a safe and
healthy workplace. Unique learning paths are availahle for Senior Executive
Service members, managers and supervisors, and employees. Offered
sections include:

Part 1: Laws and Regulations

Part 2: Injury and lliness Reporting, Course A

Part 2: Injury and lliness Reporting, Course B

Part 3: Workplace Hazards and Remediation, Course A
Part 3: Workplace Hazards and Remediation, Course B

Select here to access the training and then select the aporopriate learning

TEAM DIRECTORY

The Team Directory is used to view all of your team members and provide access to
their profiles. All of your direct reports should be listed on the Direct Team tab. If there
are any inaccuracies to your team, any changes should be done in the NED, which
would then be reflected in the LMS. If changes in the NED cannot be easily done, a
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Local Learning Administrator or Human Capital Administrator may change the direct
reports manually as needed in the LMS.

STEP-BY-STEP (VIEW A TEAM MEMBER'’S PROFILE)

Team
Directory

1.

Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-

employee-loqg.pdf

Select the My Team icon on the LMS Menu bar at the top of the screen.

P2 HHS Learning Portal

& The Joy of Learning Enabled Through Access! 1 N - NIH Manager

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a LMS administrator. A list of NIH IC LMS administrators
can be found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-
Ims-admin-list.pdf

3. Click on the Team Directory link on the left menu.

= Team Directory
f \'~|
!J I\ Pirect Team _
\ y
\ y
) ,\\
Direct T Actions
Home Irect Team Modify Table /
- — Select Name Person Type Organization Actions
Search
Learning NIH Learmer Federal HNAME Actions
Plans
Skills Assign Mentors
Analytics
Reports
~ Team
Members
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4. In the Actions Column of the Direct Team Table, place your cursor over the

Actions link of the team member profile you wish to view.

5. Click the View Profile link.

Team Directory

Direct Team

Select Name Person Type Organization

NIH Learner Federal HNAME

Assign Mentors

6. You will now see the user’s profile.

THE NIH MANAGER’S LEARNING DASHBOARD

Actions

nage Mentors

Actions

View
|~ Profile

NIH Manager's Learning Dashboard

View Leaming By
®' Learner
Registration
A Learning Request
Team Directory
search » NIH Learner
Learning

Current Learning

Completed Learning
Certifications
Certification Gap Analysis
Curricula
Continuing Education Plans
Leaming Requests
Orders
Order History
Learning Summary

Plans

Skills

Analytics

Reports

Page |18
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The Learning Dashboard provides quick access to the major components of your team’s
learning in one location. From the Learning Dashboard screen you have access to the
following:

e Learner- View Registrations and Learning request for specific team members.
e Registrations — view your team members registrations.

e Learning Requests —view learning requests for your team members.

REGISTRATIONS

As a supervisor, you may manage your team members’ registrations. When a team
member is registered for a course, the LMS creates a registration. A registration is
confirmed immediately unless a supervisor is required to approve the training. Until a
supervisor approves the training, the team member is not officially part of the training.
The following steps will guide you through the process of viewing and approving any
unapproved training as well as rejecting or dropping the registration altogether.

STEP-BY-STEP (APPROVING PENDING REGISTRATIONS FOR TEAM
MEMBERS)

1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at: https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/
ts02-I-employee-log.pdf.

2. Click on the My Team icon on the LMS Menu bar at the top of the screen.

My Team
icon

P& HHS Learning Portal

& The Joy of Learning Enabled Through Access! 1 - - NIH Manager

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click the Learning link on the left menu.

4. Click on the arrow next to the name of the team member you want to approve a
registration.
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View Learning By

Learning
Dashboard

AN

NIH Manager's Learning Das

View Registrations For  Direct Team v

View Learning By
® Learner
Registration
S Learning Request
Team Directory

Search
* NIH Learner

Learning

B3 g Dashboard

Current Learning
Completed Leamning
Certifications

Certification Gap Analysis
Curricula

Continuing Education Plans
Learning Requests

Orders

Order History

Learning Summary

| Name

You now you will be able to see all the Registrations for that team member. You
can also see the Status of the Registrations.

If you don’t see the Registration you need to approve click on More.. at the end
the Registration section.
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View Leaming By

® Learner
Registration
Learning Request

Registrations

\ ~ NIH Learner Status

A

Registration odify Table

Title Delivery Type Start Date  Location Facility Status Packa Mandatory Actions
Adopting an Agile Approach to Project Management Online Training Confirmi Actions MOI'e
Becoming an HHS Mentor: Tips on how to mentor someone Instructor led 06/16/2014 HHS University Confirmed Actions /
Books 24x7 Online Training Confirmed Actions
Critical Thinking Essentials: Applying Critical Thinking Skills Online Training Confirmed Action
More
Learning Requests Print | Export | Modify Table
Course Request Number Delivery Type StartDate EndDate Location Status Prerequiste Status Manager Approval Status Created By Actions
MNIH-LMS
Domain Computer i Pendin
Sy 02016515 P ; 02/25/2009  06/30/2009  Training g Not Required Not Required nihlocalleamingadmin ~ Actions
ystem Laboratory Cent Offering
Administrator biied
Learning With 5120 i
Sea”‘”‘g ™M 02016590 07/10/2009  09/30/2008 Executive cIKing Mot Required Not Required HIH0014306293 Actions
aba Bid Offering
7. Place your cursor over the Actions link of the registration you wish to approve,
Introduction to Fernwood
SharePoint Instructor led 06/18/2014  Building - Room Confirmed Actions
2010 TNWO2
NIH Basic . MIH Training e
i 18/ 4
COR Training Instructor led 08/18/2014 Center Confirmed Actions
- Actions Actions
Environmental Oro L~
Management P
System Online Training Confirmed qup and Request Learning
(NEMS) Reject
Awareness Apprave
Training View Audit Trail
NIH LMS
Local Computer g NIH Bldg 29 Pending .
09/ 4
Learning Laboratory 09/032014 o 1 99.121 Approval Acons
Administrator T

8. Select Approve, Reject or Drop in the Actions pop-up menu.

Important: Before approving training orders in the LMS, the order must contain a
valid CAN to ensure the proper obligation of funds in NBS. If there is no tuition (i.e.

the Price is 0.00), the CAN is not required. All approved training orders without
a CAN number will automatically have the Learner’s Payroll CAN number
added to the training order the following night. This default CAN will be
charged the price of the approved training class. You cannot change the CAN
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number on an approved order; the Learner must be dropped, and then re-
registered.

Note: To view all team registrations, select Learning and then Current Learning
from the menu on the left.

Team View Registrations
Registrations Pending Approval
N\
P \%:ent Learning
| |
!.\.r Registrations
Current 5 i Person Hame Person Type Organication Current Regi i View Reqi i
Learning L MIH Lewmmer  Federa HHAME

Note: The number of enroliments needing your approval is displayed under the View
Registrations Pending Approval column. For more details you can click on Actions
and then click on View Registrations Pending Approval.

MESSAGE CENTER -- NEW!

The new message center in 7.2 provides a central place for Managers to see
registrations waiting for approval.

‘STEP-BY-STEP (VIEW REGISTRATIONS USING THE MESSAGE CENTER)
1. Click on the envelop icon to access the Message Center on the LMS Menu bar.

Message Center Icon

¥”2 HHS Learning Portal

& The Joy of Learning Enabled Through Access! | 1 m

Note: The number next to the icon is for the total number of unread messages.
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2. Click on Approve Team Enrollments link.

g HHS Learning Portal

7/ The Joy of Leamning Enabled Through Access! ‘ g - ‘ . NIH Manager Preferences | Calendar
|

Approve Pending Registrations for Team

Message Center (8)
Approve :
Team SRRIONE AsDessments (0) Apprave or reject any registrations for your team members that are pending your approval. These approvals are for people designated as a
. . Approve Plans (0) Manager” or “Alternate Manager”.
Registrations

Approve Proxy (0)

View Registrations For
Approve Raters - Skills (1) Direct Team L7
N
Approve Team - e
Registrations (1) Submitted By &7 offering Name &

Evaluations (1) Show Indirect Team  [[]
Surveys (0)
Tasks (0) Search .
Actions
Learner Home
Enroliments Print | Export | Modify Table /

Showing 1 out of 1 results
= Submitted By Offering Name Delivery Type Start Date End Date Location Price Actions

NIH Supenvisory ]
&) NIH Learner Essentials Instructor led 03M10/2015 03M2/2015 Training

1,254.00
Training Center =

Actic
UsD \ctions

Approve Selected Reject Selected Approve All Reject All

3. Click on Actions next to the registration you need to approve, reject or drop.

4. Select Approve, Reject or Drop in the Actions pop-up menu.

MANAGE TEAM CURRICULA

A curriculum is a group of one or more training items. You can view the training items
needed to complete each curriculum as well as the progress made for all of your team
members.

STEP-BY-STEP (VIEW MEMBER CURRICULUM)
1. Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions at:
hhttps://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

2. Click on the My Team icon. My Team
icon

72 HHS Learning Portal

Y The Joy of Learning Enabled Through Access! | b 3 m
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NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the LMS.
Please contact a system administrator. A list of system administrators can be found
at. https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf
3. Click the Learning link on the left menu. View Curricula
Curricula Summary tab for: drop-down
menu  \
Curricula \
Vigw Curicula For | Direct Team  *
Learning v by Lu‘/g’

Curricula

L View by:

View
Curricula

4.

5.

Click Curricula in the left menu.
Click View Curricula associated with the team member.

NOTE: You can also click the View Curricula for: drop-down menu to toggle
between your direct team and alternate team or click the View by: drop-down
menu to cycle through the views All Curricula, curricula by Job, curricula by Role.
Click the Curricula Summary tab to view the summary view of your entire team’s
curricula.
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Curricula for NIH Learner

View Active ¥

MName Show Required Curricula Only  |# Profile Quicklinks
Certifications
Configure | Save Search Query GrE
— Competencies
Enrollments
Completed Courses
Continuing Education Status
Curricula Grant Curricula | Add Curricula | Print | Export | Modify Table Elruﬁle Snapshot
ans
Showing 8 out of & results
Name Selected Path (% Complete) Status Assigned By Target Date Actions
v JESUS BONET
LMS Training Path 7-0% Complsted Acquired (More) Actions
Ann
NIAID Art of Leadership Cohort 21 Art of Leadership Discontinued WITHINGTON Actions
MNIH
MIH Core Curriculum P%ath T-0% Complsted Acquired AlternatelManager Actions
o (More)
NIH NIBIB Administrative Officer Non- | J— o
5 3 Courses in this Module - Assigned MNIH Learner 06/15/2014 Actions
Technical Competency Training 0% Completed
NIH NIBIB Budget Analysis Non-Technical @I ______ o Thomas
= - 3 Courses in this Module - Acquired Actions
Competency Training 33% Completed HOLSCHER
NIH NIBIB Communication Skills for all | J—— °
Staff 3 Courses in this Module - Overdue NIH Learner 03/02/2014 Actions

0% Completed

ollmm | Q
MNIH NIBIB Team Building Skills for all Staff 3 Courses in this Module - Acquired JESUS BOMET Actions
33% Completed

6. You will now see a list of the curricula for the team member. If the team member
has not been assigned a curriculum, you will see “No items found” displayed where
the curriculum is shown.

7. Place your cursor over the Actions link to see available options.
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Curricula for NIH Learner
View Active v

Profile Quicklinks
Certifications
Curricula
Competencies
“liments
Jleted Courses
nuing Education Status
= Snapshot

Name Show Required Curricula Only ¥

Configure | Save Search Query
Search
Actions

\View Curricula History
Curricula Grant Curricula | Add Curricula | Print | Export | M view Progress for All Paths
View Acguisition History
Delete
Print Certificate

Showing 8 out of § results

Name Selected Path (% Complete) Status Assigned By Target Date

LMS T [ ] [1] A d JESUS BONET o

RHAE Ty Path 1- 0% Campleled cHpme (Mare) o ‘”

2 o Ann

NIAID Art of Leadership Cohort 21 Art of Leadership Discontinued WITHINGTON Actions
® 1) NIH

NIH Core Curriculum Péath 0% Compigted Acquired AlternateManager Actions

(More)

- 1 i

STEP-BY-STEP (ADD CURRICULUM TO ATEAM MEMBER)
1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-1-
employee-log.pdf

2. Click on the My Team icon on the menu bar.

My Team icon

@2 HHS Learning Portal

J The Joy of Learning Enabled Through Access!| | ) § m

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the LMS.
Please contact a LMS administrator. A list of NIH LMS administrators can be found
at. https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf
3. Click the Learning link on the left menu.

4. Click the Curricula link from the left menu.

5. Click the checkbox that is associated with the team member to which you will add
a curriculum.
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6. Click the Add Curricula link.

Learning i

Curricula

N

Curricula

Ve Crsmeula For | Direct Team

Wi by [ Carneta &
Grant Curmcula | Add Curmicula | Modity Table

Ferson Mame Ferson Type EEQ & Diversity Awareness Training for Employess LMS5 Training NIAID Art of Leadership Cohert 21 Actions

L NIH Learmer Federal Discontinued Aequired Discontinued

7. Enter the name of the curriculum you wish to add in the Name field.

8. Click Search.

9. Click checkbox associated with the curriculum you wish to add.

10. Click on Select and Close.

11. The curriculum will now be assigned to the team member.

Add
. Curricula

Add Curricula

ASAM Discontinued From == MI

@I Target Completion Duration <=

Configure | Save Search Query

Search

Print | Export | Modify Table

Name
MName
Updated On ==
Curricula
Showing 1 out of 1 results
Select

\ MName
A

ASAM Action Officer Training 10/30/2008

Available From Discontinued From  Target Completion Duration

Select and Close Close

Page | 27

Search

Select
- and
Close




LMS Manager/Supervisor

MANAGE TEAM TRANSCRIPTS

STEP-BY-STEP (VIEW TEAM MEMBER TRANSCRIPT)
1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-1-
employee-log.pdf

My Team icon

& HHS Learning Portal

& The Joy of Learning Enabled Through Access!

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click the Learning link on the left menu.
4. Click Completed Learning from the left menu.

NOTE: You may toggle between your direct team and alternate team by clicking
the View Completed Courses For: drop-down menu.
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Learning

Completed
Learning

View Completed Courses
For drop-down menu

Home
Team Directory
Search
Learning
Learning Dashboard

Current Leamning

R T T

Certifications

Certification Gap Analysis
Curricula
Continuing Education Plans
Learning Requests
Orders
Order History
Learning Summary
Plans
Skills

Reports

Completed Learning

7

View Completed Courses For  Direct Team v

Completed Learning Add Completed Learning | Modify Table

Person Name Person Type Completed Learning tems Actions

NIH Learner Federal a7 View Completed Courses

5. Click the View Completed Courses link associated with the desired team

6.

member.

displayed.)

NOTE: You may view a larger/smaller range of transcript history by changing the
Completion Dates and clicking Search. Also, you may view inactive transcript
items by clicking the Inactive link.

Courses

You will now see the team member’s transcript. (By default the last 3 months is

Page | 29



LMS Manager/Supervisor

Completion
Dates
Inactive Completed Courses: NIH Learner
\ or more details on the OPM standard EHRI values, start looking on g 7 of the document fogpdfee
Search —_
0E1B2014
Suarch

Completed Learnin g

Bowing 3 out of 3
Staws Course HNe Dalivary Type  Duration{HH:MM)  Learner Mame  Part Humber Versten Ended/Completed On Dase  Offering End D

I liiple | iy A Successhul ADDING_TO_MANY A5 A Lt

On: M4ZA201
Scare:
Successhul TESTOG052014 Instrectorbed 0900 HiH Leamer 5062014
On: DEG2014
Seare:
Successiul TESTE2520
O 05072014
Score:

MIAID Praperty Oline Teainin Successhul NIADOASPROP1E0 Onine Traineg 0025 NI Loames 0057206 20 150172014
On: 050172014

Registration Date: 05012084 Score: 31579

REGISTER TEAM MEMBERS FOR COURSES

STEP-BY-STEP (SEARCH THE LMS CATALOG AND REGISTER TEAM
MEMBERS)

As a supervisor, you have the ability to register your team members for training.
1. Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-1-
employee-log.pdf

2. Click on the My Team icon on the menu bar.

My Team icon

¥ HHS Learning Portal

& The Joy of Learning Enabled Through Access! | i § m

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the LMS.
Please contact a LMS administrator. A list of NIH LMS administrators can be found
at. https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf
3. Click the Learning link on the left menu.

4. Click the Orders link on the left menu.
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Include

Orders

Create orders for offerings or packages.

1.0rder Contact 2.Billing

3.0fferings

Learn'ng Home #| Include Contact as Learner
\ Team Directory
Contact Name* i
“ Search nihmanager
Leami Select Organization HMNA »
earning

. #| Set me as the contact
Learning Dashboard

Current Learning
Completed Learning
Certifications

Certification Gap Analysis

Orders Curricula
\ Continuing Education Plans
\Learning Requests
Order History

Learning Summary
Plans

Skills

Reports

Management

5.Payment

6.Receipt

Next

— Contact
as Learner

Set me
— as the
conftact

Next
/

Note: If you want to be the contact for the order leave the Set me as contact
checkbox checked. If not click on it to uncheck the checkbox and add a new contact

for the order.

Note: If the Contact is the same as the Learner leave the Include Contact as
Learner checkbox checked. If not, click on it to uncheck the checkbox.

5. Click Next.

6. Enter the name of the course you want to find in the Search textbox.

7. Click Search.

®

Click Register associated with the offering.
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Home

Team Directory

\ Search

Learning

Leaming Dashboard

Certifications
Certification Gap Al
Curricula
Continuing Education Plans
Leaming Requests
————
Order History
Leaming Summary
Plans
Skills

Reports

Search Catalog

In | Learning Catalog v

Starting In Next Six Months

'® Page View ' Table View

=

(239866_ENG, Version:2.2)

Offered As: Online Training
Language: English

\Duraliun: 01:20

Register Request Leaming

(CS_APPA_AD1_IT_ENUS Version 2 2)

versions, common Windows
Offered As: Online Training
Language: English
Duration: 01:00

Reaister Reauest Learning

9. Click Add Learners.
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1.0rder Contact 2.Billing

Sort By Relevance v Page

3.0fferings

Search |Microsoft

! Show exact matches only

x Location

Showing first 25 out of 125+ results for "Microsoft”

12345 . Next[Y PageSize 25 results per page ¥

New Features for End Users in Microsoft Office 2007

To recognize the new features for end users in Microsoft Office 2007

Price: 0.00 USD

CompTIA A+ 220-802: Introducing Microsoft Windows

This course focuses on the Microsoft Windows Operating System, including Windows versions
(Windows 2000, XP, Vista and Windows 7) and the differences between 32 and 64 bit

Price: 0.00 USD

4.0rder Management

Advanced Search | Search Tips | S

Any Location ¥

5.Payment 6.Receipt

Search

¥ Refine/Expand search resuits

Preferences

4 Resource Type
Leaming Catalog E
4 Delivery Types
Any B
4 Location
Any B
4 Start Date
In Mext Six Months E
4 Price
Any B L Show free resources only
4 Categories
Any B
4 Competencies
Any B
4 Languages
Any B
4 || Hide courses

Search

|_ Search
textbox
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Create Order

1.0rder Contact

Learner

NIH Manager

2.Billing 3.0fferings 4.0rder Management

Status Price

Confirmed 0.00 USD

~ New Features for End Users in Microsoft Office 2007 (Online Training, ID: 239866_ENG

Notes | Add Learners

Training Units Actions

5.Payment 6.Receipt

Expand All | Collapse Al

emove Offering

Remaove From Cart

Continue Shopping

Order Total 0
Discount 0
Total 0

Place Order

10. Enter search criteria for the team member then click Search.

Select Learners
' Select Leaners

Add Seats

Add Learners

Population*
Person ID

Last Name

Domain

Security Roles

Select
People

Unassigned Learners

Add Seats And Learners

Enrall fram Leamning Requests

Internal

Manager Search Depth* Direct Report ¥

-Select One-

Include All Suborganizations

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.

Usemame
First Name
—
Organization &)
—
Location &
—
| €] Person Type  -Select One- v
¥ Manager ‘zl
Search
Select Close

Search
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NOTE: Clicking Search without entering any criteria will display all of your team

members.

11. Click the Checkbox associated with each team member you wish to register.

12.Click Select.

Add Seats And Learners

Add Seats

Unassigned Learners

Add Learners

Population* Internal
Person ID

Last Name

Manager Search Depth* Direct Report
Domain

Security Roles -Select One-

Include All Suborganizations

Checkbox

Select
People

Showing 1 out of 1 results
First Name LastName Username

=i MIH Learner NIHLEARNER

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

Username
First Name
7|
Organization &
o
v Location &
7
& Person Type  -Select One- v
7
¥ | Manager &
Search
Print | Export

Person Type PersonID Organization Location Manager

Federal 00165395 HMNANME NIHMANAGER

Select Close

__ Unassigned
Learners

Select
L~

NOTE: If you want to hold seats in the offering for your staff and you do not know
which person(s) will be attending, you can enter a number in Unassigned Learners.

13. You will now be taken back to the Create Order screen.
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Create Order

Learner Status
MNIH Manager Confirmed
NIH Learner Confirmed

1.0rder Contact 2.Billing

3.0fferings 4.0rder Management

5.Payment 6.Receipt

Expand All | Collapse All

~ New Features for End Users in Microsoft Office 2007 (Online Training, ID: 239866_ENG)

Notes | Add Learners | Remove Offering

Price Training Units Actions
0.00 USD Remove From Cart
0.00 USD Remove From Cart

Continue Shopping

Order Total 0
Discount 0
Total 0

Place Order

Note: You can repeat Steps 9-12 to add more Learners.

14. Click Place Order

15. The Registration Confirmation screen will be displayed. You may print this
screen for your records; however, this information can be retrieved at anytime.
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Registration Confirmation

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

1.Review Learning ltems 2.Print Receipt

Printer Friendly Version

Order Contact NIH Manager

Billed To HMA

Order Status Confirmed

Crder Mumber 02023888

Order Items
Title Learners Delivery Type Status Actions Price
MNew Features for End Users in MIH 2 £ 1 0.00
Micrasoft Office 2007 N Online Training  Confirmed  Notes UsD
MNew Features for End Users in MIH 4 i i 0.00
Microsoft Office 2007 by mcloieg  Coomuok TSR ooy

Order Total 0
Discount 0

Total 0

Go to Current Learning

Important: NIH Training course offerings that have tuition must contain a valid
CAN to ensure the proper obligation of funds in NBS.

VIEW TEAM ORDER HISTORY

STEP-BY-STEP (VIEW TEAM ORDER HISTORY)

1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-1-
employee-log.pdf

2. Click on the My Team icon on the LMS Menu bar.
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My Team
icon

g The Joy of Learning Enabled Through Access!

¢ HHS Learning Portal

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the LMS.
Please contact a LMS administrator. A list of NIH LMS administrators can be found
i It/fil

3. Click the Learning link on the left.

4. Click the Order History link on the left.
5. Enter search criteria for the order then click Search.

6. Click the Order Number you wish to view.

Order History

| , Order Type ® Order
5\ y Subscription Order
\ y
= i . Note : You must enter a date range to search. The date you enter in the Created On <= field Search
> must be within 90 days of the date you enter in the Created On >= field. /
Learnin Hame i
g ) Order Number (02023888 Created On ==* |06/19/2014 Eﬁl
Team Directory e _/
S Created On ==+ |03/21/2014 @'\ Person &
Leaming Configure | Save Search Query
Leaming Dashboard Search
Current Leaming
Completed Learning Orders Print | Export | Modify Table
Certifications Showing 1 out of 1 results

Leiea an eyl Order Number Learner Person Type Title Version Price Part Number Status Created On Mandatory

Order Curricula
Histor Continuing Education Plans New
y Features
Leaming Requests NIH for Em:! 0.00
02023888 foenar Federal Usersin 2.2 UsD 239366_ENG  Confirmed  06/19/2014
\Orders Microsoft
o " Office
i 2007
Leaming Summary
Plans
Skills
Reports
~N
Order
Number

7. You will now see the Order Details screen.
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Order Details: Order Number 02023888
Order Contact MIH Manager
Created On 06/19/2014
Order Status Confirmed
Order Items Modify Table
Title Learner Delivery Type Status  Actions Price Cancellation Reason
New
Features Change
for End Learner
Users in m;na er Online Training ~ Confirmed Price [L]JSUUD
Microsoft g Motes
Office Drop
2007
New
Features Change
for End Learner
Users in NIH Online Training  Confirmed Price 0.00
: Learner UsD
Microsoft Motes
Office Drop
2007
Total 0.00 USD
Cancel

STEP-BY-STEP (ACTIONS: ADD THE CAN TO AN ORDER)

1. View the order for the learner. (See View Team Order History instructions above
for details)
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Order Contact
Created On

Order Status

Order ltems

Title

New
Features
for End
Users in
Microsoft
Office
2007

MNew
Features
for End
Users in
Microsoft
Office
2007

MIH Manager
06/19/2014

Confirmed

Learner Delivery Type Status

NIH

Online Training  Confirmed
Manager
NIH Online Training  Confirmed
Learner

2. Click the Notes link.

Actions

Chan

Order Details: Order Number 02023888

Modify Table

Price Cancellation Reason

ge

Learner

Price

0.00
usD

MNotes

Drop

Chan

ge

Learner

Price

0.00
usD

MNotes

Drop

Total 0.00 USD

Cancel

"~ Notes
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Add/View Notes

MNotes

content and fraining courses.

Ilo items found

3. Click the Add Note link.

View By Category ALL

Generally used to capture short comments and suggestions about learning

. /
Add
Mote

Close

4. Select CAN from the Category drop down list and enter the CAN number on the

Notes section.
5. Click Save.

Add
Note

New Note

\

Category*

Category _|

Motes®

CAN

123457

—

<

* = required

Save

Close

Notes

6. The CAN has been added.
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Add/View Notes
Motes
View By Category ALL v
Generally used to capture short comments and suggestions about Add
learning content and training courses. Note | Modify
Table
Showing 1 out of 1 results
Created On Created By Category Note
06/19/2014 MIH Manager CAN 123457
Close

Note: The CAN field only accepts the 7 digits CAN. Fiscal year information is not
necessary. The CAN number used in this example is for instructional purposes only
and is not a real/valid CAN number.

MANAGING CERTIFICATIONS

‘ STEP-BY-STEP (VIEW TEAM MEMBER CERTIFICATIONS)
1. Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
hhttps://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

My Team
2. Click on the My Team icon on the LMS Menu bar. icon

{( HHS Learning Portal

\—: The Joy of Learning Enabled Through Access!

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf.
3. Click the Learning link on the left.

4. Click the Certifications link on the left.
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Learning

Certifications

T~

NOTE: You may view team members on your alternate team by clicking the View

Certifications for drop-down menu and selecting Alternate Team.

NOTE: To view a summary of your team’s certifications, click the Certifications

Summary tab.

5. Click View Certifications in the Actions column on the same line as the team
member.

Certifications
Summary

e

View
Certifications
For drop-

~ down

Certifications/

| View
Certifications
L

6. You will now see a list of certifications for your team member.

NOTE: No Items Found will be displayed if the team member is not enrolled in a

certification.

NOTE: If the list is long, you may enter the name of a certification in the Name field

then click Search to quickly find and view the certification status.
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Search
4
Certifications for NIH Learner
Name View Active ¥
\N-ag Show Required Certifications Only (¥ Profile Quicklinks
Certifications
Configure | Save Search Query gumcilti =
— ompetencies
Enroliments
Completed Courses
Continuing Education
Internal Certifications Grant Certifications | Add Certifications | Print | Export | Modify Table s
; Profile Snapshot
Showing 9 out of @ results Plans
Name Version Selected Path (% Complete) Mastery Score |Status Assigned By Target Date Actions
HHS ® 7]
Appropriations 10 HH§ Apprcpriaticn:& Law NI Acquired JESUS BOMET Actions
Law Online Course - 0%
Certification Completed
NIH Diversity
Management NIH Diversity Management NiA Revoked KimberlyHILL ~ 08M7/2011  Actions
Training - Training
NIDDK
NIH EEO Laws
& Reguaions g NIHEEO Laws & Regulalions N4 Revoked KimberdyHILL ~ 06M7/2011  Actions
Certification -
NIDDK
NIH Information
Secaity Recertification for the NIH
Awareness 10 Information Security MNIA Acquired LTJDLW;BCSHEH Actions
Cou(se Awareness Training - 0%
Certification Completed
OBSOLETE

7. You can now view the status and percent complete for the certification path.

STEP-BY-STEP (ADD CERTIFICATIONS TO TEAM MEMBERS)

1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

2. Click on the My Team icon on the LMS Menu bar. My Team

\A_/ﬁ HHS Learning Portal

Y The Joy of Learning Enabled Through Access! | ) § m

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click the Learning link on the left.

4. Select Certifications from the left menu.
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NOTE: You may view team members on your alternate team by clicking the View
Certifications for drop-down menu and selecting Alternate Team.

5. Select the checkbox to the left of your team member’s name.

6. Click the Add Certification link.

View
Certifications
Checkbox For drop-down

Learning

Certifications

Certifications

aam ¥
SR Eany famy CEREAch Yo _

Parsen Nams Parson Typa HHE Lnw Conifieation 1.0 HMS Racords foe AUll Empleynas Canitien)

Add '
Certification

7. Type the name of the certification in the name field then click Search.
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Add Certifications

Nam
Mame simplified Discontinued From »= @I
Updated On == @I Target Completion Duration <= Search

Past Credit Duration <=

Configure | Save Search Query
Search

Certifications Print | Export | Modify Table

Showing 1 out of 1 results
Name Version Available From Discontinued From Target Completion Duration ExpiresIn Motify Before Sei;ct

an
Simplified “ Close
4 Acquisition 03/18/2008 0 Days
/ Certificate
Checkbox Select and Close Close

8. Click the checkbox to the left of the Certification name and click Select and Close.

9. The certification will now be added to the team member’s learning plan.

COMPETENCIES

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”. A competency
consists of one or more proficiency levels, which represent the scale on which the
competency is measured. Examples of proficiency levels used at NIH include

‘Fundamental Awareness”, “Novice”, “Intermediate”, “Advanced”, and “Expert”.

For general information about competencies and how to use them for your team’s
professional development, visit
http://hr.od.nih.gov/workingatnih/competencies/default.htm.

The LMS allows you to assign competencies to your team members that you want them
to work on. You may assess your team member’'s competency proficiency levels and
find training to improve their skills and knowledge.

STEP-BY-STEP (VIEW COMPETENCY ROLLUP ACROSS TEAM)
1. Log on to the LMS.

NOTE: For instruction about logging on, see the QRG-LMS Log on Instructions at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-1-
employee-log.pdf

Page | 45


http://hr.od.nih.gov/workingatnih/competencies/default.htm
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS02-L_EmployeeLogOn.pdf
http://hr.od.nih.gov/hrsystems/benefits/lms/documents/TS02-L_EmployeeLogOn.pdf

LMS Manager/Supervisor

2. Click on the My Team icon on the LMS Menu bar.

My Team
icon

2 HHS Learning Portal

& The Joy of Learning Enabled Through Access! | ) § m

NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a LMS administrator. A list of NIH LMS administrators can be
found at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click the Skills link on the left.
4. Click the Competencies link.
5. Click Competency Rollup Summary from the left menu.
NOTE: You may click the Alternate Team tab to view your alternate team

members. Also, you may change which competencies you wish to view by
selecting an option from the View by drop-down menu.

Competency Rollup Summary

y

\‘\ View By All Competencies v

3 Next[¥
H Competency Rollup Summa Print | Export | Modif: 1
ome P Yy p ry | Print | Export | Modify ~ VleW

Showing first 25 out of 51 results

Team Directory By
Ski”s Search Competency Name Source Team Members Avg. Required Level Avg. Held Level Avg. Gap Actions
Leaming
Conflict Required
Flans Management (HHS) Competency 1 3 5 0
Skills
Competencies Flexibility (HHS) Required 3 4 0

Competency

Interpersonal Skills ~ Required 1 3 . ,
( C it ;
Multi-Rater Assessments (HHS) ompetency

Reports NIH Acquisition Required
1 5 3 2
Planning Competency
NIH Acquisition g

( Required 4 3 5 5

Competency Planning Assistance Competency
Rollup NH Adaptabilty ~ Reaured g 1 1 0

ompetency

Summary

NIH Administrative Required 1 3 0 3

Support Competency
NIH Advisory Required 4 2 3 0

Assistance Competency
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STEP-BY-STEP (VIEW TEAM MEMBER COMPETENCIES SUMMARY)
1.

Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

Click on the My Team icon on the LMS Menu bar.
My Team
icon

#2 HHS Learning Portal
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NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-lms-

admin-list.pdf

3. Click the Skills link on the left.

View All
Competencies

4. Click Actions for the desired team member.

Skills

Competencies

{ L LR Alternats Team

Add Required Compatancy

Parson Nama Parsan Typs Total Hald C I Total R irad C ! A Panding App |

Faderal 20 2 Undisclosed

Add Required Competency

5. Click View All Competencies.
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NIH Learner: ALl Competencies

View By All Competencies il St
Y o Profile Quicklinks
Certifications
New Manager Assessment New MRA Curricula
Competencies
123 Next[M Enroliments
All Competencies Add Held Competencies | Add Required Competencies | Print | Export | Modify Table Completed Courses
h Continuing Education Status
Showing first 25 out of 52 results Profile Snapshat
Plans
Competency Name Source Required Level Held Level Gap Expert Pending Approvals Group Actions
NIH Financial 3. NIH Accounting
Budget and e e (GS-510). NIH Actions
Program Analysis Finance
NIH Achieve 3. MIH Executive
Desired Results Intermediate 2 Level Actiona
Proficiencies
NIH
Communications
Specialty (GS-
NIH Message 1001), NIH Public
Development and 0 4 - Advanced Affairs (GS- Actions
Delivery 1035), NIH
L\) Technical Writer
Editor (GS-1085)
(more)
NIH
Communications
NIH Scientific ?é’gf'a::mGs'
Knowledge for 0 4 - Advanced ). Actions

Technical Writer
Editor (GS-1085),
NIH

Communications

Administrative Staff

6. You will now see a summary of all required competencies for the team member.

STEP-BY-STEP (ACTIONS: DELETE A REQUIRED COMPETENCY)
1. Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on
Instructions at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/
Ims/pdf/ts02-I-employee-log.pdf

2. Click on the My Team icon on the LMS Menu bar.
My Team
icon

7% HHS Learning Portal
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NOTE: If there isn’t a My Team icon, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-lms-

admin-list.pdf
3. Click on the Skills link on the left.
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Select

4. Click Competencies from the vertical navigation on the left side of the page.

5. Click Actions and then View All Competencies

6. Follow instructions to View Team Member Competencies Summary (Previous
Section).

7. Click the Actions link in the row of the competency you want to delete.

8. Click Delete.

NIH Learner: All Competencies

A competency is a skill, knowledge, ability, or behavior that can be rated at a certain proficiency level. Competencies can be assessed by yourself, your manager, or by
others.

Wiew By [ a1 Competencies ﬂ Profile Quicklinks

Mew Manager Assessment Mew MRA
12 Next (M
All Competencies Add Held Competencies | Add Required Competencies | Frint | Export | Medify Table
Showing first 25 out of 44 results

I Competency Hame Source Required Level Held Lewel Gap Expert Pending Approvals Group Actions
35 Delete
MIH Financial ' ::: Financs,
I Budget and Fundamental 1 i s
Frogram Analysis Awarensss Accounting
cgram Analysis {GS-510)
NIH Reccnciliation NIH Finance,
e x o . o NIH A
I and Financial 2-Novice 2 o =" Agtic
Reporting Accounting
eporting (G510}
MIH Ethics.
Specizlist (G5-
301 or G5-
Parson: 343), NIH
Apleny Serumty
r NIH |r‘.f|L..EI"CE 3nd \ARTINEZ- 5 - Expert 3- " = Specislist (G5 Actions
Megotiation BORRERO Intermedists
{micre)
Sperizlist (E5-
018} {more)
9. Select the source assigned to the competency.
Delete: NIH Influence and Negotiation I

MPORTANT NOTE: Competencies assigned by a Prescriptive Rule cannot be deleted by a manager.” If this competency was added manually you may either delete this activity completely, remove requirements or you may choose specific plan(s) that you want to
tmove it from,

This activity is assigned by the following source(s).

Select Source Type Source Name.
5] Parsan Jonathan LAPPIN
= Ferson Jaims MARTINEZ-BORRERD

Note: Removing or completely deleting the competency does not delete the corresponding held competency.
Remove

This activity resides on the following plan(s).

No plans found for this activity.

Close
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10. Click Remove.

11. Click Ok on the confirmation pop-up.

12.You will see a confirmation message that the competency was removed.

STEP-BY-STEP (ADD A REQUIRED COMPETENCY)

1.

Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-

employee-log.pdf

Click on the My Team icon on the LMS Menu bar..

NOTE: If there isn’t a drop down list, you are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at.
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-lms-

admin-list.pdf
Click on the Skills tab.

Click Competencies from the vertical navigation on the left side of the page.
Click the checkbox next to the name of one or more team members.

Click Add Required Competency.
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Checkbox

Competencies

Add Required
Competency

L
Competencies

Direct Team Alternate Team

Add Required Competency

Person Name Person Type  Jfal Held © Total c

= NIH Learner Other 44 Undisclosed

e r MIH LesrningAdmin oth Undisclosed

N - MIH LocallesmingRegistrar / Other Undisclosad
Skills

= NIH PeopleAdmin Other Undisclosed

Add Required Competency

Medify Tatle

Pending Approval  Actions

Actions

Actions

Actions

Actions

7. Enter the name of the competency you wish to add in the Name field.

NOTE: NIH competencies are prefixed with NIH.

8. Click Search.

NOTE: Clicking search without entering a competency will show all competencies

in your search results.

9. Select the checkbox for the competency you wish to add.

10. Click Set Required Levels.
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Name

N

Checkbox

Add Required Competencies to Team Members

\:-Eelﬁt Competencies 2 Set Required Levels

Name |nih Adaptability Competency Group

Eunﬂgurel Sawe Search GQuery

Competencies

Showing 1 out of 1 results

\ - Hame

[ZF  NIH Adaptability

Search

Medify Takle

2. Set Required Levels ==

Cancel

from the drop-down menu.
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Add Required Competencies for Team Members

Azzess the required level for the selected competencies.
1.5elect Competencies 2.5et Required Levels

Selected Competencies

ol Competency Hame Required Lewvel

T NIH Adaptability -Select One-
Select One- &
Fundamental Awareness - 1
Novice - 2
Intermediate - 3
Remove Competency(ieAdvanced - 4

Save and Exit Cancel

Required
-~ Level

Save and
|~ Exit

12. Click Save and Exit.

13. The competency will now be required by the team member.

STEP-BY-STEP (VIEW TEAM MEMBER ASSESSMENTS)

1.

Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions

at:

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-

employee-loqg.pdf

Click on the My Team icon on the LMS Menu bar.

NOTE: If there isn’t a My Team icon, then they are not set up as a supervisor in
the LMS. Please contact a system administrator. A list of system administrators

can be found at

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf
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3. Click on the Skills tab.

4. Click Competencies from the vertical navigation on the left side of the page.

5. Click the Actions link in the row of the team member whose assessments you

want to view.

6. Click View Required Competencies for the desired team member.

NOTE: Only competencies that have been assessed will yield results.

View Required
Competencies

/

Competencies

Direct Team EELGCIRE CRET)]

Add Required Competency

Home Person Name

Add Required Compstency

= NIH Leamer

r NIH Leaming&dmin

r NIH LocalLeamingRegistrar
r MIH FecpleAdmin

Person Type Total Held Comp

Cither

Other

Other

Other

Total Requi c i Pendi

Approval

44 Undisclosed

Uit
Actions

Un ¥

Medify Table

Actions

7. Click the Actions link in the row of the competency for which you'd like to view the

assessment.

8. Click View Assessments.
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View
Assessments

/

I~ Show only competencies that

Mew Manager Assessment

Required Competencies

Showing first 25 out of 41 results

I Expert Competency Na

r NIH AF:L.isiti:r‘
Planning

MNIH Acquisition

O Planning
Assistance
O MIH Adaptability

have never been assessed.

New MRA

me Source Required Level

Persoin:

Jsima

MARTINEZ- 5 - Expert
BORRERO

[more)

Person:
Jonathan
LAFPIN

3 - Intermediate

Self: NIH
Learner

1 - Fundamental
Amareness

NIH Learner: Required Competencies

A required competency is a competency that has been assigned to you.

View BY | Al Required Competencies

Add Required Co

Submit

12 Next M

Held Lewel Gap Pending Approvals Group
NIH Finance,
NIH
i Administrative
fhicer (G 1
A vemnsed Officer (G5-341),

-3

Fundamental O
Awareness

NIH Contracting
Specialist {G5-
1102}

NIH
Administrative
Technician (G5
303)

MIH Ethics
Specialist {G5-

301 or G35-343),
NIH Technology
Transfer, NIH

mpetencies | Print | Export | Modify Ty

Acti

Agtions

| roffle Quicklinks

Actions

View Assessments

Aanager Assessment

Cnmnnilotad | oarming

9. You will now see the results of the assessment for the competency you selected.

Compsetency Mame
Drescription

Current Reguired Level
Currant Held Level

Showing 1 out of 1 results

Date Method

Manager

12152010 Assessmant

Expert List

No items found

MNIH Acquisition Planning

Develops and guides program management through a comprehensive plan for fulfiling scquisition nesd

1
NIH Acquisition Planning: View All Assessments

s in a timehy

manner 3nd 3t @ reasonable cost in accordance with Federal and Departmentsl regulstions, policies and procedures.

5 - Expert

4 - Advanced

Assessments for Held Level

Details Assessed Level
Jaime

MARTINEZ- 4 - Advanced
BORRERO

Approval Status

Frint | Export | Medify Table

In Calculation? Comments

“es

Thizs is for 850 Testing
purposes onhy.

Actions

Actions.

Cancel

STEP-BY-STEP (CREATE NEW MANAGER ASSESSMENT)
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1. Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions

at:

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-

employee-log.pdf

Click on the My Team icon on the LMS Menu bar..

NOTE: If there isn’t a My Team icon, then they are not set up as a supervisor in
the LMS. Please contact a system administrator. A list of system administrators

can be found at

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click on the Skills tab.

4. Click Competencies from the vertical navigation on the left side of the page.
5. Click the Action link in the row of the team member for whom you want to create a
new manager assessment.
6. Click View Required Competencies.
Competencies
Direct Team EELCGECREETY]
Add Required Competency
Modify Table
Home Per: Nam Person Type Total Held C Total = Pending Approval Actions
L) - NIH Leamer Other 44 Undiscloze: Actions
— Il NIH LearmingAdmin Other - V\
r NIH LocalLearningRegistrar Other stiol
[ MIH PecpleAdmin Othar Stion:

Team /

Competencies

Add Required Competency

RN

Actions

/

View Required
Competencies

7. Click the checkbox next to the competencies that you want to create a new

manager assessment.
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8. Click New Manager Assessment tab.

New
Manager
Assessment

~

Checkbox

Hew Manager Assessment

Required Competencies

Showing first 25 out of 41 results

I Expert Competency Name

NIH Acguisition
Planning

NIH Acguisition

O Flanning
Assistance
O NIH Adaptability

A reguired competency is a competency that has been assigne

Q:’h{ competencies that have never been assessed.

New MRA

Source Required Lewvel

Person:

Jzime

MARTINEZ- 5 - Expart
BORRERO

{more)
Person:

Jonathan 3 - Intermedizte
LAPPIN

Self: NIH 1 - Fundamental
Lesrner Awsreness

d

NIH Learner: Required Competencies

Fundamental 0
Awarensss

to you.
View ELi"l;’!\ll Required Competencies j Profile Quicklinks
Certificstions
Submit s
Currant L
12 Next b Cnmnrlstad | ssrmin.
Add Required Competencies | Print | Export | Modify T¢  Actions
Held Lewel Gap Pending Approvals Group
NIH Finance,
NIH
AL Administrative
Pabeae Officer {G5-341).
SrEE MIH Contracting
Specislist (G5
1102)
NIH
a Administrative

Technician {G5-
203)

NIH Ethics
Specislist (G5
301 or G5-243),
NIH Technology

n

9. Select the New Assessed Level from the drop down menu.
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New Manager Assessment: Assess He

Behavioral Descriptors: NIH Acquisition Planning —
Assess the held level for the selected competency.
Descriptors Profici evels and Descriptors Print | Export
screen will Assessment Details
open when Asseceed On Level Description
clicking On/ 1 - Fundamental You have a common knowledge or an understanding of basic techniques and
View Competency Name MIH Acquisition Planning Awareness concepts. | |
Descrlptors Existing Held Level Advanced 2 - Novice ::al‘r:i;sa;aaf;atlr;raa ;jl-ﬁlepéa:':i gr:axpa:ta: loall:::rralﬁ:\'ill'la;l :alr"orrrir-;
Iink this kil
Required Level Expert “You are able to sucoessfully complete tasks in this compatency as requestsd. Help
3 - Intermediste "rc!rr.a‘r axpit may be required from time to time, but you can ususlly perform the
New Assessed Level ’m 3 kil inaspEnsenty. j
Comments BIU EEFESF -z i A~
New _—
Assessed
Level
Save Cancel
NOTE: To view the descriptors for the levels, click the View Descriptors link.
11. Add Comments as needed.
12. Click Save.
New Manager Assessment: Assess Held Level for NIH Learner
Assess the held level for the selected competency.
Save Cancel
Azsessment Details
Assessed On 01/05/2015
Competency Mame MIH Acquisition Planning
Existing Held Level Advanced
Requirsd Lavel Expart
NeW //m:assa: Level Intermediate - 3 ﬂ View Descriptors
fsselssed Comments By EEE|ESEF A
eve
]
Comments
Sa\rerel

Save
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13. The team member will now hold the new level for the competency.

REPORTS FOR THE MANAGER

RUNNING REPORTS

Under the Reports tab on the Team Home page, the manager/supervisor has access to
a variety of reports in the LMS. Reports can be generated, exported, printed, emailed
and subscribed to if desired. Below you will find instructions on how to work with reports
in the LMS.

STEP-BY-STEP (GENERATE A REPORT)

1.

Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-1-
employee-log.pdf

Click on the My Team icon on the LMS Menu bar.

NOTE: If there isn’t a My Team icon, then they are not set up as a supervisor in the
LMS. Please contact a system administrator. A list of system administrators can be
found at
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-lms-

admin-list.pdf

Click Reports.
Enter the name of the report which you wish to view into the Name field.

Click Search.
NOTE: If click Search without completing the search fields, all available reports will

be displayed.
Click the Actions link.

Click Execute.
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Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions link for options).

Mame F‘«ppm\;sl Analysis Category |-Select One- j
Report Template | &)
- Configure | Save Search Query Actions
Name p - Search .
Team Directory 31: X
Reports Print | Export | Modify T4 mi':: e

— Execute

Hame Report Template  Description Engine Type Actit

This enables managers to
2ns belonging to hisiher

)
N
Search
N
Actions
8. Enter values for all required fields.
NOTE: Required field names are displayed with red letters and must contain a
value to run the report. All other fields are optional.
9. Click Generate report when you are finished entering in report parameters.
Report Parameters - Approval Analysis for Manager | Generate
Report
Elzn Emrmn® 'h/
Show Terminated ser r
Generate Report Cancel

10. You will now see the report on your screen.

NOTE: The time it takes the report to generate will be determined by a number of
variables such as the report parameters entered, users concurrently using the
system, and your internet connection speeds. If no results are found, try changing
your parameters or call the help desk for assistance.
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STEP-BY-STEP (PRINT A REPORT)
1.

Generate a report. (For instructions on generating reports see the Step-By-Step
directions above (Generate Report)

2. Click the Print icon in the upper left corner of the report.

Print/

icon

i Favorites | o

M- < [ @ ~ Pagew Safety~ Tools~ g~ (N (L @]
3 e T -

/

Learning Plan

Approval Analysis for Man

ager

on
saba.

Plan Form Selected:

Total Number of Plans:

Total of Plans

Total Number of Plans Pending Approval:

ding Ack
Total Number of Rejected Plans:

Plan Form

6

0

0

Learning Plan

Learning Plan

‘ Total:

Total Number of Plans Plans Pending
v

6

[

o

Plans Pending
Acknowledgement

0

o

3.

_Print to PDF

-3
Page Hange:
i@ Al

(™) Pages

Fro m:|

| Tu:l |

(2) Print to PDF:

The viewer must export to PDF to print. Choose
the Print option from the POF reader application
once the document is opened

Mote: %ou must have a PDF reader installed to

7

print. (2g. Adobe Reader)

/

Export

Indicate the Page Range you want, and click export.

4. You will be prompted to open or save the file. Click Save.

° |

5. Locate where you want to save the file and give it a meaningful name; click Save.
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6. You will receive a prompt when the download is complete. Click Open to open the
report file you just downloaded in Adobe Reader and click the Adobe Reader Print
icon to send the report to your printer.

5, Create - 4.!.5 s > e = A W I S :.’_|
[ ] < | = [san]-] ~ Tools | Commen « |
Print Apnproval Anatysis for Manages saba‘_

|STEP-BY-STEP (EMAIL A REPORT)

1. Search for a report. (For instructions on searching for reports see the Step-By-Step
instructions above (Generate Report)

2. From the Reports Page, click the Email link from the Actions Pop Up Menu.

Reports
Actions
Name Approval Analysis Category -Select One- -
Report Template & Ema\
) Execute
Configure | Save Search Query . Search | Subscribe — .
Email
Reports Print | Export | Modify Tak
Name Report Template Description Engine Type Actions
Approval Approval Analysis  This enables managers to identify ~ Managed Actions
Analysis for Manager the plans belonging to his/her Report
for direct reports, which have been
Manager rejected or are in pending approval
or pending acknowledgement state.

3. Enter one or more recipient email addresses in the To Email Address(es) field.
4. Modify the Subject and Mail Text fields to appear as you want them in the email.

5. Choose a Report Format from the drop-down choices. To Email
Address(es)
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6. Select a Plan Form.

Run Reports > Email HHS All ...

Character Limit:255
Subject*
Mail Text* ﬂ

=l Preview

Character Limit:255 4

Report Format* Acrobat Format (PDF) I
| Send
Org Mame (Use % to include sub-
orgsy®
Preview Report Send Cancel

IMPORTANT: All fields in red with an asterisk (*) require data in order to save
changes.

7. Click Preview Report to see the report as it will appear with the parameters you
entered.

8. Review the report and click the Send button to send the report to the email
recipients.

STEP-BY-STEP (SUBSCRIBE TO A REPORT)

1. Search for a report. (For instructions on searching for reports see the Step-By-Step
instructions above (Generate Report)

2. From the Reports Page, click the Subscribe link from the Actions Pop Up Menu.
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Reports

Mame Approval Analysis Category -Select One- -

&

Report Template

or pending acknowledgement state.

Actions

Email

Execute

SUDSC ri DE'\

Configure | Save Search Query Search

Reports Print | Export | Modify Tak
Name Report Template Description Engine Type Actions
Approval Approval Analysis ~ This enables managers to identify ~ Managed Actions
Analysis for Manager the plans belonging to his/her Report

for direct reports, which have been

Manager rejected or are in pending approval

~~ Subscribe

3. Click the New Report Subscription link on the right.

Report Subscription for Approval Analysis for Manager

Run Reports > Report Subscri...

/

Report Subscription New Report Subscription

Mo items found

New Report
Subscription
/ P

4. Enter a Name for the report subscription and a meaningful Description.

NOTE: The fields required beyond this point will vary depending upon the report
you are running. Complete all required fields listed in red.

5. Select the Plan Form.

6. Enter an email address into the To field.

7. Modify the Subject and Mail Text fields to appear as you want them in the email.

8. Choose a Report Format from the drop-down choices.

9. Select how often the report generation Occurs: Daily, Weekly, or Monthly, and

indicate the number for each.
10. Set corresponding options for Frequency.

11. Click Preview to see the report as it will appear.

12. Click Save to activate the report subscription. The report will send at the times you

designated, to email recipients you entered.
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Name —_| Report Subscription for Approval Analysis for Manager
Run Reports ort Subscri.. = Report Subscri... Plan
Report Subscription Name® Approval Analysis for Manager - Form
Description* Send Monthly IC reports
Plan Form: Leaning Plan I
| To
Show Termin ser r
. (Enter one or /
Description | [l st
jdoe@email com; ﬂ
msmith@email. com)® Character Limit:255
Remaining character count: 255
Subject Approval Analysis for Manager
y‘/ This monthly report is for =]
Subject _ - approval analysis
=l
Character Limit:255
Remaining character count: 211
) Acrobat Format (PDF) =
Mail _] | Report
Text S Daiy dccurs Da Format
 Weekly - day(s
/ ' Monthty
Occurs - Frequency
Frequsncy & Qnce F —CJE“:;.K/
€ Every |1 IHUUT[S} 'I Start Time* 09 - 00 Cam & pm s
ave
St oater 01/01/2014) & | —
Start —_—
Time Preview Report Save Cancel
Start
Date
IMPORTANT: All fields in red with an asterisk (*) require data in order to save
changes.
13. Click the subscription title to edit details, or click the red X to delete the
subscription.
Report Subscription for Approval Analysis for Manager
Run Reports > Report Subscri...
Report Subscription New Report Subscription | Print | Export /Delete

Showing 1 out of 1 results

Name

Approval Analysis for Manager

Description
Send Monthly IC Reports

Actiol/

x
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LEARNING PLANS

Under the Plans link on the Team Home page, the manager/supervisor can view, add,
and edit the activities that are on their team’s current learning plans.

MANAGING YOUR LEARNING PLAN

STEP-BY-STEP (VIEW ACTIVITIES FOR A TEAM MEMBER IN TEAM
PLANS)

1.

Log on to the LMS.

NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

Click on the My Team icon on the LMS Menu bar.

NOTE: If there isn’t a drop down list, then they are not set up as a supervisor in
the LMS. Please contact a system administrator. A list of system administrators
can be found at
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

Click on Plans.
Click Actions to view the Actions pop-up window.

Click View All Plans in the Actions pop-up window.
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My Team

LMS Manager/Supervisor Icon

Plans —|

HHS Learning Porta

& underiined number in the col

Direct Toam JEIE

3 Activate Pan CREATE Training FLAR
Direct Team Plans
) Pornin lain Barean Typn Disth Pending Approval Bording Acknovhedgeinent Activated Coenplated
r MIH Learnes Dthesr 0 0 0 1 o
r I Lparmunsgacimir Othes
r slLeamincReqistiar O )
r - Qe C
Activate Fan CREATE Training FLAN

11ne Plan and criate

At Actrvity or Critical Ebement
Actionn

= <\View All
Plans

Cancalled Bat Signed  Action,

Actions

A AsEivity of Critkal Evermvent

6. Click on Learning Plan under the Plan Name column.

Learning — |
Plan

Plans for NIH Learner

All Performance and Learning Plans in the identified Status are listed for this employee.
To view or update a Plan, click on the Plan Name below.
Click here to view PMAP polices and procedures

It an employee declines their Performance Plan, it is recommended that you consider comments made by either adjusting the official performance plan or

officially notifying the employee that the plan is official and is final as previously submitted.

Back to Team View

View Plans by Status [ 4| d

Activate Plan

Modify Table

Showing 1 out of 1 results

[T |Plan Name Status Start Date End Date Plan Type Actions
| ——Wrarning Plan Activated Learning Plan Actions
Activate Plan Back to Team View

7. You will now view that team member’s learning plan.
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Plan Details: Learning Plan -
Printer Friendly View

Activities/Critical Elements RUSEHEULE T RS EL RG] _
Plan Name Learning Plan Status Activated
Assignee MIH Learner Approval Policy No Approval
% View Current Activities | View Closed Activities

Assigned Learning Add Element or Activity | Modify Table

Name Version Type Due Date Completed On Status Source Mandatory |Is Compliant Actions

Learning NIH Manager P

With Saba 1.0 Course 07/22/2010 In Progress r Actions

® ]
TestGoal Goal 1213172010 M Manager Actions
New: 0% Completed

MIH MIAID

OWER ELD

Warking Ann

with Course 06/01/2012 New WITHINGTON i Actions

W

Contractors

atNIAID

STEP-BY-STEP (ADD ACTIVITY TO A TEAM MEMBER IN TEAM PLANS)
1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

2. Click on the My Team icon on the LMS Menu bar.
NOTE: If there isn’t a drop down list, then they are not set up as a supervisor in
the LMS. Please contact a system administrator. A list of system administrators
can be found at
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf
3. Click on the Click on Plans.

4. Select the checkbox associated with the team member you want to add an activity
for.

NOTE: You may select more than one team member at a time.

5. Click Add Activity or Critical Element.
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6. Select the activity or element you wish to add from the popup menu.

HHS Learning Portal 3
W T tccos | 3y | [ oo

My Team Plans

Diroct Team EEVITRETTRES]

Direct Team Plans \ Add ActiVity

iR B o N g N oA RN g A or Critical
Gther 0 o 0 | 0 0 0 Actonn Element
ther (1] 0 il
Plans Activale Plan Add Activity or Critical Lisment
Checkbox

7. Fill in the required information and then click Save.

IMPORTANT: All fields in red with an asterisk (*) require data in order to save

changes.
Add Course
* = required

Course* MIH Orientation IEI-

Notes g

Save
Due Date* 12/04/2012 =
Save Cancel

8. The item will be added to the team member’s learning plan.

9. Click Close.
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Add Activity To Plan

Confirmation

The selected activity has been assigned to the chosen users.

\ Cll:l n

Close —__

STEP-BY-STEP (DELETE AN ACTIVITY IN A TEAM MEMBER'’S PLAN)
1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

2. Click on the My Team icon on the LMS Menu bar.
NOTE: If there isn’t a My Team icon, then they are not set up as a supervisor in
the LMS. Please contact a system administrator. A list of system administrators
can be found at
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click on the Plans tab.
4. Click Actions to view the Actions pop-up window.

5. Click View All Plans in the Actions pop-up window.
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@ HHS Learning Portal
o The Joy of Learnéng Ensbled Thro R Y P J v anaper

— My Team Plans

r A
| !
h o mpoyee
N - underiined number in * * link below o b mployes
Direct Toam EEVEREIEREEN
Activate Pun CREATE Training PLAR Al Actrvity ot Ceitical Eerment
o Actiomy
Sharch Direct Team Plans o
sarang —
Pocscn Mame Parson Typs Draft  Pending Approval Pording Acknowledgerment Activated Completed Cancelied lot Signed  Action,

r MIH Luarn: Oithest 0 0 1 o o
| I I Cthes s o
L alLeamingRegistizn 0 G
r o Bl Oths a [
Plans
Activaie Flan CREATE Traming PLAN A Activity of Critical bherment
6. Click on Learning Plan under the Plan Name column.
Plans for NIH Learner
All Performance and Learning Plans in the identified Status are listed for this employee
To view or update a Plan, click on the Plan Name below
Click here to view PMAP polices and procedures.
If an employee declines their Performance Plan, it is recommended that you consider comments made by either adjusting the official performance plan or
officially notifying the employee that the plan is official and is final as previously submitted
Back to Team View
View Plans by Status [ 4 d
Activate Plan
Modify Table
Showing 1 out of 1 results
- Plan Name Status Start Date End Date Plan Type Actions
. - arning Plan Activated Learning Plan Actions
Learning | >
Plan
Activate Plan Back to Team View

7. Click Actions on the line associated with the activity you wish to delete.

8. Click Delete from the Actions pop-up window.
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Plan Name

Assignee

NIH Learner

@ View Current Activites

Assigned Learning

Name Version Type

Learning

With sapa ! Course

Test Goal Goal

MNIH NIAID
OWER ELD
Working
with
Contractors
at NIAID

Course

Learning Plan

Plan Details: Learning Plan

Status

Approval Policy

' View Closed Activities

Due Date

077222010

1213172010

08/01/2012

Completed On  Status

In Progress

New: 0% Cempleted

Activated

Mo Approval

Source

NIH Manager

NIH Manager

Ann
WITHINGTON

Printer Friendly View

Add Element or Activity | Modify T

Mandatory s Compliant Actic

r Action

Actions

r Actions

Activities/Critical Elements VEEHENE TGRS ELT Y ] _

Actions

Edit

View Progress

Wiew Enroliment

View Completed Course
Delete

[~

9. Click Delete Completely when you see this next screen.

Delete: Test

remove it from.

Select

[Z]  Plan Name

= Learning Plan

Source Type
= Person

This activity is assigned by the following source(s).

Source Name

MIH Supervisor

This activity resides on the following plan(s).

Status

aActivated

"IMPORTANT NOTE: Competencies assigned by a Prescriptive Rule cannot be deleted by a
manager.” If this competency was added manually you may either delete this activity
completely, remove requirements or you may choose specific plan(s) that you want to

Delete Completely\

Delete from plan(s)

Remaove

Close

10. Click OK.
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Message from webpage - ﬁ

| Are you sure you want to delete?

| ok || Ccancel ]I

11. The activity is now deleted. Click Close.

Delete: Test

Confirmation

Test has been successfully removed.

Close

STEP-BY-STEP (REGISTER A TEAM MEMBER FOR TRAINING FROM A
LEARNING PLAN)

1. Log on to the LMS.
NOTE: For instruction about logging on, see the QRG- LMS Log on Instructions
at:
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/ts02-I-
employee-log.pdf

2. Click on the My Team icon on the LMS Menu bar.
NOTE: If there isn’t a drop down list, then they are not set up as a supervisor in
the LMS. Please contact a system administrator. A list of system administrators
can be found at
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-

admin-list.pdf

3. Click on the Plans.

4. Click Actions to view the Actions pop-up window.
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Plans |

Learning
Plan
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5. Click View All Plans in the Actions pop-up window.

é HHS Learning Portal
L earming Em conal 1 d =" [ i manager

~- My Team Plans
£ A
rI )
o oY ¢ Employee(s) withoul the Plan and create
1 N e ] the .
) . - View All
ST Plans
Activale Fan CREATE Training PLAN Add Activity of Critical tlement
st Actionn
atrch Direct Team Plans R
Earany et
m Parsan Type Disll  Pending Approval Pending Acknowledgensnt Activated Completed Cancelled Not Signed  Action,
o (u ! athe 0
r Actions
I ® HiH Peopisacmin ames o 0 ) 0 0
Activate Fan CREATE Traming PLAN A Aty of Critical Blerment

6. Click on Learning Plan under the Plan Name column.

Plans for NIH Learner

All Performance and Learning Plans in the identified Status are listed for this employee
To view or update a Plan, click on the Plan Name below.

Click here to visw PMAF polices and procedures
If an employee declines their Performance Plan, it is recommended that you consider comments made by either adjusting the official performance plan or

officially notifying the employee that the plan is official and is final as previously submitted

Back to Team View

View Plans by Status [ 4| d

Activate Plan
Modify Table

Showing 1 out of 1 results

[T |Plan Name Status Start Date End Date Plan Type Actions

yrning Plan Activated Learning Plan Actions

Activate Plan Back to Team View

7. Click the Actions link in the row with the learning you want to register for.

8. Click Register in the Actions pop-up window.
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MIH Clinical
Center: Fire
= i .
;?::Frﬁn; o 2014 Course 1203112014 In Pregress R | actons | Register
Health Care
Personnel Actions
Py Edit
H”_t' ;""‘33‘ NIH M —_—
s 1 Course 010772015 New He View Enroliment “tions
Invoice View Completed Course
Processing Delete
Alternative Test
Dispute 21 Course Mot Evaluated Ak i ] Actions
Resolution 3 Rule fon m
(ADR)

9. The Learning Catalog now appears.

10. Click on the Register link for the offering that you would like to register your team
member for.

i Search the Catalog

You may use a percent sign % as a wildcard character

Download Catalog Guide

Location

Delivery Type |AII j

@
Start Date == (01/07/2015 Q
End Date <= g

Keyword

Language I-Selec’f One- 'l
7 7
Category -4 Facility LS
-
Competency LS Currency IUS Dollars 'I

(o]
Title Fnern ative Dispute Resolu

Field of Study ™

Simple Search| configure | Save Search Query

Learning Offerings
Showing 1 out of 1 results
Title Version Delivery Type

Alternative

Dispute ) . 0.00 )
Resolution 21 Online Training EDS0ME =D Regls@/
(ADR)

Back

Search Learning Catalog

Start Date End Date Session Location Facility Language DefaultCredits Course D Price Actions

Calendar View | Print | Export | Modify Table

Start New Search

IMPORTANT! Offerings with tuition must have a CAN to make the registration

official.
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11.You will now see a registration confirmation page.

Registration Confirmation

updates
der Contact NH Manager
Billed To HNAMS
Order Status Confirmed
rder Number 02451183
Order Items
Title Learners
Alternative Dispute Resclution NIH
(ADR) Learner

Thank you, your request has been processed. Please check your email or In-Progress Learning for training status

Printer Friendly Version

Delivery Type Status  Actions Price

0.00

Online Training UsD

Confirmed Motes

Order Total 0
Discount 0

Total 0

Go to Current Learning
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HELPFUL INFORMATION

HHS Learning Portal log on page
https://Ims.learning.hhs.gov

NIH LMS Help Desk

Submit your LMS Help Desk Tickets to:
https://nihohrweb.nih.gov:1010/
WITS IntraHR/index.aspx

NIH Training Center web site

http://trainingcenter.nih.gov

NIH LMS Information and support information
http://trainingcenter.nih.gov/Ims_courses.html

https://nr.nih.gov/hr-systems/Ims

LMS Administrators in the ICs

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/Ims/pdf/nih-Ims-
admin-list.pdf
NIH CIT Help Desk

http://itservicedesk.nih.gov/
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