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1 — Log In

Go to the LMS:   http://www.lms.va.gov  and log in:
User ID: CAPITAL LETTERS:  LASTNAME.FIRSTNAME birthmonth birthdate
The Password uses capital, small letters, special characters, and numbers.
The password you start with is case-sensitive:   Password#1

Example:  Joe Smith, birth date  June 30
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    The first time you log in, change your password:
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equired Fields
The Users password has to be compliant with the following rules:

b The length of the password must be between 8 and 40 characters.
» The password must contain the following types of characters:

1. English lower case letters.

2. English uppercase letters.

3. Arabic numerals(0,1,2,..9).

4 Non alphanumeric special characters (10$%~&=()-_+=\{\}[]<>?/'
b The password cannot contain user name(login ID).
» The password cannot contain user's first name and last name.

* 0ld Password:
* New Password:|

* Verify Password:|





                             At least 8 characters long
Number   Uppercase letter   Lowercase letter   Special character

After changing your password, log back in.  Create a security question and answer (the answer must be 5+ characters long and is case-sensitive).  If your forget your password later, you will use I Forgot My Password at the LMS login screen, where it will ask for your User ID and the answer to this question.
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You should avoid questions that contain personal data that is generally available (e.g. ¢
Some examples are:

What is the name of my first pet?
What is my favorite film?

* = Required Fields
*Security Question: [favorite pet?
*Security Answer:

*Re-Enter Security Answer:





    If you forget your password, use I Forgot My Password at the LMS login screen to

    have the system send you a new one.
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2 — Complete Your Profile
   On the main LMS page, click UPDATE YOUR PROFILE
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At Email, enter the account that replacement passwords should go to:

[image: image6.png]Email Address:





   

 Next to Supervisor, click Change.
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    Click “Select” next to your supervisor’s name:
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    Click [image: image9.png]


 at the bottom of the form, then “OK”, then “Close”, returning to the main

    LMS screen.
3 — View The MARS Modules

   On the main LMS page, click Learning,

            then select Due Within from the drop-down list
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    Wait a moment for the list of four MARS LMS modules to appear:
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4 — Set up the VA Privacy Module EXAMPLE
    Click on VA Privacy Awareness Training.  In the window that opens up, scroll down
    to Substitutes.


Click the arrow.
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   Click Add to Learning Plan for the one that applies to you.  The best choices are:
[image: image13.png]+ Substitutes

Title

General Employes Privacy Awareness

Privacy: It's Everyone's Business [ a3 o Cearning Plan
Protecting Those Who've Protected Us - Privacy Training. [ a3 o Cearning Plan
Protecting Those Who've Protected Us - Privacy Training Video (CON) [ a3 o Cearning Plan
\VHA Privacy Policy Training - (PowerPoint Option) [ a3 o Cearning Plan
VHA Privacy Policy Training - Print [ a3 o Cearning Plan

VHA Privacy Policy Web Training [ a3 o Cearning Plan

VHA Provider Privacy Training R34 to Learning Plan





    After clicking “Add to Learning Plan”, a blank space appears:
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Scroll to the top of the screen and click “Learning Plan”:
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    Your selection is now in your Learning Plan, along with its Go to Content button and a
    trash can.
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    When you click on the trash can for this – or any – module, it goes away.  The trash
    can is provided here for those who picked the wrong version of the module and

    need to delete it before going back to pick the right version.

    You should now have four “Go to Content” buttons, one for each MARS module:
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5 — Check Your Training Credit
    Click on Learning, then Learning History:
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The modules you officially have credit for in LMS (not TEMPO) appear here.
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‘The Learning History page shows you a summary list of the items that you have completed and the dates the items were completed. To view the details of a specific item in your learning history,
simply click the corresponding title of the item. You can sort the list by the Title of the items or the Completion Date of the items on the list.

Completion Date ~ Status
7/11/2008 02:37 P PST Complete

Title
VA Cyber Security Awareness

VA Online Purchase Card Training 4/14/2008 03:11 PM PST Complete.





If credit does not appear, click Learning, then click Go To Content for the module in question.  Accept any option to return to where you last left off.  Look there for anything you missed, such as a survey or a link to print a certificate.  Complete the missed item(s), click Exit when done, and check your Learning History again a little later.

 6 — Supervisors: Check Staff Training

My Employees is the LMS supervisor menu.  You will have this menu if at least one staff member specified you as their supervisor (section 2 above).  Click on My Employees, and you will see your staff list, along with links to their Learning Plans
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If you click on a staff record – such as in Learning: Overdue – you will go to the screen the staff person sees.

To go back, click on Return to Org Chart
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7 — Supervisors: Assign Training to Staff

Ensure that your staff are trained in certain subject areas (e.g., various safety topics) and enrich their knowledge by using LMS to add classes to their Learning Plans.

To start, click on Learning Plans, then Add Items, then Next
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Click in the check boxes for the staff you want to assign training to.

A staff person with blue arrow is a supervisor under you; click the blue arrow to see that person’s employees.  
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Click Add Checked.  The names show up in a selection list.  Click Next.
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Here, I’m looking for training on equipment safety.  I uncheck “Exact Phrase” and click Search.
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Curricula:  You will see this term used in the LMS to refer to a set of classes that can be assigned to staff as one group.  A curriculum may be set up ahead of time by an administrator.  When Search returns a list of classes, check a curriculum, or instead check several classes to form a kind of curriculum on the fly.

Material Management looks good, so I check it, click Add Checked …
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…and when it shows up in the selection list, click Next.
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Watch out!  It made the Required Date the end of the month.
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When a training becomes overdue, the employee and you will receive email.  To avoid an Inbox full of ‘Your employee Joe Smith didn’t do xyz training’ email, change the Required Date to something reasonable, then click Finish.
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The class is now in your staff’s Learning Plans.

Registration:  The registration option will be used in Phase 2, when LMS Coordinators and Supervisors will be able to pre-register staff for live on-site training.  For now, pre-registration activity is still done in TEMPO.
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8 — Supervisors: Staff Training Reports

The reporting feature of LMS is still undergoing development and refinement.  At present, there are two reports that serve best to show you where your staff are on their training:

A.  Curriculum Status, which can be used to show which staff have / have not completed a class.
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Select Direct Subordinates or All Subordinates, Both, and click Run Report.
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B. Learning Hours, which shows the hours of training staff have taken.  Encourage your staff to enrich their knowledge and skills with training in their areas of expertise and in VA processes. 
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Select Direct Subordinates or All Subordinates, enter a date range, select Group By Organization, then click Run Report.
[image: image34.png]Reports -l
— Back to Browse Reports
User O sef O Direct Subordinates © All Subordinates O All

ReportHeader: [

Report Destinatios

® srowser O Local File

Report Format:

O xm O csv @ wrme O poF

Mask User IDs

1 Page Break Between Records

Include: External Events

et Wihat s
Completed Date From: M (10/01/2007
‘Completed Date To: B [11/30/2007

T




9 — Troubleshooting / other
1.
Fee basis, contractor, resident, volunteer, student, and CWT staff will not use LMS.  This will change in the future.  For now, to do LMS MARS modules, go to:

http://www.visn20.med.va.gov/portland/MC/Education/cbt.asp

However, any non-regular-employees who are involved in research will need a profile created to do the class Information Security 201 for Research.  Contact Scott Ragland or Connie Gaudette.
2.
LMS is an internet system that can be used from home, internet cafes, etc.  However, the computer must have a current version of Java, no popup blockers, and other settings:

http://www.insidelms.va.gov/storage/insideLMSpages/LMS_DesktopConfigurationRequirements_FC_0907.pdf

If a VA computer cannot open LMS modules or gets errors when doing so, put in an electronic work order to have Java updated on that PC.

3.
Scott Ragland (57006) is the LMS Facility Administrator for Portland VAMC.  Kelly Goudreau (56015) is the LMS POC, and Connie Gaudette (56027) backup.  The TIMS Help Desk (55909) can assist with lockouts, password issues, and the like.
4.
Avoid using the browser back button [image: image35.png]


 in LMS.  Look for other links, like those in the blue bar at the top, to navigate.  If you do use the back button and end up in with a blank screen, press F5; in the box that appears, click Retry.




If you do not have access to confidential patient information.





Password#1





30December,,








Example of a password:





If you do have access to confidential patient information.











For LMS help, contact Scott Ragland:  scott.ragland@va.gov or the TIMS Help Desk (55909)
OIT, Regional Counsel, NCA, VBA, and non-Portland VAMC staff: Find your point of contact here:
http://www.insidelms.va.gov/insideLMSpages/localAdmin.shtm
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